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1. Introduction
Teamworking is group of people working together in order to achieve the same goal, they give their best to complete the task, using their individual skills and helping each other’s, accepting any kind of feedback and making it constructive (Skills you need, 2020). This is the way to really work as a team. Every single person it is important for they unique contributions (Business Dictionary, 2019). It is a very important part in any kind of business. When in a company, the employee is good in teamworking, they can manage effectively any task.
Communication it is the way how are transmitting information such as, an idea, thought or feeling, through voice, symbol or signs (Modules, 2019). It is important skill because when we have good communication we can avoid misunderstanding during the conversation with others (Communications studies, 2019). It is also the main component to have a successful business. In the workplace it helps you to expressing your idea, share your work with your colleague, it helps you to understand the point of view of the others in order to create a good environment to work with motivation and increase the productivity of the business. We all know that when the workplace is a safe and interesting place to work the person feel happier to go to work every day and they will work more and be proactive. The employee can also be the one try to propose a new kind of business to let the company grow more.
I am working at St Paul’s Hotel, originally it was a school, designed by Alfred Waterhouse in 1884, the same architect of the Natural History Museum. Today became a stylish boutique that still has his own old charmed (St Paul’s Hotel, 2019). At the hotel is possible also to organize conference or special event at the Melody restaurant. My position is next to the general manage, I am responsible for the organization of the shift of all employee. As an assistant manager, communication it is one of my principal skills, every day I talk with my colleague and my communication must be always clear and effective. I cannot be misunderstanding in order to avoid any possible problem. Have a good way to talk with the employee put me in a position to ask anything I need at work. I do my best to make my colleague feel confident at the workplace. I am helpful but I expect respect and punctuality. As my personal experience I can say that if you present yourself as positive and available person, at work, you can build a long-term relationship with your colleagues. It is also point of trust. When your employee trust you they became more loyal to you and to the company. They feel like they are a real part of the business. They work more and better. It is also important your attitude, the way how you react at workplace. Be calm and not explode if something went wrong. Try to find always the best solution for the team not for the individual. Be available to help the person in your team. To be collaborative is the key to build a successful relationship with your colleagues. Helping each other’s and caring about the person it is working with you. Be positive and share all ideas and respect the opinion of the others. The team will complete the task and the company will have a good result too.
2. Types of communication
There are two basic types; verbal communication and non-verbal communication. The verbal are the things you say, can be oral or written; the non-verbal are the things we express with our body.
2.1 Verbal communication
It is related to how we share by speak or write for the others. It is all connected to the words you choose to express your idea (Skills you need, 2019). In my workplace it is the most important tools because we work for most of the time by oral communication. We all talk very clear in order to let everyone understand, if someone still need more explanation, we help each other. I have a very good environment at our workplace. We really work as a team. I try to create at workplace an ambient where the employees can feel secure and accepted for what they really are. I want they feel the workplace a second home not only a place to go and wait when they finished their shift. As a written communication sometimes, I had to resolve some issue with some supplier that intentionally, misunderstanding my email, because in this way they gain more time about delivery schedules. Unfortunately, it happens that some organization it is not very honest so they try find a different solution that can damage the company. For this it is very important to write and keep the copy of all written communication as a proof. Sometimes you need to protect your work and keep a trace of all documentations also with the internal workplace.
2.2 Non-verbal communication
It is the method of sending and accepting message without using the words or talk, but only using the body language such as, tone of voice, movement of the hands or the expression of the face. (Thought co, 2019). The body language is the one is talking for you. Sometimes during the work shift happened that a new employee was not very kind or educated with the client and I had to watch him in a special way to let him understand to be professional at work. Certainly, is not the best way to act during a shift, but in order to do not have a big issue you need to find this alternative solution. Also happened that our manager, during a period of stress, he used to talk to us in very rude way, the tone of voice sometimes was loudly. In that case he put all personal in a situation of tension where everyone was not able to work at 100%. When I talked to him, he told me that he did not want that situation that even he did not notice that is tone of voice changed. This is the power of the words that you do not say but you feel. The body language. 
3. Theories of communication
There are three different models of communication, Shannon-Weaver, Berlo’s and Schramm’s. I will explain the theories and write how I use them at workplace. Those three models have something in common. There is always a sender a message to send and a receiver. Each one has something in addition to the other one. You can use them as you need it.




