Certificate of Higher Education in Skills for the Workplace
Essay about Effective Team Work and Communication
By Alicja Wojcik  
Student number 1907766
Lectore- Molly Jack

Introduction  
           Communication is important in every workplace. There are many types of communication. The main ones are Verbal, non-verbal and written communication. This essay will discuss which communication is the most useful in many workplaces. Why effective team working is important and how faulty teamwork can affect the company. Also, which type of communication is the most appropriate in each place. Besides I will definite individually each type of communication skills and have a closer look at them. I will explain which type of communication I use in my workplace.

Communication skills
           People communicate since they are small children. In the first few years only crying, gesticulating or pointing and after they learn how to communicate verbally. This is important is every aspect of everyone life and workplaces. They are many aspects that all people should follow to good communication with others. One of them is respect. This is good to make eye contact, show activity listening and be open-minded for others. This shows that we care about them and their opinions. We are all different, that is why is good to learn from each other and see a different point of view. Our religion, skin colour or origin country should not be in the middle of high-quality communication in the workplace. If we want to good communication with others, we need to make sure that they are understanding us, we have to speak and write the same language. If we want others to listen to us. We need to make ours interesting and share them in an attractive way. In addition, we have to confident about our self and our ideas. The project is better received when the person is sure that the idea will work out for the company and will make the business grow. The confident people are more likely to move forward in their career and take hight positions as team leaders, managers or the area managers.  

Verbal communication 
           This is using our voices and words to have a conversation with others. This type of communication needs at least two people, speaker and receiver. When we have the earliest conversation with our co-worker or manager from the workplace, the first few minutes are certainly important. In this short time, we can make trust and show that we are trustworthy or the opposite, if we do not show that we are reliable and perfect for the company we may not have a work or will be too difficult to prove that we are in right place. We need to make our ideas attractive and show ourselves from the best way is possible but even if we think we have the best idea or solution we have to be proper to listen to other ideas and we should be concentrated what they taking about. If there is a noisy background or some distraction, this is good to a chance place of conversation for better hearing and understanding. This is an important point of talk because we living in London and here in many people from different nationalities and speaking a different language.  
          There are four types of verbal communication. Intrapersonal communication this type is really private. This includes self-talk, acts of imagination and visualization, and even recall and memory (McLean 2005). Take place in our mind for example when we thinking about how to manage our time or what should we do to reach our goals. The second type is interpersonal communication. This is between only two people. We can exchange information and also feelings etc. The firth is small group communication. This mostly taking place in workplaces where employers sharing ideas and plans. The last one is public communication. This type is mostly used in a presentation when one member presenting an idea in front of many people.
            Verbal communication is used in many workplaces and job interviews. In my workplace, we mostly use this type of communication because this is the easiest way to say what we need at the moment. I am working in a restaurant, so everything needs to be done quickly and with good organization. We need to make sure that the consumers are happy and they do not wait too long for their order.  

Non-verbal communication 
            For this category of communication people not use any words or noise. However, they use facial expressions, body movement, posture, eye contact and touch. This is an important type of communication because we cannot control it in the same way as we controlling what we talking about. This is much easier to direct the word in a good way than direct our facial expression or body language. Non-verbal communication is showing emotions and what we actually feel and this is difficult to hide them especially next to people who know us really well and they exactly know if this is something good or bad happening in our life. Our face will show if we are happy with the smile on our face or sad with tears with our eyes. People in many European countries have a gestural way to, say’’ something without taking, for example, thumb up it means ok, waiving hand is means hello and bye, etc.  We have a lot of gestures like this and they are known in Europe and some of them all over the world. Everyone uses gesticulation if they are not able to speak or they know that the receiver will not hear them and they do not want to shout. 
           The next type is person posture. This shows the confidence and shows if a person is open for a new relationship, for example wide open hands means that the person is ready to have a conversation, besides crossed arms means that the person is not interested to have a talk. With eye contact, people can see respect by looking in each other eyes and identify if they are interested in a conversation. Otherwise, if they looking somewhere else and avoiding looking in the eye in many situations means that they are thinking about something else. Also, with good eye contact, people show a high quality of listening and underspending of conversation.
          The last type of non-verbal communication is touch. In each aspect of our life touch have a different meaning. ‘Studies have shown that children don’t develop normally without it and even animals need touch to function properly’ (Everyday Health 2017). Children better deal with stress and better develop when they are loved and be hugged by parents. Besides in workplaces, everyone needs to be careful and follow rules of etiquette because it may be offensive for some people and everyone likes to have their own space that is why is plenty of situations when people feel offended because someone came too close. However, there is some type of touch which is polite and acceptable in professional practice. For example, hand-shake, if people shake hand in the introduction that is mean they respect each other. Also is good to pay attention to this small touch because from it we can see if someone is confident, dominant, etc. There are many types of hand-shake from weak, robotic to overpowering.        


Written communication  
         This is an effective way of communications if we do not work with our co-workers. It is easy to pass the information along because if we write down tasks will be seen and we will not forget anything important. The language which we use should be understandable to everyone and we should use simple sentences for our colleagues to unchallenging recognize tasks and goals. In the test, we should go straight to the main propose for the reader to see what actually we need and what is important. Grammar and punctuation are also necessary for the text. If grammar is wrong, the reader may be confused and understand the written tasks wrong. One of the written communication skills we use is an e-mail. The well-written e-mail should have a subject with the propose of it. This will help the reader to see if our commission is urgent. The e-mail, should be written with anger and should be in a professional language. At the end of the e-mail we should identify our self for quick and direct response. At different work-places, we use variant types of written communications, like letters, reports, messages, etc. In all of them is important to clear language and spelling and straight to the point like I mansion before. In formal letters, e-mails and messages we should use formal language, like this we showing respect to the reader. 

Effective teamwork
        Teamwork is important in the workplace because we are all individuals and all of us have different skills, so even if everyone in the company will be the best in their position but people will not work and talk with each other the business will fail. Successful teams are characterised by a team spirit based around trust, mutual respect, helpfulness and– at best – friendliness (Constructing Excellence 2004). There are many benefits from good teamworking like improvements in business, the motivation of all individuals, a better understanding of problems and needs of co-workers and bring in to focus on positive aspects and not tuning too much into problems.
   The good team has to have a leader. The leader should be responsible and have good communication skills to bring the team and their ideas together. Also, he should be the role model and making opportunities for team members to get a higher position, like this he will get trust from all team and team will have better performers. The good team leader should make the group feel that all individuals are important and all ideas counts. Additionally, he should arrange team meetings in the propose of information about company progress and to set out responsibilities for the team.
              At my workplace we use verbal and written communication. We have to communicate with each other for our consumers to be happy and satisfy with service and get their orders as quickly as possible. Everyone has own position and exactly knows what to do, for example, one of as is doing hot drinks and the other one is cooking. This is key to a good running business. Everybody has to know their position.
            When people do not work together at the workplace may cause fails or even close down. Bad team-working is when people das not understand and have not specified business goals. This will happen if co-workers do not communicate with each other and do not have good understanding and listening skills. If there is some misunderstanding is always good to ask a question about the unclear task and keep business running. If one employer fair all team fails. Everyone is important and no one should give up.

 Conclusion
[bookmark: _GoBack]            All types are important in every workplace. It always is good to keep our communications skills updated. We are learning all life, so every work that we doing is teaching us something. Good communication skills give us a lot of benefits, like building strong relationships and good work. We can make our careers grow up and make an easier life. Especially in London, those skills are principal because there are people from many countries with different traditions and religions and we need good communication with all of them. It does not matter where they came from. Everyone is equal and want to do their work as good as possible.
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