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Effective teamwork and communication
In the class we have studied that the communication is a complex phenomenon and a fundamental element of society, in fact, culture exists because human beings communicate with each other. Communication would not exist without language which is the maximum agent of socialization. Communication occurs when someone transmits something to someone else. The issuer is the source of the production of the message, the one who starts the communication process, then there is the recipient, the one who receives and decodes the message. Communication can take place even without the language of two parties, for example, by giving a bouquet of flowers you want to express something. Blush after receiving a bouquet, it expresses something. Deepening the studies in the classroom we have understood that the communication is each act of transmitting of information; Information including thoughts, ideas and emotions. All of us communicate with different type of communication (Stich, Tarafdar, and Cooper,2018). This could be formal, as regards a communication made of thoughts and words, or informal communication, that is different from the verbal communication is communicated through looks, body movements, even gestures. A type transmission of communication, much important is through media, as a television, radio, mobile phones, thanks to the development of technology, new media or digital media have joined, think of the most recent forms of communication such as telephones. In this report I will show the importance of communication in the workplace; And I will show an understanding of the skills learned during the exercises performed in the classroom, by doing research on editorial publications.

Communication skills in business organization
Let’s start to explain the importance of communication in the workplace; Communication is also important and especially in professional life, in hospitality organization like a restaurant a good communication as well as with a customer must also work internally. Good communication between all colleagues is what drives the whole company forward. Communication in the company affects several aspects, it is necessary to take into account the person to whom it is addressed, if it is a colleague with a higher degree or if a colleague of the same level for example. If communication between colleagues is inadequate, they are likely to have problems with one another in a short time. On the contrary if there is an open communication expressing opinions and ideas it is difficult for misunderstandings to arise; Moreover, conflicts do not arise only from work issues, emotions are often the basis of problems. A good bond within the team helps to motivate its members, if an employee has the feeling of being part of a work team he will be more motivated to give his best unlike if he considers himself a 'lone warrior’. As far as superiors are concerned, it is very important for them to transmit good communication with their employees, as they must motivate them to do more.


              There are different types of communication used by the restaurant:
1. VERBAL COMMUNICATION: Verbal communication refers to the use of the word be called oral communication; The goal of these communications is to ensure that people understand everything you want to send (speaking and listening). Verbal communication is seen as a person's key strength. In the work the verbal communication is important because a manager or executive must have good verbal communication as he must convince his team to work as he wishes. The verbal communication can be ‘oral’ and ‘written’.

1.1. ORAL COMUNICATION: Oral communication is that communication which is expressed information, feeling, by words to another person or group, it can be face to face or even by telephone. This is the most recommended as it is the fastest and most formal, and if there are communication problems I can be clarified instantly.

1.2. WRITTEN OMMUNICATION: There are many ways in which written communications can be used. All the different forms of written communication can be formal (email) or informal (WhatsApp).
This differs from other types of communication because that it acts as the last word once a decision is made; But the problem with written communication is that words written using electronic or even paper-based tools such as newspapers are 'saved', so if you send an incorrect email received in the wrong hands it can cause serious problems 


2. NON-VERBAL COMMUNICATION: A strong handshake? a dirty or un-ironed shirt or shirt? Do you go to work with dirty shoes? While you speak stammering why don't you know what to say?
these are some examples of non-verbal communication. A manager who panics after a bad meeting, or can't keep his emotions in the workplace, won't have a good image.
 Non-verbal skills play an important role, because if an employee is unmotivated, a hand on the shoulder and a smile are enough to motivate them.














Communication skills theories          
How we studied there are many scholars who have focused on communication for some time, understanding how it working, trying to improve it. The most relevant theories are Shannon and Weaver, Schramm and Berlo).
This model shows the effective of communication between sender and the receiver, looking at factors such as noise. 
[image: ]




· SOURCE: Is the message that the sender is trying to communicate
· MESSAGE: Is what the sender what communicate 
· SENDER: is the one who sends the message
· SIGNAL: The message is in transit
· MEDIUM: Is where the message travel, it could be paper, air, internet.
· NOISE:  it is some interference that the message can receive during its route
· RICEVED SIGNAL: this is what the RECEIVER receives (possible change due to noise)
· RECEIVER: The person that decodes the message.
· RECEIVED MESSAGE: This is how the receiver decodes the message.
· [bookmark: _GoBack]DESTINATION: Is from the message is arrived.

The communication process implies a sender and a recipient. The issuer initiates a communication, and it is he who elaborates and structures a message to be sent to a person x, with specific codes. By code we mean the type of language that the recipient can decipher when receiving the message. The sender must also choose which channel to transmit his message, how the phone for example. The decoder can encounter difficulties in translating the code for instance bad signal, crowd noise, or transmission, and therefore failing to decode the message.






When Shannon had created the communication model he had not yet entered the 'noise'; it has been added since. Since Shannon was an engineer he created the focused model to improve telephonic communication. Subsequently Weaver I apply it on all types of communication, improving the effects of communication; So became famous as a Shannon Weaver model.
                             S          R      COMMUNICATIO SIMPLE                               

As analyzed in the classroom, noise plays an important role in communication since communication is null if the recipient cannot decode the message received from the sender. A theory studied in the class that analyzed this problem is the Schramm model, which explains that there must be good coding and documentation to have effective communication, as the information will be useless if the sender does not use a language that the receiver can to understand. Indeed, Schramm's theory focuses on feedback, in this way the sender can understand if the receiver has managed to decode the message, because if the receiver manages to decode the message, send a reply to the sender's message. Schramm theory is in contrast with Shannon's and Waver's theories in that it tells us that communication is bilateral.

