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Introduction

Effective Team Working and Communication

Communication is very important in the life and in the workplace.
I can define communication the process of transmitting and sharing opinions, ideas, facts, etc from one person to another one or could be from different organization with encoding and decoding messages. 
To have one conversation we need at least one sender, one receiver and obviously the message.
Sender as encoding and receiver as decoding and there is a transmission and response.
Communication is important because brings people from different Country, Culture, Religion, Age, Sex and Background Together.

There are different types of Communication between people:

· Verbal Communication 
· Non-Verbal Communication
· Visual Communication
· Written Communications
· Formal and Informal

Life Without Communication Is Not Life Because Communication Is the Key of The Life.



· Verbal Communication

Verbal Communication in the Workplace is about the use of the voice and words. There are four types of Verbal Communication:

· Intrapersonal Communication:
This form of Communication is private and is restricted only to yourself.

· Interpersonal Communication:
This form of Communication is possible only between two people.

· Small group Communication:
This type of Communication is possible when there are involved at least three people.

· Public Communication:
This type of Communication is for large groups of people.

· Non-Verbal Communication

Non-Verbal Communication is very important to successful relationship in the Workplace.
Some examples could be the eye contact, the posture, the voice speed, the distance and the touch.

The eye contact is very important when we talk with someone else because is important to keep the eye contact to the other interlocutor. Also, the eyes have them language.

The posture suggests to the other person if we feel confidence about something and how we feel in that moment. Looking the posture of someone else we can understand many things.

The voice is also very important factor. If we talk too loud for the other sound like we are upset about something or if we talk too fast still shows to the interlocutor maybe, we can be upset about something.

The distance between us and the interlocutor is important language because if we talk too close to our interlocutor maybe can get intimidate from us.

The touch could be the way how we high five or the way we shake the hand of someone else.


· Visual Communication

Visual Communication is ideas and information in forms that can be seen usual communication in the Workplace is the most effective way of passing information because we human people process things in images in our mind. The mind is very powerful part of the human being so what our mind process can have also more value then some words and we can keep in our mind those things we see for a very long time in our life.

· Written Communications

Written Communication can be an email, letters, faxes, postcards, contracts, internet, websites etc.
Basically, could be everything what we write.
There are two types of Communication: Written and Oral.
Written Communication is the most important and the most effective.
There are also some advantages of Written Communication:
· Saves Money
· Written Proof
· No need for personal contact
There are also some disadvantages of Written Communication:
· Costly
· Lack of secrecy
· Delay in Communication

· Formal and Informal

Formal Communication is one of the channels of Communication throughout the organization. In the other side, the Informal Communication is about the form of Communication which flows in every direction.
The main types of Formal Communication within an organization are downward where information moves upwards where information moves from employers to management and horizontal where information shared between colleagues.

Informal Communication at work it can be written, spoken or even through body language.
So basically, the Formal Communication it deals with the sharing of official information with people who need.
In the other side the Informal Communication it is sharing of information with friends, colleagues and could contain slaw words.


Active Listening

Active listening, we use every day, everywhere. We use Active Listening at home, with family, friends, at work, etc. Is not always easy to try to understand accurately what the other person is saying. Many people are struggled to listen someone else for many reasons.
I think try to understand what someone else is trying to say is very important. Understand what the other person wants to say is one of the keys of the Communication.
Communication is very important.
Is the key of the life.
We can say the same thing using different words. The meaning could be the same, but the difference is how the other person receive the message we are trying to say.
Is very important to make attention about the words because with the right words we can avoid problems about misunderstanding.
Misunderstanding quite often is the key of conflicts.
Paying attention when someone else is trying to have a conversation with us is also very important. Is kind of respect for the other person.
When someone is trying to have a kind of conversation with us another factor very important is to keep the eye contact and to not interrupt the interlocutor.
Many times, I found myself trying to have a kind of conversation with someone who never look into my eyes. To be honest I felt bad and this is not respectful. So, the eye contact is very important.
Often is quite hard to stay relax and to listen in silence while the other person is talking with us. Can be for many reasons. For example, during one argument is very hard to stay relax and often happened people not let other people to finish to talk.
Listening

Listening is part of the Communication. Is a skill vey useful in the Workplace.

