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Introduction

Every day, we do not think about how we communicate with each other. It seems to us that this is obvious. Each of us communicates with many people every day. We convinced that everything we say reaches our speaker and is understood as we wish. Conversations with others seem apparent to us. It is only when difficulties or conflicts arise; we wonder what is happening, that people misunderstood us. It turns out that communication with another person is an arduous and challenging art.

The primary purpose of this report is to present and provide the reader with opportunities for knowledge on effective teamwork and communication. Therefore, my skills and knowledge acquired during learning will be the foundation on which I will base in this report.

In this report, I will analyze different types of communication between people, such as verbal, nonverbal, written, and visual communication. Additionally, this document will help the reader obtain information about how essential is teamwork and the primary role of communication in the workplace on the example of my job site. It will also be discussed how to improve communication, some methods.

This report summarizes how the Effective Team Work and Communication course from the University Of Wales Trinity Saint David program has directly and very close expanded my scope of knowledge in this section. The report describes the learned functions, skills, and targeted exercises done during the classes. Many of the examples in this report have inserted to validate the learning process.







What is communication?
Interpersonal communication is essential in everyone's life, and nobody can doubt that it is primarily on functioning in society. According to the Cambridge dictionary, ' communication is an act of communicating with people.' 
The term "communication" comes from the Latin word communication and means connectivity, exchange, conversation. In the relationship between people, communication is the transmission of certain information (communication) and the ability to receive and understand this communication. Communication always runs between the sender and the recipient, so its basis is a dialogue that can take the form of a discussion, negotiation, or chat. The conversation also requires proper reading of the so-called "Body language" of the interlocutor.
 This is to sense moods and respect the views and arguments of the recipient. Interpersonal communication consists not only of transmitting and receiving information. It also includes facial expressions, voice intonation, and human behaviour that is appropriate to the circumstances or subject matter of the information exchange process itself. 
Therefore, it consists of both verbal and non-verbal elements. So, interpersonal communication is much more than just a word exchange. It is also a way of being during a conversation.
[image: ]
                                         Source: Created by Author
Types of communication:
Verbal communication 
Verbal communication is the use of language to send information using spoken or sign language. In other words, verbal communication is all the signals we send to the environment through words. How powerful our message will depend on many factors, e.g., the type of information we want to convey, the vocabulary we use, as well as the style and manner of speaking. In verbal communication, we should pay special attention to who the person we are talking to and whether the message we send is tailored. Verbal communication is one of the most common types used for presentations, video conferences and phone calls, meetings, and one-on-one calls. Verbal communication is essential because it is efficient and may be helpful to support verbal communication in both non-verbal and written communication.

There are some steps to develop verbal communication skills:

· Use a strong, confident voice.
Especially when presenting information to many people or a group of people, use a strong voice. This give guaranine that everyone can easily hear and understand you. Speak confidently so that your ideas are clear and easy to understand for others.
· Active listening.
Another important aspect of verbal communication is by listening carefully to others. Active listening skills are essential when conducting meetings, presentations, and even when participating in a one-on-one conversation.
· Avoid filler words.
Especially during a presentation, to use filler words such as “um,” “like,” “so” or “yeah.”


Nonverbal

Nonverbal communication is the use of body language, gestures, and facial expressions to convey information to others. Sometimes silence means more than thousands of words spoken. Non-verbal communication plays a much more significant role in the perception of us by the recipients than what and how we say. The critical issue in non-verbal communication is our body posture. The recipient can read much valuable information from it. For example, an open and upright position usually means high confidence. In turn, slouching, crossing the arms on the chest, or a huddled position with his hands in his pocket, shows fear, uncertainty, and withdrawal.

Other types of non-verbal communication are:
· Facial expressions.
· Gestures about involvement in the conversation.
· Appearance.
· Body structure.
· Physiological factors (e.g., smell).
· Eye contact.
· The distance that divides the interlocutors.
· Tone of the voice.
· Touch.




Written communication 

Written communication skills are those that are necessary to communicate in writing. Although they have many of the same features as verbal communication skills, there are some essential differences. Where verbal communication uses body language and tone of voice to express meaning and tone, written communication is on grammar, punctuation, and word selection. Developing written communication skills requires practice and particular attention to detail. Written communication is the most important and useful way of business communication. 
Written communication includes any message that uses a written word and involves the writing, copying, or printing of symbols, such as letters and numbers, to convey information. It is helpful because it provides information recording for informational purposes. This method is usually to share information through books, brochures, blogs, letters, notes, and more. E-mails and chats are a common form of written communication. Some of the different forms of written communication that are used internally for business operations include memos, reports, bulletins, job descriptions, employee manuals, instant messages. 
When is no need for personal contact - we have the option to provide information directly by e-mail instead of in person. The only drawback to this method is the lack of secrets - when something is on paper or the internet -anyone can read it and never will be lost.

