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· Introduction:

Hello, Today I am going to talk about Effective Team Working and Communication Skills, point by point I am going to explain the Importance of Communication in Management, also I will define the three Communication Models and Theory ( Shannon and Weaver Model, Wilber Schramm’s Model and Berlo’s SMCR Model ), and I will share some personal opinions and experiences from my workplace.
After that, I am going to talk about The Importance of Effective Communication, Communication between Management and Employees, I will draw diagram for each topic I discuss along with the sources of references.
Then I will show the list of references, and finally I will give the conclusion of what I have done so far.
 Don’t forget to mention that I will achieve the images of the in-class exercise.

· Importance of Communication in Management:

There are a few different aspects of communication which are deemed as important in business communication as:

· Verbal: is the most common way of communication we use to share information though speaking, in your daily life you speak to people is around you for anything you want to transmit, others transmit to you or just to have a friendly chat with those persons. It’s probably the most efficient way to communicate if is applied in the right way. There are a few steps you can use to develop your verbal communication skills:

1. Use a strong, confident speaking voice: It’s always better if you show confidence and use a strong voice when you are trying to share information to the people is around you, then will be easier for everyone to receive and understand  your messages.
2. Use active listening: Whenever someone is talking, it’s really important to be able to hear and listen the other part, in every kind of conversation the part is listening needs to receive that information the other part is sharing to it.
3. Avoid filler words: This can be a bit difficult when we are talking to someone who is not close to you, however you need to don’t use filler words to be clearer speaker, don’t distract the listeners.
 
· Nonverbal: It’s the way we can express feelings, thoughts, etc..., by use of the body language. In some cases you can actually send or receive wrongs messages by this method, I may be intentionally or unintentionally. Any gesture or facial expression can be interpreted in different ways, so we need to be careful about it. 
· Written: It’s the way of communication we use by writing, typing and reading, in our daily life we apply it on emails, messages, letters, etc... It’s also very important to write in an effective way to be clear and make the messages easier to understand for the receivers.
Here I show you an example of how to improve your written communication skills, which is known as SHAKESPEARE method of written communication skills.
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By: Darren Smith – 2016
· Visual: It’s the act of using photographs, art, sketches, videos, or any other kind of images to communicate, normally we can see those types of visuals in presentations, meetings, etc... to improve the context alongside written or verbal communication. Some people has a better understanding by images and even photographic memory.

· Communication Models and Theory:

There are 3 different Communication Models and Theory I will talk about below.

1. Shannon and Weaver Model:
The Shannon and Weaver mathematical model of communication consisted of seven key stages; sender, encoder, channel, noise, decoder, receiver, feedback. An information source produces a message, this is then encoded into signals by a transmitter, which also sends the message through a channel, the medium through which the message is sent to the receiver, which then encodes the signal and reconstructs the message to be repeated to the destination. An important factor included in this model is the concept of noise, which is regarded as anything that adds to the message being sent distorting clear transmission.
This model provides a linear representation of transmitting information to determine the meaning of the message and the receiver passively get it. The feedback is very important, meaning both the speaker and listener take it in turns to send and receive messages. 
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Al-Fedaghi – 2012. Codeless Communication and the Shannon-Weaver Model.
Verdu – 2000. Fifty years of Shannon Theory.

2. Wilber Schramm’s Model:


This model presents a theory about collective communication based on the following process: Among the multiplicity of messages that a receiver receives per day, he selects those that less effort are made to decode it, those that most attract his attention, those that respond to his personality needs and those who respect the norms and values of their social group. In his various studies, Schramm expresses his concern about "the effects." This means that, as soon  the sender produces a message, it is automatically predicting its effects on the audience. 
Therefore, the source considers the possible distortions that the destination may make of its message or the misunderstandings that it may cause and, in addition, foresees the degree of interest that the recipient may have regarding his message. For the message to be received successfully, the author points out a series of previous steps that must be followed: The message must be made so that it attracts the attention of the destination. The source must use signs that refer to a common experience of the source and destiny. An example of this are ideologies, the various topics to be discussed, etc. The message must awaken the recipient's personality needs and suggest ways to meet them. The ways of satisfying these needs must be adapted to the situation of the group in which the receiving individual is located (norms, values, etc...)
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3. Berlo’s SMCR Model:


