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Effective team working and communication




Introduction
The purpose of this report is to analyze and describe what communication skills are, why they’re important, what models of communication we have learned in class, and what type of communication we use in our personal life or workplace. Also it briefly analyses the difference between verbal and non-verbal communication with research findings from published literature and suggests how it could be improved.

Communication
Communication is a process based on four fundamental components: the transmitter, the channel, the information and the receiver.Third, this "deployment of forces" would not prove to be fully effective if importance were not given to both the encoding and the decoding of the transmitted message. 
Communication is the essence of the process to transfer or send information from the receiver to the transmitter. However, this basic model must be extended because communication never ends with the simple retrieval or reception of information. First, the flow of information in the opposite direction (feedback) should not be omitted, because the communication is made only in order to obtain an answer.
Fourthly, the possibility of encoding or decoding errors, as well as the interference of disturbing factors, must not be ignored. All these elements will diminish the success of communication. To have success at the workplace you need to ensure that you have more than one skill, and a very good communication. Before going to work, is good to know that you must leave your informal model of communication at home. In the workplace you are not anymore, a simple person, you are an employee and you suppose to go for this job in a professional manner.
Communication can be verbal or non-verbal;
Verbal communication or spoken communication-the information is transmitted through articulated language: written or oral. 
[bookmark: _Hlk39439244]Oral - the one we use to express ourselves in relationships with others, in everyday life, in the workplace, in stores, on the phone, etc.
[bookmark: _Hlk39181085]Written - the one that takes place through an indirect means of communication, such as texting, e-mail, written documents, books, magazines, newspapers, social media, etc.
Non-verbal communication skill is when the information is transmitted through body language, facial, gestures, expressions and eye contact. Non-verbal communication is represented by all communication systems that do not include using of words that mean the person are using facial expressions, eye-contact, body movements and vocal qualities.
Two characteristics of communication are listening and assertiveness.
Listening-is when you pay attention to a person with accuracy and understand what they want to say. ‘Who listen effectively suspend verdict in order to first understand the perspective of the speaker. The advantage of that developmental skill demands listeners to attempt to “get into the shoes” of the speaker and see the problems through eye contact before responding (Kegan, 1994).’’
Assertiveness is the way to express yourself in an honest way, without dishonoring another person. According to (Baney,2004) ‘’he suggests that assertiveness can best be expressed by including the following three components: I think, I feel, I want.’’
Communication is important at work and cannot be contradicted, because in an organization individual have its place to different social and professional groups, coming together and working together to achieve the same goals In a company in which there is no sharing of information between you and your staff ,begins to have issues  such as operative departure, waste of capitals and others, and for all this issues to be avoided, effective communication must be stimulated in such a way that the success of the business is total.
Communication has an important role in a business, produces satisfaction in your career who encourages easy delivering of information between elders and assistants, but also between staffs of the same sectors. The feedback is also important because it brings benefits, it is encouraging staff to work better and makes them feel respected in the corporation.
    A good communication avoids conflicts and helps determinate them faster. Once the conflict is fixed through conversation, workers grow in a mutual respect and their development can be professional and personal.
    Effective communication is profitable because increases in the workplace an important issue for the achievement or disappointment of the business. Employers must describe, clarify well the purposes to be achieved, must communicate to the employees the tasks and responsibilities they have, if that’s all clear , teams will know exactly what to do and what is the focus, and principal action is that  to increase productivity.
   Resources must be used efficiently. When issues are intervening, produce disasters and conflicts through the company, and the absence of communication between teams’ interruptions are created that are not essential in the day-to-day routine.
Communication is important in organizational business and can be described in two words: job satisfaction. Entirely work strategies, problems, ideas and fights must be discussed and handled in a professional manner with effective communication.
 Communication skill is not a normal process or an capacity we are born with, we learn to communicate during our entire life, and the purpose we must learning so that we can use our knowledge more efficiently. Somewhat communication includes the creation and exchange of meanings.