I work in a big Pub since last February. Is an English Company “Wetherspoon “ 
For doing my job the Communication is the key of the success. Without any type of Communication would be impossible doing my job. In most of the jobs Communication is the key.
I work at the Bar Station as Bar Associate. My principal duty is to serve the customers offering them the best and quicker customers services. The Pub is quite often very busy so in my shift I see plenty of people. Some of them are local customers. They come in the Pub every day and with time I had the chance to have a bit of chat with some of them knowing a bit more of them and about them life. After many months since I’m working in this Pub now many customers know my name and some of them prefer to be serve by me because I already know what they drink.
Obviously, there are also many customers not regular.
Listening is one of the key factors for my job because if I don’t listen what the customers order to me then would be impossible to do properly my job. At the same time is also very important the customers listen to me with attention every time I repeat them orders to make sure there are no mistakes. Sometimes is happened even repeating them order they didn’t listen carefully because they weren’t enough focus and then when the food or drinks come to them table then they complain. Too late. This problem was possible to avoid if they were focussed to listen when I was repeating them the order. Obviously, this can happen also to me if I’m don’t very focus in listening what they order. Since I work in this Pub, I found out how many accents there are. Is amazing. Many people ask for some pint of Heineken using a different accent and to be honest sometimes is also very hard to understand what they want and then for make sure I use to ask again because I prefer to avoid any mistakes. Obviously when is possible.
So, in my job the skill of listening is very crucial. Another important skill for listening when I’m working is to be very focus and to be concentrate. Many times, I found myself, especially when I started to work in this Pub, without experience and with the lack of focus because I wasn’t used to.
Is not easy to stay always focus during my shift because many things can happen and because when I start to be tired obviously is much easier to struggle to be concentrate in what I’m doing. Obviously when I started to work in this Pub everything was harder to me. After a while, everything started to be easier and I exercise my mind to stay focus even when I’m tired. The mind must be exercises. Need time and patience. But is possible. Everything is possible. Yes… I like to think everything is possible in the life and there is no limit. We build our limit. We can always improve ourself.
Another very important skill I need for doing my job is the Knowledge of different types of drinks and food. Because in the Pub we don’t serve only drinks. We serve food as well. I remember when I started to work in this Pub, I needed to learn all the beers names we have in the pub and how to pour them in the glasses and where to store the glasses in the shelves. We have many types of glasses and each of them go to a different shelf. In fact, in the beginning I was slow because I did not this kind of knowledge, I needed to perform the job. I also work behind tills, so this was another thing I needed to learn and how to deal with money and to make sure to give the right change to customer. 
It is acceptable to make some mistakes with food and drinks order but not with money. 
Now I am much faster than before to taking orders from customers and to work behind the bar that is thanks to the knowledge I have acquired in the last month. This type of knowledge comes with practice.

Another important skill I need at work is the body language. From my point of view, it is important when I deal with people I do not know. By my body knowledge I can show customers my confidence when I am working. Working with confidence is important and help me to work better. From customers feedback I now am aware that they are more comfortable being served by people like me who can show that confidence at work. For example, if customers are being served by someone with a lack of confidence, they are unhappy because they think they are not going to be served in a efficient way and they tend to be upset about it. This is part of body language also the eye contact is very important as it shows confidence to customers. Also, the posture the customer can find out if I work with confidence or not. When I served customers after a few seconds I know if I am myself dealing with a confident customer or not because of their posture and body language. I think it is more important than I am confident as I am at work. 

Another important thing at work and in the personal is self-awareness.  This personal trait helps to identify my strengths and weaknesses and to be able to improve myself. 

Another important thing is to manage expectations at work because my managers and colleagues expect a great job for me, and the customers expect a certain level of customer services as they come to the pub because they want to have a good time. 
The best thing is to see how happy customers are when they are being well served and then they usually come back not only for the drinks but also because of the customer service provided in the pub. However, it can be challenging to be deliver a good customer service sometimes not because I do not want to but because we are under staff and it is quite stressful. Being able to deal with aggressive customers and to remain calm at all time is very important and it is required in customer service. I did refuse to serve some customers because they were drunk and too aggressive so it is my duty to not serve them as they can be dangerous for other customers. If they happen to be too insisting for me to serve them, I explain to them calmly and call my manager if required. 
I have been able to deal with this kind of rude and aggressive customer since I started to work in a pub. Now I can deal with this customer without calling my manager as I know how to deal with conflict at work. 



CONCLUSION OF LISTENING

[bookmark: _GoBack]I have realised that listening skill is important at work as I have to deal with customers and every customer is different and has a different request so for me to serve them well and give good customer service, I need first to listen to them and take the right order without making any mistakes. However, I am aware that people with low listening skills are causing issues at work as they do not deliver good customer service so it important for me to help my colleagues to improve their listening skills. 

In my opinion team meetings are very important at work as it is the opportunity for all members of staff to raise any issues or concern and listen to each other to be able to communicate better and improve the way we work together. 

 










Conclusion

We can understand that the Communication is vital in the Workplace like in the Personal Life. We can see there are many types of Communication. All of them are important. Communication is a skill not everybody has. There are many benefits of Communication Skills. In the other side with Poor Communication Skills is impossible to show good performances at work and will also decrease the confidence level, poor customer services, lack of focus and decrease skills.
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