[bookmark: _Hlk17395425]1.INTRODUCTION

The aim of this portfolio is to demonstrate my understanding of the Effective team working and communication skill which I have acquired during my studying time at the university.
[bookmark: _Hlk17395493]2.MODULE CONTENT
 The module was based on communications types  , working in the team , how you can communicate with people from different background ,  we had some class exercises and watched you tubes which we  can implied was very helpful ; what can be the cause of bad communication , the advantage and disadvantage of Shannon Weaver model , Schramm ‘s model of communication , Berlo’ s model of communication , how to write business e-mail and case study analyse .
[bookmark: _Hlk17395543]3.LECTURERS EXPECTATIONS
On the first 4 weeks the lecturer have explained the module content, we have understood what he will be expecting from us and how we can gain the skill to become highly effective person in communication, what we do and don’t have has skill regarding communication and the way to improve my communication skill.
[bookmark: _Hlk17395600]4.THE BENEFITS OF HIGHLY EFFECTIVE COMMUNICATION
According to Covey (2019) there are seven habits of highly effective people one of them was how  you should be more proactive ,look ,listen and understood before you speak , prioritizing thing , have a win to win mind and,  how to find solution with people from different background ,so  the article was very interesting because it giving you a clear view of your  level of communication and how  you can improve also how to respect people opinion specially when you are working in a team or leading a company. It happened so many time that we don’t understand that our approach to others are not good until you make several mistakes for example I have seen at my previous work place the manager created a conflict between the worker due to the lack of communication.
[bookmark: _Hlk17393669]According Icebreaker bingo [n.d] it takes time to solve problems or conflicts the barrier between people before opened up or talk about themselves and soon the take off the barrier it led them to build a strong relationship and  , respect and the willingness to approach others helps to know that you are not dealing to an stranger .we found it bizarre that people become friends after having a  big disagreement and fight .  Conflict come first in the team prior talking about themselves in our first day at the university students introduce themselves which at least given us confident to approached each other, that is something we can usually don’t take into consideration, but it has a huge positive impact.
[bookmark: _Hlk17395880]5. VERBAL AND NONVERBAL COMMUNICATION
[bookmark: _Hlk17393945][bookmark: _Hlk17394238]The difference between verbal and nonverbal communication , the lecturer given us a class exercise to search different types of verbal and nonverbal communication , the example of each of it and , different pictures which was showing different body languages , further we have  defined the verbal communication is  when  you share the information to others by speech or talking .Business dictionary(2019).  The nonverbal communication according to (Nordquist ,2019) is receiving or sharing information without speech. We have looked the impact of verbal and nonverbal specially when you are going for job interview and working in management it plays a huge role. The lecturer said that the smile is universal ,  body language count in job interview and we watched some video which was showing some good  example of communication for example ,  giving someone flower means the person is pretty or you are  complimenting the person , and other form of communication like Journal , media,  pictures etc .( University of Amsterdam video),(Quintanilla et al ,2017)
When I was in South Africa, I have witnessed my supervisor having a big argument with a colleague because, he didn’t have the skill. My colleague lost his close cousin while he was at work so the colleague like to laugh and he is always in happy mood when he received the phone call ,he is mood changed and he refused to informed us ,but looking at his face he was so sad and asked the Supervisor to let me go home unfortunately the Supervisor couldn’t read his facial expression( nonverbal communication )  tough he was joking or lying   and refused to let him go  as it was a busy day however,  if the Supervisor had the skill they shouldn’t end up in big argument because he could read the person mood .
[bookmark: _Hlk17395975]5.1Example of nonverbal communication
This Photo by Unknown Author is licensed under CC BY-SA-NC