Workplace communication analyses 
Two years ago, I worked in a café shop, where communication was essential. I used to have a verbal communication, because at any time of the day, you had to communicate with your manager and your colleagues, in the manner that you had to be understood and  because as a place where many people visited it, we had to be very united in difficult times of the day, such as periods of busy mornings or lunch time. It often happened, when we saw a lot of people, to panic, and that made us scream at each other and we lost control of the situation, but after all we had to take control over the bad situation and to apologize to eachother. On the coffee shop is very important to communicate urgent messages calmly, to forgive when you answer in a bad manner because you could get hurt and frustrated. If you are screaming, if you are not giving explanation, that can make your place of work a frustrated place. In a business effective communication must be premeditated as an interactive relationship, as a specific form of communication. All the activities we carry out includes the exchange of information and processes and communication relationships. In another words, communication also means listening. According to (Treasure, 2014) “The loss of our listening skills is a serious problem because without listening, we cannot understand one another –this makes the world a scarier place.”
Employer have to be prepared to listen to those around him and he must also be able to understand the communications that are directed to him and provide feedback. It is essential for an employee to be given explanations when receiving a task, and when performing a task, his or her superior must take the time to discuss it.
All arguments of reactions and opinions must be done in a way that satisfies our needs without disturbing those who are speaking, to continue the communication after all, end them in an enjoyable way. All of us must know how to request or refuse requirements, in accordance with the observance of the rights of other persons and of the duties of the service.
We must know how to respond without going aggressively regarding the situation. Anger is a behavioral reaction that blames the others. Frequently, this kind of poor communication is encountered in the workplace, but the only consequences it produces are those of inhibiting those who listen and will certainly lead to conflicts. ‘’Anger is our ally’’ says (Juna Mustad,2019). I understand that without communication we cannot survive, because it is an essential skill in our life.
For an effective communication of the employees, it is very important to know how to accept conflicts that may arise. Even though it appears hard to believe, the conflict also has positive effects, such as increasing motivation for change, progresses the identification of problems and solutions, offers the opportunity for knowledge and skills progress producing creativity.
How I learned to improve my communication at work was to be clear and coincidental. I kept time to organize my thoughts and I expressed my desires as clearly and concisely as possible. I have not forgotten the digital rules as well, Emails and text messages are infamous platforms for communication mistakes. When I write an email, I am trying to read again and again, to make sure the tone is formal, that there are no spelling mistakes, and I don't forget in the first place - that the message needs to be clear and concise. If my request is time-limited or if there is a problem, continue with a phone call to make sure the message is received the way i want to. I never reply to an email or text message when I’m unhappy or upset, it is very unprofessional and can have disagreeable consequences, especially if I reply to a received message. It is important to remember that not everyone masters or may not even be aware of digital norms. I became aware of my own body language by paying attention to the message.
I'm not a person who exaggerates to being exposed to the decision, decide quickly is uncomfortable thus I’m thinking before giving an answer. It's ok to say, "I need a little time to decide and I'll contact you right away." Once I have thought of an answer, I will be able to communicate more effectively.
 Listening, is a type of communication and this is the ability to pay attention. Always I remember, hearing and listening are two completely different things. Often, we end up in a situation where we are so caught up in trying to make our point understood that we hear what the other person is saying, but we don't really listen. I tried to get closer to other people. According to (Treasure ,2014) ‘’a way to communicate calmly and to make people listening you is that to use his channel of communication (Hail=honesty, authenticity, integrity and love  ) who refers at to be clear, to be yourself , stick to your word and to wish all your colleagues well.’’
Communication does not have to be cold and to the point. I tried to get to know the people I worked with, as my best I have made sure they were aware that I cared about them. You don't have to be closed in your own bubble and don't keep your head down to avoid others.


















Conclusion
As I had shown in this report, communication skill is very important if we want to build good relationships within, and outside an organization or workplace. The communication skill is so important for all individuals because it can help us in our personal life to improve our understanding, to understand each other and to solve problems easier. Thus, communication is not just speaking but learning to listen as well.
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