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Introduction 

This report will be focused on effective teamwork and communication, whilst talking about the impact it has on myself at a workplace or even the academic environment. It will explain why communication is important with thorough detail in a management organisation? Further, I will be stating the way communication can be handled in a business place, study and socially. In addition, I will be presenting various theories that was provided in-class such as: Shannon and Weaver, Schramm and David Berlo’s SMCR model of communication. 

I will be going through all the challenges we face in terms of being around a class or a job site, where you foresee a problem that needs a solution but the only reason the problem occur is due to lack of communication. For more, I will simplify the methods of communication used verbally and written by referring from experience and online research, books, I’ll be using different scenarios in my assignment and in-class case studies/exercises. 
  
[bookmark: _Toc456901517]Section 1

The best way to explain effective communication in a workplace is that the key factor of any relationship is trust, loyalty which are both combined by communication that is concentrated in getting to find out individuals’ necessity and conveying accurate information also leaving them with a feedback. 
Part of communication is based on Active Listening and Assertiveness, which aids a person to gather information and help process it crystalline. I am going to state a few methods and scenario down below:

Active Listening: 
This ability is essential to correctly grasp what the other person is trying to elaborate in the conversation by giving your full attention with absolute regimen. Productive listeners take in the information put themselves in the speaker’s shoes by gripping their perspective then come up with an appropriate conclusion before they start judging their motive. Still, people in the firm sometimes do not listen to the person speaking and miss out on crucial data by losing focus using their phones, daydreaming regarding what is happening in the outside world whilst in a meeting and speaking about irrelevant topics (McKay, Davis & Fanning 1995). 
Assertiveness:  
I want to describe in this section the importance of this skill in the organisation where it helps a person communicate their ideas without any disturbance from other colleagues in the group. It also means that an individual is active in group meetings constantly without being too possessive in their own scheme and give other members a chance to put forward theirs after comparing between the ideas then picking the right one collectively.
Barney (2004) encourages that the right way to indicate assertiveness is with three elements: I think, I feel, I want. I will give an example of one scenario that I have experienced in my place of work. 

Scenario:
One day, there was a conference meeting but one of the members came in late, the Manager handled the situation really well in my behalf when he said to the staff “I’ve noticed you have been coming late to all the recent meetings” and “Its really annoying when you just stepped into the room and I feel that I have to stop and bring you up to speed in what was said so that’s another half hour which is not fair for the rest”. Finally, the assertive manager made a humble request by saying “Do you think you can make it a priority to arrive on time from now on please”.
From this scenario I’ve realised that my manager was being professional and respectful without any aggression towards the other person even after thinking of his own needs.      

Display confidence and seriousness:
[bookmark: _GoBack]This power is good to display so other members of the firm do not take granted of the person. You must put across seriousness and confidence in the group when you give information so they cannot treat your idea as if it’s not worthy and disregard the data.   

Since I’ve been attending the university, I am trying to implement these abilities in-class so when I am out in the real world, I can put it in use to progress professionally and in my social gatherings. I still have problems focusing in my work whilst in a group, but I am training on acquiring the skills mainly active listening which will help me in the job site.   


Section 2

In this part, I will be writing about the related strategies in communication, the models that has been taught by the tutors in-class and how I can administer these factors in the business.  
There are times we behave through assorted channels such as: The words we use, our facial expressions even the sound of our voices. These sorts of features will generate notion in other people’s thoughts if not used with perfection. This is exactly why I’m going to input couple theories that was enlighten to me by my lecturer concerning the operation of communication. Table underneath presents one of the models: 

[image: C:\Documents and Settings\Andrew.ANDREWS-WORK-DE\My Documents\Handouts\Communication\Communication Models_files\Shannon-Weaver%20Model.gif]
(Moodle UWTSD, 2019) 
As you can see from the diagram it explains the structure in simple 8 variable ways, what I have learnt from this theory is how to encode (transmitter) information also understand it in a sense to interpret also use various channel such as: Word, Written, Physically and Electronically without any interference then receive as I’m the recipient of the message then after it will got to the destination initially located. I would like to state that this model really assisted me in writing up the assignments with intensive detail. There was a point where I was losing focus on the course due to it being a long time since getting back into academic studies and my brain was not decoding any information, But I have been training to gain this theory to better the abilities for effective communication and complete this assignment with a distinction. No Pain, No Gain! 
  
