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Effective Team Working and Communication
In this assignment I will talk about the communication process in my working environment. I will also explain about the importance of communication and I will apply relevant theories, types, and barriers of communication within my working environment. I will support my studies and findings with the relevant facts from my own research and make a conclusion and relevant recommendations of how the communication process and barriers can be improved.
Effective communication in my working environment.
Effective communication means transmitting an information with the purpose to be understood and interpreted. Effective communication skills are essential for the workplace and is a key interpersonal skill which helps people to be successful in their workplace. My job is, car valeting cervices in a car shop called “Ford SMC” in Crayford, London. The communication process is very important and is taking a vivid part of our working environment. Without the communication between my colleagues and managers the work cannot be successfully done on time. 
Another example for effective communication in my class activity is the process of repeated message. The first person (the sender) says a message which must be repeated by everyone and the last person(receiver)says the massage loud. If the message is misunderstood during the repeat process the communication will be not effective.
Communication types at Ford SMC
The communication process in my workplace is a cycle of sender and receiver effect, feedback is also very important in my workplace as without a feedback it would not be possible to understand what is required and if the work is done successfully. The effective communication at Ford SMC depends not only on how clear we are communicating verbally, but in a written form and trough computer system created specially for the car shop. I exchange information with my colleagues in order to make sure that the service of a car is finished and what else needs to be done, and which will be our next task. I am also informing my managers about how many cars are finished and they are telling me which will be the next car, what time need to be ready for the clients and what are the client’ s preferences and giving me a feedback for my finished work. In this order verbal communication in my workplace is taking an important part of doing my job effectively.
In a written form of communication in my workplace I am using an everyday written plan which I am preparing every morning of all the tasks for the day which I need to finish, what time are the tasks supposed to be finished and the steps during the process. I am showing the list to my managers and asking them about any further clarifications, which demonstrates good use of feedback and makes my workflow easier and faster. Another written form of communication that I use at my workplace is the computer system which contains all the information for the cars that need a service ,and the computer system also contains details of car model, time and names of sale agents responsible for the car preparation.
Channels
The channels of communication in my workplace are: verbal communication (trough speech),written communication(written reports, plans, lists),computer system(lists, plans ,names etc.).Also I use a smart phone for contact as a channel of communication to report absence from work to my manager and any other issues.
Expression Effect and environmental influence
It is important to use the appropriate uniform at my workplace, with the name of the company that I work for and, the uniform is created to provide comfort for myself when completing my tasks, and give a good impression to my managers as well as letting clients know that I am an employee of the firm and can help them if needed. The use of gestures and facial expressions such as eye contact, hand shaking and providing help is a way of effectively communicating with clients and providing good service.
Credibility
Credibility is a very important factor when exchanging information with my managers in order to achieve my opinion being heard about a change or to comment on a change that’s being made. For example, the list of my tasks for the day is in order that is been made by my managers, sometimes I consider finishing the tasks in a different order that can save me more time and be easier for me, so when I share my opinions with my managers I make sure that what I say will be trustworthy. I give my best to look believable and consider them to accept it. Credibility example also can be justifiable information from websites. For example, Wikipedia website cannot be used for justifiable information as it often contains false information added from anyone anytime. In this case Wikipedia is not a trustful source of information for academic essays and reports. In-text: (The Top 10 Reasons Students Cannot Cite or Rely On Wikipedia, 2020)
In-text: (The Top 10 Reasons Students Cannot Cite or Rely On Wikipedia, 2020)

Barriers of Communication at Ford SMC
As communication is a two-way process it needs to be understood by the two sides: sender and receiver. However, there are some problems that can arise in the communication process, like loss of good listening and explanation, miscommunication and misunderstanding. There are certain times when my manager is not very clear on information about completing a task and where to find the tools that I need to complete it. This is due to my managers not being careful with good listening or giving me enough information details because they are busy with doing office work. Language can be also a barrier of effective communication. As example, some of my colleagues are not speaking enough English and is difficult to communicate with them in order to collaborate with them at the workplace. Often, I am using gestures, signs and Google Translate for more effective communication with them.
Comparison of types of communication and overcoming barriers of communication in Ford SMC

