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Terms of reference 
This report was requested by James squire wood for our topic team working and communication skills and it is due by 17 November 

Procedure


Introduction
Communication is something that we use every single day whether it be at home or at work or at school. According to Merriam webster the definition of communication is “a process by which information is exchanged between individuals through a common system of symbols, signs, or behaviour”. Communication cannot be done by yourself it can only be to another person or several people at a time for when you are working in a group , according to Stevenson university the importance and benefits of communication is both parties ae left satisfied, heard and understood and another reason why it is crucial is because it builds relations and it also helps to overcome conflict and helps to maintain a healthy relationship and it also helps teams to develop and to achieve their goal quicker 

Main Findings
Whilst we were in the classroom, we split into 2 groups and shared our ideas on the board on what makes effective communication, the first one we all agreed on is respect and we talked about how if your message is not respectful to another person they will hose not to listen to it and ignore so when you are trying to communicate it is important you speak with respect no matter who you are talking to , according to acacia eap to communicate respectfully you should be “honest, open and polite " . furthermore another one we talked about is listening, communication requires a dialogue which is a 2 way process according to Michael page listening allows you to learn and understand and also you should show empathy when listening and put yourself in the other persons shoes in order to get a good understanding Furthermore another point we all agreed on is clarity in order to get your message across correctly according to the communication cycle which we discussed in the classroom it matter who the sender is and it matters how the message is sent across therefore it needs to be clear and specific in order to reach the other person and help the other person understand it according to mind tools a way to be clear is by “minimizing the number of ideas in a sentence” this means that you shouldn’t overload the receivers brain with information. Another key component to having good and effective communication in the workplace is by trying to solve conflicts and not create them this also links to the Tuckman's stages of group development “forming, storming, norming and performing” his shows that a lot of groups go through the storming part but it requires good communication to solve them it this helps the team progress and according to the a Julia martins good communication provides feedback which puts you in a better place then where you were another component that makes communication more effective is trust when you trust the other person you are more honest and open which is beneficial because it builds bonds and relationships and when you have a bond and are friends you will communicate more.
Moreover, in the classroom we talked about many theories about teams and how they should develop, work and the roles within a team the one that I  will be talking about is Belbin's questionnaire we took it to figure out what our main role is within a team and how we would effect the team  the results that I got was a implementer and a monitor evaluator which was not what I was expecting I think that the questionnaire helped me learn new things about myself and I learn what is needed to have a strong team on the other hand I think that you can have a mix of team roles and not just have 2 main roles and it also made us look down on ourselves as we didn’t have a plant or a shaper for our group presentation however the team can still do weel and succeed without it and in the questionnaire you might write one thing that you would do but when it comes to real lie you might do it differently , according to university of Cambridge it has been criticised  due to its  over simplification
I will also be discussing about an issue that I have encountered in the workplace and what I have learnt from the experience, whilst I was working for amazon warehouse in Newport we would have 2 breaks in-between our shifts and for example the manager would give break a half an hour break at 12 and everyone would leave the canteen at 12:30 however the manager wanted us to already be working and on the line at 12:30 so there was a misunderstanding and miscommunication  to overcome this problem the manager made himself more clear about the breaks and when he wanted us back  and he also would give the break a few minutes earlier to allow us to walk to the canteen from this I have learnt that it is important to be clear and specific when communicating as someone can think something else from what you were saying another communication mistake I made was when the manager told me to clean up and I assumed that it was time to finish or we were finishing early however he wanted us to also stay behind to say a message but I did not hear that part this goes to shows that listening properly is crucial and that you shouldn’t hear just what you want to hear  
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