3.1 Shannon and Weaver model

[image: ] 
Source: bing.com
Shannon and Weaver were two American scientists, in 1949 they wrote an article about a model, of effective communication process, between sender and receiver. They discover a factor, that disturb, the process of sending the message, and they called “noise”. Removing the “noise” problem make the communication effective. This is a mathematical model (Communication theory, 2019). This model is applicable in general communication. I can use this model, at my workplace, when I need to send email to the supplier of the hotel. By sending the email I can be sure that the message arrives, and I can have a feedback. 
3.2 Berlo’s model
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Source: bing.com
[bookmark: _GoBack]It is the simplest form of communication; it describes the basic elements that compose the process of communication. SMCR it is the short form for source, message, channel and receiver. It is a complete model because you can find more details about the main component of the model but for to be sure that the message it delivery and understand, must be a communication between person that has a similar background and know how, in order to avoid misunderstanding (Janse, 2020).  At my workplace sometimes we have some misunderstanding because we are working with seven different nationality of employee. It happened that some instruction was not understand from all employee, we found helpful to write down in each different language in order to let all employee understand. We try to do find solution that suits to everyone.
3.3 Schramm’s model
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Schramm think that a model of communication to work needs three elements: source, message and destination. He also said that encoding and decoding are very important in any kind of communication (Mulyana, 2020). The source encodes a message and transmit it to its destination through channels, the message will be received and decoded. He also suggests the communication may be a two way, where a sender and a receiver send and get message (Qs Study, 2020). This model too it is very important at my workplace because when we send a message, we must have the original idea clear in our mind in order to let the receiver decoded it, understand it, and give him the opportunity to send a feedback. 
4. Conclusion
In this report I write about the importance of working in a team in order to have a good place to work and to have a good environment. This is the masterpiece of a successful business. I define communication and the importance at workplace. Remember always with who you are talking in order to let the other receive the message you really want to send and avoid misunderstanding. I give some information about the background of my organization and what is my role in the business and how I mange the day by day working. Then I talk about the two types of communication, verbal e non-verbal, I give some example of how I used both at work. I underline how those are tools very necessary to have a good feeling with your employee. I went through the theories of communication, I explain and analyze the three models, Shannon and Weaver, Berlo’s and Schramm. I write about how all these three models are used at my workplace. The most important thing it is to remember that communication, in all forms, is the main skills that any person needs in order to work effectively in a team and create the right environment at any workplace.  
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Student Name: 7 Y Y axl % ____ Student ID/Group: Qo -

Time allocated: 1 hour. Please return your paper to the lecturerupon 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 aft
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1. Read the cases and answer trﬂueiﬁpnigha}fglpvl . .
CASE 1: Mary was wor k(ng on some piperwork when her daughter came into the room upset
As the child told Mary what was wrong and how she felt, Mary kept typing on her keyboard and
| said, “It'll be OK,” and ‘Everything will be all right.’ She was confused when the child only
continued to become more and more frustrated. Just then, Mary's phone rang and she was all
| excited when she heard her friend’s voice. They spoke for fifteen minutes and when the call |
| ended, she turned and said to her daughter, ‘Oh, darling, that was Susan. I'm so excited about
seeing her tomorrow!". The child broke downand cried.
2| Why weren't Mary’s calming words having any effect on her daughter?
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What could she have done to make the situation better? X
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Steve was exhausted from work when his wife, Sally, came home. So he was quite

when she began telling him all that went wrong about her day. He interrupted her and
tired, can’t it wait?'. The next morning while they were in the kitchen making
t, Steve said, ‘Did | tell you what happened at work yesterday?. Sally said nothing, but
t of the kitchen.
y was Sally upset? -
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Dear Sir,
I .am writing to you because | am confused about Communication.
| Could you please explain:
1.What Communication is:
2. The Shannon-Weaver model.
3. What is meant by non-verbal communication and why it is important.
Many thanks,
| Lucy Mars.
Reply to the student and answer her questions. Use a diagram in your answer, if necessary.
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