In my workplace I am using verbal communication, non-verbal(gestures)and written type of communication as well as channels of communication such as computers and mobile phones. All types of communication are important for understanding people at my workplace effectively. In my opinion verbal communication face-to-face is taking a vital importance at my workplace because is a form of communication that can be in the right time if a problem arises such as arguments, questions, misunderstandings and miscommunication. In order to improve communication in my working environment my suggestions are increasing of verbal communication between colleagues and managers and more clear explanations, giving opinion on a topic will also be helpful, clear rules and clarification about details tasks, and how to complete them. A written plan of work rules and, improvements will be very helpful. In relation to the language barrier in my workplace, in order to improve communication employees should do training courses for English language, using body language such as gestures, signs will be also helpful as well as translators.
Overloading is also a barrier of communication at Ford SMC because completing to many tasks in a limit time can lead to not focusing of the most important tasks. To improve such situations, managers must make lists and plans of when the task should be completed, in this way  Ford will have more time saved and tasks will be finished on time for effective communication and improving work experience and customer’s satisfaction.

Encoding Effects
An example of encoding implication is, if you are on an interview and you say that you feel confident, but you are crossing hands and looking down, the receiver interprets the non-verbal message “I am not comfortable and sure of myself”. The body language is very important and must be supportive with what you are saying in order to look justifiable.





Attractiveness
First impression also matters such as physical appearance (appropriate clothing, uniform). You must make the right impression depending of the organisation or event. (Assessed on Moodle, uwtsd, on 02/05/2020).
 An example in my workplace is my past job as a food production operator in a food factory, I wore the appropriate clothing and, I followed some of the company’s rules of physical appearance, such as not wearing nail polish and jewellery items.
Decoding Effects
Decoding is to be able to understand (decode) a message. Depending of what the message is, how is presented, how clear it is, and is it fitted with attitudes and self-esteem, culture, situations and occasions, both sender and receiver must be aware of each other. Decoding also depends of who is the receiver such age, lifestyle, motivation, self-esteem. For example, in my workplace the language barrier can cause decoding errors in the communication process. Awareness of careful consideration of each other and using combined sources of communication (speech, gestures, signs) will be helpful for effective communication.
Listening Skills 
Listening skills are very important at my workplace, lack of careful listening can be a barrier of effective communication.  I can improve my listening skills by, listening instructions carefully, being a careful listener on meetings, and using presentations to help me to be more successful in my working environment.
Feedback
The feedback in my workplace is very important for closing the cycle of effective communication by agreeing that what is said is what is received. Feedback is also important for me to know if I am doing the things in a right way. (Information accessed in Moodle)
[bookmark: _Hlk39409951]According to “Shannon-Weaver’s” model of communication, the communication process includes information sources such as sender, receiver, channel, information destination, encode and decode. The critical analyse of his method of communication shows that the missing part of the communication is a feedback which is very important because without a feedback the communication is not effective and is causing implications of the encoding and decoding process of communication. For example, the encoder is sending information which is transmitted through a channel of communication which can be a telephone. The signal may be interrupted, and the receiver may not hear the whole conversation. If there is not a feedback in the form of a question from the decoder to the encoder the communication process may not be effective. In-text: (Shannon and Weaver Model of Communication, 2020)
A relevant example from my workplace is the use and practice of feedback in all times during the communication process such as asking my managers if a task is finished properly or even arguing to a certain organisational rules or issues, and feedback from customers in order to see if they are satisfied from my work. In addition I can say that the most transmitting information such as questions, feedback, and arguments will be helpful in improving in my career successfully, and in achieving of my goals.
Cultural awareness within the workplace
People’s culture can have impact on our workplace, the world is rapidly changing in relation to global marketing and migration, multicultural awareness, and diversity are beneficial for organisations providing limitless ideas, talents and innovation for businesses. Cultural differences can cause implications in the communication process in business organisations and marketing. People’s culture, believes, religion and values can have impact of their behaviour in relation to marketing, For example, sales of ripped jeans in a Muslim country in which the culture and government rules says that women must cover their whole body, face and head  which will bring the market to a position of facing challenges. Food habits and traditions can also be a challenge in different countries, an American style of work meetings may be with writing emails and drinking a coffee, but in a country like Greece people may invite you on a Mediterranean style dinner and talk about business. In the United Kingdom are living people from different countries, Governmental and organisational rules for diversity are very helpful for creating effective communication between employees and for successful business development. At my workplace I respect every culture, language, religion, believes and values of my colleagues. In-text: (Culture Awareness in the Workplace, 2020)

Conclusion
[bookmark: _GoBack]To conclude that effective communication and all the factors around it matter in the working environment in order to have a better work flow and face less challenges, I have presented some of my own work experience and researches.
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