[bookmark: _Hlk27835379] Name: Paloma Nadine Morais Araujo 
Student number: 1907291 
Module title: Effective team working and communication 
Lecture Name: Beneditt Matten
Module code: BMSW4002


CONTENT 

Introduction ……………………………………………………………………… 2
Verbal communication …………………………………………………….2,3
Nonverbal communication …………………………………………… 3,4,5
Written Communication ………………………………………………. 5 , 6 
Berlo’s theory ………………………………………………………………. 6,7,8
Active Listening …………………………………………………………… 9, 10
Assertiveness ……………………………………………………………..10,11 
Working with conflict ……………………………………………11,12,13 
Conclusion …………………………………………………………….. 13 
References …………………………………………………………..













INTRODUCTION 
  
The purpose of this report is to demonstrate an understanding of different models of communication, definition and explanation about Berol’s theory . 





TYPES OS COMMUNICATION 


 VERBAL COMMUNICATION 
Sharing of information used among people using speech. People working in companies need to make good use of verbal communication and use the right words to be understood , stress and manner of speaking with which the words are communicated is suitable (Business Dictionary, 2019 ).
Communication by speech it is about language, both composed and spoken . Speech communication refers in the use of words, while nonverbal communication happens when speech does not speak , but gestures, silence and expressions . Both verbal and nonverbal correspondence can be spoken and composed. Numerous individuals erroneously expect that verbal correspondence alludes just to spoken correspondence (Lumen , 2018).


In my workplace we have to use verbal communication, with the boss, with colleagues or service users .. Communicating verbally at work I can express my ideas and communicate with my colleagues. Family members of services users complain verbally, and we can quickly solve the problem of family members or services users.
Some services users can communicate verbally with us, express what they feel or want. For example, I have a service user who always talks to me, asks me for help when he find it difficult to do something.

NONVERBAL COMMUNICATION 

Nonverbal communication applies to signs, silence, gestures , expressions and eye to eye connection . Non-verbal communication consists of transmitting the message without using language (Alison Doyle , 2019).
When you go to a work interview , nonverbal communication is almost as important as verbal communication. Cross harms  can be a gesture of nervousness. Employers are mindful of any gestures and expressions that also count as communication.

I have some experiences with nonverbal communication, but in my work I have many services users who can not  communicate, for example I have a service user who is always in pain and makes face expressions and I never understood why she makes those faces , so one day I was trying to communicate with her because she understands  but can't speak, she showed me with her hand where was the pain , was in her bottom , and I notice that was very red so i called the nurses and they send her straight to the hospital . I think if we noticed before and were more attentive to the expressions, she made we could have prevented her from going to the hospital, since that day I started to pay more attention to the gestures and expressions of my services users.


WRITTEN COMMUNICATION 

Communication by writing is included in passing a message through the images. Message passed at least between two people who use compound words, it is called by correspondence composed .
In any company or school, electronic mail, records, letters, journals, timetables are used. These are commonly used correspondence  types. 
Usually when using written communication is when verbalization cannot be clarified, such as long texts. Associates like to keep records with the prospect of being used later or as proof of something. 
Consequently, it is basic for each business association to create successful composing aptitudes and teach this in the entirety of its representatives ( business jargons , 2018).

 
In my work I use a lot of written communication. We have the logbook and we have to write everything the service user does, from the time we visit him to the time to leave. I also use my phone to contact my colleagues or my manager, sometimes I send email to my office when I want to change my route or some problem with my payslips.  

BERLO’S THEORY 

In 1960, David Berlo proposed Berlo’s Sender-Message-Channel-Receiver (SMCR) model of correspondence from Shannon Weaver's Model of Communication (1949). He depicted variables influencing the individual parts in the correspondence making the correspondence progressively effective.  
The model likewise centres around encoding and translating which occurs before sender sends the message and before beneficiary gets the message separately. 
Berlo’s Model has principally, four parts to depict the correspondence procedure. They are sender, message, channel and beneficiary. Every one of the segments is influenced by many factor (Businesstopia , 2018).


