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                                              INTRODUCTION
The aim of this report is to demonstrate the importance of Effective Teamwork and Communication skills, and to introduce effective team working, and develop the student’s awareness of communication skills integral to success within the workplace. Page by page of my report is the analysis of the In-class exercise and published literatures I have studied on communication models, communication skills, communication types - including written, non verbal and verbal, obstacles in communication, role of culture in communication, workplace communication, and active listening skills – all of which have proven very valuable for me in my communications with classmates and lecturers at the university, and my colleagues at work.



















                                       COMMUNICATION  
Communication is the process of sharing thoughts, or opinions in different ways, including, verbal, non-verbal, written, gesture or body language to help people understand. However, there are instances where a person’s message can get lost in words and signals due to language barrier, or misinterpretation where the receiver interprets the message differently, either because they are not paying attention to the conversation, or due to lost in translation. Posturing is an example of non-verbal communication which can boost appearance at job interviews or in the workplace
Communication Skill is the way toward sharing considerations, or assessments in various ways, including, non- verbal, verbal, composed, motion or non-verbal communication, to help individuals comprehend. Be that as it may, there are occasions where an individual's message can become lost and signals because of sounds, language obstruction, or confusion, particularly when the collector deciphers the message in an unexpected way, either in light of the fact that they are not focusing on the discussion, or because of lost in interpretation.
Importance of Communication
Communication is very vital in the workplace because it enables interactions with classmates, lecturers and colleagues. It is important that the sender encodes and the receiver is able to decode the message by giving feedbacks. Communication is so important that higher institutions now offer some form of integrated learning in many of their courses as a means of developing students’ employability skills. 
In a competitive and culturally diverse workplace, students can no longer assume that the possession of a university degree will naturally lead to employment as companies now seek to employ graduates with employability skills and attributes in addition to academic qualifications.
When it comes to organisations, communication is very important because there are situations where complex ideas will need to be shared. Without proper communication skills, it is often difficult to find the right words to help people understand clearly what they are trying to say. 

Available at; IStudy for Success: Online learning tutorials for essential college skills. Pauk, W. [2017]. Date accessed; 02 May 2020.





Types of Communication 
Communication can be formal or informal, depending on the structure of the information.
Formal communication, also known as official communication, is used exclusively in the workplace where the flow of information is pre-defined and well structured. For example; reports, circulars, orders, requests. On the other hand, Informal communication does not follow any pre-defined channel for the transmission of information. It is quick, flexible and moves freely in all directions. For example; casual discussions, gossips, sharing of feelings between friends/ family, conversation with colleagues. 
Verbal communication is the use of sound-related language to exchange information with others; it involves how the words, tone, sounds, volume, and pitch of the voice can contribute to effective verbal communication. It can be Written, for example, letters, newspapers, journals, textbooks, or Spoken, in terms of presentation, speeches, and announcements. Meanwhile, electronic media such as television, and online interactive media like skype, zoom, facetime and youtube are examples of communication, which contain examples of both verbal and non-verbal communication.
Non-Verbal communication is correspondents between individuals through non-verbal and viewable signals, including gestures, facial expressions, body movements, outward appearances, timing, contacts and any other things that convey messages without speaking. For example, Posturing is an example of non-verbal communication; it can boost appearance at job interviews or in the workplace for instance. That is why non-verbal is usually more believable than verbal communication as it communicate feelings and attitude. However, the disadvantage is, it is often ambiguous, culturally bound, and open to interpretation.

Communication Theories and Models of Communication 
All communication models, including Berlo, Shannon- weaver, and Schramm emphasizes on the importance of the information source, message, channel, noise or interference and the receiver.
Berlo’s SMCR model of communication; is linear model where a Sender- sends a- Message- through a- Channel- and- a Receiver decodes it. For example; messages sent through television, radio, newspaper or magazines. 
Shannon- weaver is a transactional or mathematical model which includes; Sender-Receiver-message-code-encoder-decoder-channel-Noise. For example, text messages and emails, – can be distorted by noise. And, 
Schramm is a circular model that shows that messages go in two directions in reciprocal, and involves a sender, who encodes a message, and a recipient who decodes and interprets. Therefore, a lot of listening and reading skills are required from both ends. For example; telephone conversation. The disadvantage is, it does not talk about how noise can impact communication.

Role of Culture in Communication
Cultural can be a barrier to communication, and could affect connections building ability and motivate people, therefore it is important to understand these differences, and work effectively with people from different cultural background.
When working with people from different culture, it will be helpful to use a technique known as, Hofstede’s Six dimension of culture to will help understand cultural differences. These are; Power Distance Index (high versus low), for example, people from South-East Asia like to be guided and directed to complete a task. 
Individualism Versus Collectivism; People from central America are more likely to listen to a message that emphasizes benefits to their community. Masculinity Versus Femininity, in Japan and Australia masculine values matter. Uncertainty Avoidance Index (high versus low), as we have in Greece and Singapore. Long- Versus Short-Term Orientation, and Indulgence Versus Restrain.