Section 3

“Communication is the official cardinal of the business.” saying that it will support the team by creating a connection which in turn will enhance team spirit and regulation. Its all about wheeling and dealing to ensure we reach our targeted goals. 

An Individual need to learn and perfect main four skills such as: Reading, Writing, Listening and talking. We must expand our knowledge, abilities in these fields to operate in the professional world. 
I will be explaining in depth on why we need to understand the meaning of these skills for example:
Written Communication:   
In the professional field Communication by means of email is formidable due to people using this form of interaction in their day to day duties and connecting with others. Most of the times generally people tend to misunderstand or even write email because they have had a long day’s shift and focus drifts away. The person that’s receiving the email and does not know or have close connection with the individual sending the message and it is not clear the information is not concise they will be likely to misinterpret the note sent to them. This is the reason we must learn about the Models of communication used to neutralise the confusion in the way we send and receive a message. (Maund, 2017)
Oral Communication:
The best form of communication is by meeting the people face to face rather than sending an email or a simple letter through post. Also, when we have a meeting in person you are allowing them to see your facial expressions when you give a speech, they will be able to see your movements and the tone of voice that we use when we are presenting ourselves in the field. The listeners take your voice in accounting for the speech that the speaker is conveying in front of the group. (Muand,2017)

Rush Limbaugh is a radio Talk Show Host and a Political Commentator, He made a controversial statement concerning Georgetown University Law student Sandra Fluke where his one opinion made the public turn outrageous. If only he used alternative comforting words but mean the same the crowd would probably have taken it lightly but the tone of his voice, choice of words uttered was inappropriate and not at all professional. Morgan, P. (2017). p.50.

Section 4

Non-verbal Communication
Interaction which does not include speaking or using pen and paper, but rather using your own physical touches to explain what you mean regarding general conversations. (Ivy & Wahl, 2014, p.5)
I’ve acquired this information from a book provided by the Academic Board stating; throughout the years published work underpin the Beneficial’s of Non-verbal Communication. This ability is used to transfer the message that’s in your mind to another, at the same time we are receiving a feedback from that individual and anticipating their reaction towards being non-verbal also figuring out what is the actual point of the information. Intellectual researchers believe that fifty five percent of communication between people are saving time and energy without speaking a single word. (Lavan, 2002)
Indeed, scholars believe that interaction is modified by speech or without sending a message by voice these components is in action with determining the right of value whilst also forming a planned and well-structured to occur at the same instance with a result. (Jones & Le Baron, 2002; Laplante & Ambady, 2003)
Verbal Communication
Definition of this communication is where a person is faced with another, But, connecting only by voice whilst actively listening to that individual’s conversation in doing that they are enabling themselves to simplifying the information put across for better understand. (Robinson & Robinson, 1982) 
Generally, people tend to ply random signs as terms to express the communication collected from the other. This ability is very important for us due to bettering a person for example future employments where they must learn how to interact with his/her employer with full attention and give back correct response. (Duck, 1994; Keyton & Beck, 2010)

Conclusion

I conclude my report with published evidence of what I have acquired in this term from the module which is effective communication. I implemented on how to gain attentive listening and contributing towards the team with fully referenced data also getting myself familiar with the skills that I need for the workplace. 

I was introduced to the theories of communication where I can put those methods in action whilst at an organisation. Problem solving and decision making is a key skill that has been put to practise in-class also the work field.

I hope to gain a lot more from the 2nd term of University, then completing to only move forward onto the 2nd year of education and obtain more knowledge by studying level 6.    
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