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Effective Team Work and Communication






Introduction:
Effective Communication:
(Marsh, 2012) a search on the internet provides the following explanation:
“Communication a process where information is enclosed in a package and is channelled and imparted by a sender to receiver via some medium...There are auditory means , such as speech, song, and tone of voice, and there are non-verbal means, such as a body language, sign languages, touch, eye contact, through media, ie., pictures, graphics and sounds, and writing.”
Effective communication is one of the functional or essential skills (Wales) which cover speaking, listening, reading, and writing. Here you have to demonstrate that you have the knowledge and understanding, are able to communicate in one-to-one and group situation, know about,. And use appropriate body language.
Communication must be effective otherwise the message is lost.
To be effective it must be accurate and use the best of sending the message. It is no use sending e-mails to someone if they do not bother to pick up their e-mails on regular basis! In the same way, it is no use telephoning someone urgently and leaving a message on their voice mail if they are a way on holiday and are not picking up their messages. However, a quick telephone call or speaking to someone face to face is often the quickest and best to sort out a problem and get a quick answer.

It is likely to be a low position that will give me the opportunity to learn and demonstrate  my communication at work and demonstarte my team working.

I canthan developthose skills to move to the next step of transitional job.

My ability too, always able to provide excellent customer service, treat every one  equaly and fairly at all times, regardeless:

· Age
· Disability
· Gender reasignment
· Mariage and civil partnership
· Pregnancy and Maternity
· Race
· Religion or beliefs
· Sex
· Sexual orientation

The customer serviceis the main strategies an organisation can use to make it stand out from tt is competitors.

Excellent customer service can help an organisation to keep, it’s customer happy, there increasing sales and profits.
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I enter to uk in 1994, I start studing to learn English and I worked per time in differents position to proove my English Restaurants, Hotels and work placement with minimum wages.


When I reached my final year the company offered me a full time position and I have been promited Assistant Manager in Restaurant called Café Rouge in Canary Wharf in busy area.

I did learn skills needed for the company and I did develop those skills to move to the next steps.



Negative communication in work place
Negative Communication is one of the problems that occur in the workplace and when it happens it can have a terrible impact on confidence and working conditions. Things such as team spirit can be deflated and the way work should be produced is affected.
When these problems are not dealt with straight away then productivity is affected in a big way. Good team spirit important to get the job done properly. Profits can be lost at a fast speed and bad communication is bad for the image of the company.

To sort out these problems those involved must be addressed immediately. To do this a meeting must be called but before this meeting is called make sure that you have the right information  This can be done by sending an email to those involved. No highly sensitive information should be written in the email. Ways of solving these problems must be discussed.
All what has being discussed must be logged and a regular follow up is a must. The follow up can be done by having future meetings and where it is necessary those involv1ed must be kept informed with updates. For example minutes of the meeting and if any disciplines were issued then those individuals should be informed in writing.

All workplaces should have a communications policy and if not should get one drawn up by the human resources department as soon as possible.
An email can be forwarded to Human resources requesting this. 

Positive Communication

Positive communication is the ability to convey messages, even negative ones, in a positive manner. Positive communication is an important part of your communication skills and has a great impact on your career .( Google,2014)

I enter to UK on the 8th of March 1994, I start learn English in A college North London and worked part time in restaurant, hotels practice my communication to prove my English.

I start in law position after on e year I have been promoted as assistant manager at Café Rouge , because of my qualities I have work hard multi lingual in Arabic, French and understanding Spanish and I like to take the responsibility.

My communication with customers are French who worked in Canary Wharf like to come to Café Rouge for lunch, always get ready to explain and give them the plat du jour and start communicate together for news of the restaurant.

I like to take the responsibilities Example: I remembered in 1996 in Christmas time and busy day the Kitchen Porter was sick, I save a money and NOT called the Agency to replace another Kitchen Porter, I did work as a kitchen porter in a Kitchen my communication with chef and sous chef was all about cooking I did enjoyed to much.

As a new in UK, using my quality speaking with the French accent and working in French Restaurant I became very Famous in Canary Wharf, planning a parties, birthdays dinners and meeting in Lunch time.

My English and my communication effectively became good.

  





Communication Skills.

Verbal Communication.

(Holmes,2011)

Communications kills is one of those catch-all terms we use frequently but rarely examine . Almost every job advertisement you look at will ask for someone with good communication skills – but few of them specify what these skills actually are . We are communicating in one way or another from the moment we get up to the moment we fall asleep, so surely we all these mysterious skills, do not we?

Well… not necessarily. Communication is about more than talking to your friends and family. It is about:

· Understanding the communication cycle that enables us to pass on and receive messages.
· Speaking in such a way that other people understand what you are really saying.
· Listening effectively, not just hearing the words that are spoken.
· Being aware of non-verbal signals that help us understand the true meaning of message
· Being able that you are in


Body Language is very powerful. Therefore verbal communication is effective as you can see the reactions of the person you are talking to< you can observe their body language and see if they are annoyed, fed-up, paying attention , interested what you are saying.

· You can see their facial expression and keep eye contact, which inspires confidence in the person you are talking to, and gives them a ‘fell-good’ factor that you value what they have to say and shows them that you are paying attention.

(Lambeth Council,2015) as adviser Officer my training in work place and dealing with customer in a call centre in day basis:

· Listening Carefully
· Make customer fill comfortable
· Make sure is confidential and get much support as possible in order to resolve  a problem as quick as possible.
· Remain calm and focused in the face of anger and emotion
· Get much information and accurate the information too

Non Verbal Communication

(Marsh,2012)

Non-Verbal communication can be held in variety of ways.

· E-mails
· Social networking
· Text messages
· Letters.
· Memos.
· Reports

The most common ones I had in my work place.

E-mails

Is the most important before I start working I log in my computer and I check my emails to communicate with my colleagues and my Mangers at work.





3/-Conclusion

The ability to do some thing well in work place isd experiences , knowledge , skills and qualities you haver to demostrate to get your goal and a lot of dreams come true.

· Future in work
· Trust in work
· Love the new work
· Crerativity in the scientific field
· The ability to present a jkob.
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