Berlo's model assumes that communication is a process. That is, a structure whose elements interrelate dynamically and mutually influentially. In the communication process we cannot identify a stable and constant beginning or end over time, so the model developed corresponds to the communication process arbitrarily stopped at a given time. In the communication process we can distinguish the following components:
SOURCE OF COMMUNICATION: corresponds to a person or group of people with a goal and a reason to communicate.
ENCODER: corresponds to the person in charge of taking the ideas from the source and arranging them in a code. 
MESSAGE: corresponds to the purpose of the source expressed in some way. 
CHANNEL: corresponds to the medium or carrier of the message, to the channel through which the message is transmitted. 
DECODER: corresponds to what the message translates and gives it a form that can be used by the receiver. 
RECEIVER: corresponds to the person or group of people located at the other end of the channel and that constitute the objective of the communication. If there is no receiver that responds to the stimulus produced by the source, communication has not occurred. 
These concepts are inherent in any communication process, whether it is a conversation between two people, a conference, etc. The particular character and relationships established between the various components will depend on the context in which the communication takes place. In interpersonal communication, the source usually coincides with the encoder and the decoder with the receiver.
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· The importance of effective communication:
The importance of effective communication is simple as that, the communication must be effective.
It plays a big role at the workplace and our daily life, if you are a great communicator and know how to deliver and pick up information effectively, I am 100% sure you will make much less mistakes than people who has a poor command in speaking, listening and understanding. Probably you can even get along to the other people easier, specially to your work mates or any other field where you are not playing by yourself, also to get loyalty from those who are around you as is affected in a positive way in Team Building.
It would help you to keep the good productivity in an effective way and you will be innovating often as being affected also by boost growth, and don’t forget to mention that you will be able to sort out much easier the challenges it might come to you at work and your personal life.
For example: in my personal experience I have been working with two completely different managers, which one of them was really good communicator and organised person and the other one I did not show any communication and organization skills at all, and it means, with first manager who was really good, our shifts were very well organised because at the beginning of the shift, He  was taking all of us for a briefing and letting us know how we going to run the duties on our departments, if anything of the stock is missing, if we have any special event or anything we must to know, and whenever an issue arrived, He was able to sort it out in a professional way and even if He did not sort it out correctly the first time, He learnt from the mistake and the next time it came something similar it was not chance for a fail once again.
By other side with the other manager most of the time we were having so much problems between the staff, and we needed to fix it on our own because He was not able to do it. He did not know how to act often when we were having an unorganised shift, It was very frustrating for everyone the situation, it was not communication, no organization, no leading skills, basically it was a disaster.

· Communication between Management and Employees:

Communication between Management and Employees is very important in terms of keeping the team stick, following the same line to reach the same goals. If you make your team happy you will see positive results of the job you have done so far, as people will be always informed of what they need to know, effectivity, motivation and focus will be increased for everyone. If communication fails, the probability of get problems will be raise much easier in general. I am going to mention some points which will help to you to improve according to Emma Saldanha – 1st, 2017 Tips for improving communication between managers and their employees. 

1. Listen: We need to listen carefully always to our work mates, a big majority of people does not know who to listen others when they are sharing information or just giving briefs for the shift, is very important to practise how to listen to increase the effectivity of this point.

2. Talk in person: We may think it would be good for yourself when you are telling to your subordinates any kind of instruction, but maybe for them It could be annoying or even frustrating when you keep interrupting them often, It would be much better compile or the messages you want to send in a list, and set the right time to deliver all the information you need  to share with them.
 
3. Maintain regular contact: As a manager is common to be very busy and your workers know that, however they need to feel supported by you and they will appreciate if you take a few minutes to check how things are going or just having a little chat between each other.