SENDER 

Is the person who sends the message or starts the message or conversation. The sender sends the message to the person who will receive. (Businesstopia , 2018).
MESSAGE Message is the information that is  sent from the sender to the collector. Can be by speech, writing, videos or other way of communicating  . (Businesstopia , 2018).
CHANNEL 
Channel is  used to send the information.  Can be in cards, mass and different types of correspondence . Special machines can be used as phone, web and among other things (Businesstopia , 2018 ).
RECEIVER 
Collector is the person  who gets the message sent from sender . This model accepts that the reasoning example and every single other factor referenced above must be in a state of harmony to that of the sender for the correspondence to be successful. (Businesstopia , 2018 ).
 Example 
One day I had a discussion with my colleague, my attitude was a little aggressive because I was nervous, we discussed because she did not given the right medication to the service user, this discussion was over the phone because we were on different shifts . While I was talking to her ,  she did not  answer because she  knew i was right, I did a  complain about her  in writing to my manager.  


ACTIVE LISTENING
Active listening is the skill you can have or training over time. Listening to other people is sometimes difficult to accept and so will require some training and persistence.
Listening signifies, as its name recommends, effectively listen to . Not only hear and say you heard, you must understand the message .

Intrigue can be passed on to the speaker by utilizing both verbal and non-verbal messages, for example, keeping in touch, gesturing your head and grinning, concurring by saying 'Yes' or just 'Mmm well' to urge them to proceed. By giving this 'input' the individual talking will generally feel more calm and along these lines convey all the more effectively, transparently and genuinely (skills you need , 2011).
I had this experience at university. We had to present a group work, the research and the power point was easy.. When the day came to present the work I was very nervous because I'm not used to talk in front of so many people. When it came my turn I was afraid to stop while I was talking ,  but I was able to talk and I got the others to listen to me and understand my work.


ASSERTIVENESS

[bookmark: _Hlk28459996]Assertiveness  implies going to bat for your own privileges - communicating musings, sentiments and convictions in immediate, fair and suitable ways. It is essential to note additionally that: 
By being decisive we ought to consistently regard the contemplations, sentiments and convictions of others. 
The individuals who carry on self-assuredly consistently regard the contemplations, emotions and convictions of others just as their own. 
Self-assuredness concerns having the option to express sentiments, wishes, needs and wants properly and is a significant individual and relational expertise. In the entirety of your cooperation’s with others, regardless of whether at home or at work, with bosses, clients or associates, emptiness can assist you with expressing yourself in an unmistakable, open and sensible way, without undermining your very own or others' privileges.  
Confidence empowers people to act in their own eventual benefits, to go to bat for themselves without undue uneasiness, to express fair emotions serenely and to express close to home rights without preventing the rights from claiming others ( Skills you need , 2011 ) . 

WORKING WITH CONFLIT 
Working with conflict is sometimes not easy. working with conflict can happen between two colleagues, between work groups or even with bosses. As working with conflict as the issue may appear at the time, settling group strife is conceivable. Patriot Software gives devices to push everyday business tasks run all the more easily. Over the span of that work, we've found out much about how private ventures, specifically, can be influenced by group struggle. 

Talk together. 
To avoid conflict at work it is good to set an hour and a place where you can talk about it, whether one person or more.
Within a company or school, all people have different ways of thinking, they must try to understand themselves so that there are no conflicts. Never let people at work or school get in the way or try to control the conversation. Each should discuss the contradictions and how each one feels about it. Keep in mind, this isn't an ideal opportunity to assault or allot fault. Concentrate on the issue, not your assessment of the other individual's character. 
Listen cautiously
It's fundamental to give your total consideration regarding the person who is speaking. Try not to intrude on the other individual. 
Make sure they are receiving the message the individual expect to send . Reword and rehash back what you've heard to affirm understanding. 
Pose explaining inquiries if necessary. You can demand that the other individual recurrent a focal thought or rephrase their dissatisfactions such that sounds good to you. 
Listening consistently ought to be tied in with increasing comprehension. Try not to let yourself become reactionary to the next individual's words. 

Rush to excuse. 
Each contention needs an unmistakable goal that recognizes hurt emotions and finds an answer that starts to patch them. 
Apologize whenever necessary. tell the other person how you feel, how upset you are about any words you say or anything wrong. You will also have to apologize whenever you make a mistake .
 Concurring exclusively for appearances can prompt hard feelings that develop after some time, fixing any advancement you've made together (Mike Kappel , 2019 )


CONCLUSION 

[bookmark: _GoBack]This report analysed different types of communication, modes of communication . Now we have an  idea of Berlos theory and ways to improve communication at work .
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