                               S                                                    R               COMMUNICATION BILATERAL
                                R S









Berlo’s model of communication
Berlo's communication model is called Berlo’s SMCR, which is the main components of communication (sender, message, channel and recipient). This model was created in 1960 to improve the communication technique.


Berlo’s SMCR model of communication
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S              SENDER: The sender is the one who codifies the message, the individual who creates the message, and who starts the communication process.
· COMMUNICATION SKILLS 
· ATTITUDE
· KNOWLEDGE
· SOCIAL SYSTEM
· CULTURE







M               MESSAGE: The message is a set of words, which is sent through audio, written messages, video ... The sender who creates the message wants the recipient to know how to encode this. The message is a set of codes, which, only if the recipient can translate will be able to understand. This can be influenced by:
· Content: is the content of the message.
· ELEMENTS: are non-verbal and can be gestures, sign…
· TREATMENT: Is where the message is sent.
· STRUCTURE: Is how the message had been structured.
· CODE: it Is how the message is written, through text, audio, video…


  C             CHANNEL: Is the channel with which the message travels to reach the recipient, the message is    received by the recipient via:

· Hearing
· Seeing
· Touching
· Smelling
· Tasting

   R             RECEIVER: The recipient is the one who receives and decodes the message; Berlo's SMCR model believes that the thought and all the factors that make up the message must be in sync with the sender to have good communication. The receiver must also have a good listening to understand the message because otherwise there is no good communication. The factors that can be affect them are:
· COMMUNICATION SKILLS
· ATTITUDE
· KNOWLEDGE
· SOCIAL SYSTEM
· CULTURE






THE IMPORTANCE OF EFFECTIVE COOMUNICATION IN A BUSINESS ORGANIZATION
As already discussed, communication is very important at any time and place. If communication is very important for communicating between two individuals, we think how important it can be in professional life. Starting from the communication between colleagues and, last but not least, the one with customers. Communication is the basis of any marketing strategy. The main cause of the failure of many companies that fail to achieve what they want is precisely because of bad communication within it, and vice versa one of the main reasons why the company continues its growth and precisely because within it there is efficient communication. Taking for example the place where I work, or a restaurant, communication is the basis of my job as a waiter; I need to have good communication with clients and with my work colleagues; Now I want to talk to you about some communication experiences at work. During my working hours my manager after discussing with a superior, he gave me work orders with an unpleasant tone of voice, as a good employee I did what he asked me; Subsequently while taking orders from an at the table, the same manager, interrupting the dialogue with customers, instructs me quickly and always with arrogant ways to make other orders and in the meantime he would have sent the orders to the chef. When I returned, one of the customers of this table had an allergic reaction, being allergic to an ingredient that he had kindly asked me not to put in the meal, the manager instead of that was not aware of it. There was absolutely no good communication between me and my manager; The customers obviously left feedback on the restaurant, giving a negative feedback to the manager who served them and complimenting my patience with it, having witnessed his bad behaviour. A customer in the following days after receiving a drink different from the one ordered, refuses to pay it, criticizing the disorganization of the interior; After communicating the sincerest apologies to the customer and explaining the confusion of the many customers who were in the restaurant, I managed to calm the customer, bringing the drink she requested previously, in the end she congratulated me for my patience, leaving on the restaurant site a positive feedback. 


CONCLUSION
With this document I wanted to briefly explain the importance of communication in daily life and in professional life, and the learning of the skills studied during this quarter. In conclusion I can say that the study of these skills have improved they have improved me a lot, in many aspects; Communication is the basis of everything and it is important to keep up with its continuous evolution.
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‘THE PROFESSOR and THE VILLAGE PEOPLE Loyt 7/19

AProfessor o Engish at a well-nown Welsh Universiy ived i alarge house not farfrom a ltte vilage, He
mever went into the village, bu shopped in the town near the University because he had nothing in common
it the vilage people, who were largely uneducated and did manaljobs

One ight, the professor fell asieep while smoking his ipe and the pie fellonto the carpet o

When the professor awoke and saw the house onfire, he rushed nto the vilage, screamine;

Th edifc is being consumed by agrt conflagration!
“The edifce i beng consumed by  great confiagration!

“Thevilage peopl looked thim and continued doing whatthey were doing

“Don'tyou understand?” e sad. “The edfic is beingconsumer by agrest conlagration!”
Ty ignored him.

When the Professor returned home, he saw that his house had been destroyed. e sat down on the ground
and wept.

“The next day, he went into the vilage crying. ‘Why, oh why didn'tyou help me? My home has been destroyed
by the fire. | came and begsed you astnight” He wept.

Bt Professor, why 't you say that your house was on fire? We would have helped”

@ Why di'the iloge pecpl help the rfessr?
@ Wt shouldhe ave done o getthem o help him?

@ Whose model of communictiondo you think conexien thisuaton?
@
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1 WANTED To A
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Style and Appropriateness

1. Written academic English will not normally contain the following.

) Contractions (i.c. ‘it id not” would be used instcad of it didn't; “they have’
would be used and not they've.)

b) Hesitation Fillers (i.¢. er, um, well, you know ... which might be common in
spoken language are omitted.)

©) Familiar Language that would not be appropriate in the academic context. For

example:
FORMAL INFORMAL
conduct carry out
discover find out
inyestigate ook into.

2. Personal pronouns I, you, we tend not to be used in more formal writing (exeept
in letters etc.). Instead the style may be more impersonal. An introductors if or
there may begin sentences; passive tenses miay also be used.

a) Compare the following explanations or definitions of economics: the first
informal and spo n and c
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