4. Pick the right time to speak: It’s very important know when is the right time to speak to your staff to drive the conversation in the right way, usually is better to choose those time periods when people is not about going home, for lunch or when they just arrived in the morning. Is recommended around mid-morning or 3pm. 

· List of reference:

https://www.indeed.com/career-advice/career-development/types-of-communication
 
https://www.google.com/amp/s/www.makingbusinessmatter.co.uk/written-communication-skills/
 
https://helpfulprofessor.com/shannon-weaver-model/
 
https://www.communicationtheory.org/osgood-schramm-model-of-communication/
 
https://study.com/academy/lesson/sender-method-channel-receiver-model-of-communication-definition-application.html
 
https://www.careeraddict.com/the-importance-of-effective-communication-in-the-workplace
 
https://www.findmyshift.com/blog/tips-for-improving-communication-between-managers-and-their-employees

· Conclusion:

Today we have learnt about Effective working and Communication skills, step by step we have been talking about:
· Importance of Communication in Management.
· Communication Models and Theory ( Shannon and Weaver, Wilber Schramm’s and Berlo’s SMCR models ).
· The Importance of Effective Communication, and some examples of my personal experience.
· Communication between Management and Employees.
· List of references.
Considering all those points, we can improve our personal skills at work and is very useful for any job you might be currently doing.
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Exercise2: COMMUNICATION: A CASE STUDY

As you read their case, think about how you might help communicate with the employee to
remedy the conflict. Answer the critical thinking questions at the end of the case and, wherever
possible, say whose communication model is relevant.

BARRY AND HIS STAFE

Barry i% a 27-year old who is the manager of a restaurant. He is responsible for supervising and
managing all employees in the kitchen. Employees working there range from 16 years old to 55
yearf old. In addition, the employees come from varied cultural and ethnic backgrounds. For many,
English is not their primary language.

Barry has a Health and Safety (Food) Certificate and tries his best to keep up with food safety issues
in the kitchen, but he admits it’s not easy. Employees receive “on the job training” about food safety
basics (for example, appropriate hygiene and handwashing, time/temperature, and cleaning and
sanitizing). But with high turnover of employees, training is often hurried, and some new employees
are put right into the job without training if it is a busy. day.

One day Barry overslept because he had been working on his car until 2 a.m. He was rushing around

and realized that he didn’t have a clean uniform. However, he managed to find one that was not

very dirty. As he dressed, he realized that he needed a haircut and a good hand scrubbing, especially

after working on his car.

nto the kitchen and noticed several trays of uncooked meat

When he arrived at work, he dashed i
erature overnight. He called one

on the work tops. They appeared to have been sitting at room temp
of the kitchen staff and asked: ‘Why did you leave the chicken out when | told you to put them in

the fridge?’

‘) heard you screaming but | thought you were trying to talk to the chef above the
e was using. | didn’t know you were talking to me’. Barry is frustrated and
st a brick wall in trying to get

replied:
»f the food mixer h
ow what to do. He felt like he was beating his head again

ees to practise food safety.

w to handle food safely. He has put large signs

any efforts to get them to learn ho
0D COLD and WASH YOUR HANDS OFTEN.
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- Use Short Sentences
- No High Brow Words
- Call To Action

- Key Messages

- Evoke Emotion

- Be Succinct

- Not Passive, Active

- Exclude Speed Bumps
- Dear Aunt...

- Remove Jargon

- Effective Structure
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In-class exercise 1

Student Name: jgm‘?/ Es«nhano_&mnadq StudentiD:_[102062
Time allocated: 1 houf. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an

appendix together with your Task 1 (part of the Assignment for this module).

Ex.1. Read the following brief and write a business email according to the instructions,

You are the Director of Communications at your company and you would like a Supervisor, Mary.
December, to go on a training course in non-verbal communication because you have observed
that her non-verbal skills sometimes send the wrong message.

- Tell Mary why you are writing

- Say what you have observed about her communication skills

- Tell her how you think this course would improve her skills and her relationship with her fellow
workers.
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