Visual communication
Visual communication is communication through an image. It aims to convey information in a visual form between the sender and the recipient using an illustration. It is often a tool for building contact.  The essential element of visual communication of the brand is a logo and a trademark. Logo, or iconic sign for quick identification, in addition to uniqueness, must be functional and representative. The best example of visual communication is company logos; for example, let us take McDonald's and Apple. They are unmistakably recognizable and easy to reproduce, without any problem anyone can remember their concept. Simplicity creates a proper association for the brand. However, the elaborate and complex logo introduces an element of anxiety and clutter.
The most important are: minimum of colors and shapes, the intelligibility of the message, and originality of the form - that is why remembering simplicity when designing a logo. A logo is a fundamental tool for identifying our company, which will be difficult to change later in the customer's mind. Advertising uses this type of communication. Their inseparable element is the slogan (endline, tagline), i.e., a word or sentence that summarizes the message of the advertisement, expresses the goal or idea. The password is usually understandable and straightforward for the receiver. The slogan completes the image; it can give it a new quality. Very often, ad slogans get into the everyday language, becoming almost iconic. Such slogans successfully accompany the company for a long time.



Here are some examples of marketing logos that I  discussed in the lesson.
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Source: Presentation from lesson.



The role of communication in workplace
Communication is an essential element of teamwork. It is so indispensable and complementary to other communication fields that without it, we cannot talk about the full shape of group work. It is where external and internal messages exchanged. It consists of transmitting and receiving information between two or more people, both verbally and non-verbally. It is easier to make a phone call than to edit and send a letter to a larger group of people. Group communication is the basis of success regardless of the nature of the work that the group does. In business with employees or with the school group, excellent communication makes the group function better. Members can listen to each other and cooperate, teams get along better, and the level of performed tasks is very high.
Many employees and managers may not be aware of this. However, often in companies with problems, the main factor causing their occurrence may be incorrect communication. It is often enough to make employees aware of the importance of proper communication to improve the quality of their tasks significantly. 
Besides, in the event of a conversation, we immediately know the reaction of the other party, and we can respond to it. With a two-way flow of information, you can adapt to change the situation, influence it, and receive a response.





What gives excellent communication?

· It allows group members to gain knowledge about implemented projects and ways to complete a task - thanks to which their activities are much more effective.
· It streamlines the decision-making process and allows you to consider all the pros and cons of a given idea.
· It gives the ability to control the processes carried out, and even the behavior and activities of members of a given group.
· It helps shape employee attitudes - a well-informed person will feel better motivated and appreciated.
· It allows you to locate the problem and thus find solutions that will eliminate it.
· In the workplace improves relationships - between employees and between the manager and employee, which has a significant impact on the functioning of the company.






Communication in coffee shop sector

Communication in the coffee shop sector presents the most important role in the team. The work of the staff in the restaurant is not the easiest. It is more or less associated with a lot of people's movement, a lot of tables, and the number of customers in a coffee bar, which creates many difficulties and intensive working hours. However, that's why people who work together with a large number of hours every day should work collectively. A well-coordinated team can work that there are no mistakes, and the clients leave the shop happy. 
Preparing the shop and staff in advance for such a situation is very helpful.  IT solutions come with technical assistance that facilitates the transfer of information, i.e., ordering numbers to find the customer on the premises or text pagers. Such a simple and clear way helps in communication between individual employees - waiter, manager, baker, or bartender. The use of pagers significantly improves work on the shop; the service can quickly receive notifications, e.g., a waiter's call to the kitchen, as well as leveling mistakes made during the order. It is an ideal solution, especially for a place where there is a constant movement of people.[image: ]
Source: Created by Author in workplace




Loyalty, motivation, and regular team meetings give the key to success.





How communication can be improve

We need the motivation to communicate effectively with others. We must first of all want to get along, and the awareness of specific mechanisms can help us in this. The word want is crucial; without it, there is no effective communication.

Six ways to improve communication:
· Be curious about what you hear.
· Be careful; keep eye contact with the speaker.
· When you listen - listen carefully; do not put ready answers in your head.
· Make sure you understand your interlocutor well. Paraphrase, reflect.
· Pay attention to the non-verbal message. Sometimes gestures mean more than words.
· Do not be afraid of silence. Pause is an essential element of communication.

It is also worth remembering that "to listen does not mean to hear" and "to understand does not mean to agree."









Conclusion

In conclusion, I can safely say that interpersonal communication is not only the basis of our lives but also an inseparable element of our everyday lives. Interpersonal communication is one of the primary forms of contact between people, which is why using the principles and rules in this communication leads to satisfying human needs, which are, among others, the desire to interact with other people, and life in a team.
The basis of human life is communication is whose purpose is to understand others and to be understood by them. It allows expressing thoughts, intentions, needs, and expectations towards people as well as feelings. Life requires us to communicate with other people, not only about the family but also in the professional environment and society. The truth is that without communication with other people these days, we would not be able to do anything. We communicate not only with someone we know but also with people with whom we need something. Without communication, we would not be able to do shopping, arrange official matters, or find out directions in a place foreign to us. We would not be able to express our opinions, views, or requests.
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