Workplace Communication  
Workplace Communication can be trading of data and thoughts, both non-verbal and verbal between people in an organisation. Viable communication is fundamental in taking care of business, encourages feedbacks, and increasing staff efficiency.
Workplace communication can be utilised to motivate staff, increment efficiency and promote punctuality and turnover. Workers need to feel that they can speak with bosses and with colleagues, and organisations need to listen to constructive criticisms, feedbacks and make a move when required.




Effectiveness of Workplace communication  
For effective communication in the workplace, vital skills such as, time-management, listening, writing, note-taking and decision-making are very essential. Non-verbal communication referred to as SOLER (which stands for: "Sit squarely"; "Open posture"; "Lean towards the other"; "Eye contact; "Relax").
Active Listening Skill is the ability to accurately receive and interpret messages in the communication process. Without the ability to listen effectively, messages are easily misunderstood and can lead to breakdown in communication.
non-verbal communication referred to as SOLER (which stands for: "Sit squarely"; "Open posture"; "Lean towards the other"; "Eye contact; "Relax")
Effective listening skills are very vital in communication, and can be beneficial to students and employees lives. This is why many top companies provide listening skills training for their employees because they recognise that good listening skills can lead to better customer satisfaction, greater productivity with fewer mistakes, and increased innovation.
When I first came to the university, I did not have this skill, however, by the end of First term, I was able to learn the skill by listening more, and this has given me advantage and makes me more impressive when I communicate with people in my workplace.
Ref; “The Pen is Mightier than the Keyboard: Advantages of Longhand over Laptop Note Taking.” Mueller, P., and Oppenheimer, D. Psychological Science 25(6), April 2014
Time Management is the ability to manage time effectively in order to get more activities or tasks done in less time, using various techniques like planning, prioritisation, organisation, goal setting and communication. Good time management skill is a vital tool in communication process as it helps in prioritising tasks so that workers and managers are able to plan ahead, set aside the time they need for projects and meetings, and make better use of that time.
Becoming better at managing time allows employees to become more organised, confident, and work more effectively. It can also help them avoid the dreaded procrastination problem, which can be a slippery slope to stress, frustration, and low productivity.
This skill is very essential for students at the university and in the workplace because they help in achieving goals, manage stress, eliminate distractions and improve ability to make decisions. Prior to joining the university, I was always procrastinating and multitasking, with the hope that I could get things done without proper planning, until I learned various techniques which I have been able to apply to my workplace. Strategies such as the Eisenhower Matrix, a priority matrix which enhances prioritisation of urgent and important tasks, Pareto Analysis, – also known as the 80/20 which means, by doing 20 percent of the work, 80 percent of the result can be generated, and RAC (Record Analyse Change) to manage urgent and important tasks. 
Available at: <http://myjms.moe.gov.my/index.php/JeA/article/view/3159>. Date accessed: 03 May 2020.                                 
Ref; “The Pen is Mightier than the Keyboard: Advantages of Longhand over Laptop Note Taking.” Mueller, P., and Oppenheimer, D. Psychological Science 25(6), April 2014
Decision-Making Skill is a process which involves analysing a problem, researching the options, weighing up the advantages and disadvantages, and reaching a logical conclusion. There is a need to be creative and decisive, and it may be appropriate to take some time to gather the necessary data to inform decision-making, even if the timescale is very tight. If necessary, prioritise information-gathering by identifying which information will be most important.

                                       
  
                                             













 CONCLUSION
The assignment task has helped me to understand the fundamental principles of Effective Teamwork and Communication, and the range of skills used in my workplace. My short term goal is to continue to learn effective communication skills at the university and continue to apply them in my workplace, while my long term goal is to continue my education after graduating from University of Wales, Trinity Saint David. My aim is to study a degree course in order to gain more knowledge and skills required in the workplace. 
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Appendix i (In-class exercise Formal communication),
RE: SINGLE- USE SURGICAL MASKS ARE NO LONGER AVAILABLE
Dear Mr Johnson,
Thank you so much for your email. I am sorry to hear that you are disappointed that the Single- use Surgical Masks you have ordered from our company are no longer available due to the on- going Industrial strike in France, which caused our major manufacturers, Kolmi – Hopen to cut supplies.
I am aware that your Nursing Home is in short supply of the Personal Protective Equipment (PPE) at this critical time to protect your staff from contracting Coronavirus, therefore, I have escalated your requests to the General Manager, Mr. Walker, who has placed an additional order with our Middle-East supplier in Dubai.
We hope to have the single- use surgical masks in stock by next Friday, 24 April 2020, and we promise to despatch your order of 20 boxes as a priority.   
We apologise for any inconvenience caused.
Kind regards,
Frank Shina
Customer Service Manager (Cambridge Mask)
Appendix ii (in-class exercise Informal Letter)
10/April/2020
What’s up Daniel,
Trust you are doing well.
I appreciate you want to borrow my laptop for a week to do your assignments, but unfortunately, I will also need it for the same period to complete all my assignments ahead of the 24th April deadline for submission.
Sorry I am not able to help you this time, however, I will try speaking with my younger sister, Natalie, to see if she will be able to lend you her computer.
I will let you know by tomorrow if she can help.
Thank you and have a great day.
Yours sincerely,
Frank Shina
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