[bookmark: _Hlk17396033]6.MODELS OF COMMUNICATION 
6.1Shannon -weaver model of communication 
[bookmark: _Hlk17393830]We have learned the models of communication, how it can be transmitted and one of the models of communication was Shannon weaver, According to businesstopia (2018). 
Was founded in 1948 by CLAUDE ELWOOD he was mathematician American and Weaver was a scientist. We had some class exercise  about the business man who was the sender, the encoder was the telephone network , the receiver was the worker and the noise was the channel due to network disruption the worker could not receive the full message  .We have  looked at Shannon weaver model of communication advantages , levels of communication problems and his criticisms .
In the class the lecturer explained that there were 3 types of problems of communication which are: Technical problem was the method the channel can germ or maters, Semantic problem was the connotation of the message dispatch and received differently, and Effectiveness problem was how successfully a message can germ reaction. 
Talking about the advantage of Shannon weaver model of communication was the conception of the noise did help the communication successfully eliminate the noise and, the issue was causing the noise in the communication. The mode of eliminating noise change the communication in two -way procedure and that invented model in general to become relevant and significant. Concerning the criticism of Shannon weaver  model of communication it appeal further more as interpersonal communication than group or mass communication because , the receiving person entertain the passive piece in communication course while the sending person act primitively the role the message send so the feedback is not really  into consideration when I compared the sender messages therefore the Shannon weaver has been criticised for inaccurate falsification and description of human communication . In class we had an exercise about Pedro and Maria implying how Pedro misunderstood Maria due to the noise environment , he should know that noise is barrier in communication therefore he should found a quite place to listen to Maria or asked her  to text him and because feedback is taken less inconsideration it was more likely to misunderstood her . In this case I have seen people getting in trouble or conflict for that I haven that feedback plays a big part in communication unfortunately you will find student accepting what the lecturer he saying without understanding there is other who are shy to asked question or  to make sure he understood the module or  the topic.
[bookmark: _Hlk17396222]6.2 Shannon-Weaver Model of Communication diagram

. [image: C:\Users\steve arthurs\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\B0FD9010.tmp][image: Shannon and Weaver communication model]

[bookmark: _Hlk17396369]
66.3 SCHRAMMS AND BERLO MODEL OF COMMUNICATION
The lecturer given us  two another  model of communication which was BERLO S model of communication and SCHRAMM S model of communication,  so according to (Goodall et, al April 2007) Berlo got the idea from  Shannon  and weaver model of communication to develop the communication that himself called it an influential model of communication due to his conception to transport the message from the sender to the receiver without any missing information which was described as fidelity of message . In class we have seen that the vocabulary was the barrier in Berlo s model of communication and we had class exercise the Professor of English at well know was living in mason house near a small village and , one night he was smoking his pipe and fell asleep and his house caught fire so he rushed to the village to seek help unfortunately the village people didn’t helped him because , he was using  strong vocabulary therefore the they didn’t assist him  but if he had used Schramm model of communication which is based on feedback to make sure that the receiver understood the sender they should helped him , although the Professor was highly educated he should simply used easy vocabulary knowing he was dealing with less educated people so for me the Professor could said my house is burning than the edifice  is being consumed by a great conflagration in that case we have concluded that the vocabulary was the raison why the village people didn’t helped him .
 I  think it was very important even for us to know that it happen that you come across to people from different background and instead of using simple vocabulary to let make understand you want to use strong vocabulary sometimes to impress people while for me I do understand communication is not about impressing people but about passing the message to be understood.
[bookmark: _Hlk17396439]6.4 SCHRAMMS MODEL OF COMMUNICATION DIAGRAM

[image: C:\Users\steve arthurs\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\74C34187.tmp]

[bookmark: _Hlk17396489] 6.5 Berlo s Model of Communication diagram[image: berlo's model of communication]

[bookmark: _Hlk17396560]7. BUSINESS EMAIL
Students had in class exercise to write an email as a Professor of English at university who received an email from a student who was confused about communication and asked the professor to tell him what does mean  communication, what are the types of communication? and the example of each. Lecturer have shown students the best or polite way to start an email and, how to end it for example it is always good to start by Dear and end your email by kind regards or your sincerely, other think was how student could send a short email but significative.
Student had another in class exercise about an employee  called Jack-Daniels been asked by a Director of communication to join the communication training team so Student have to write an emails as he was the director of the communication , student should tell to Daniels why is writing ,what he have observed and fancy about Daniels communication and why he think Daniels will be important  to the team ? I did good expect I did not understand the content or why they were writing Daniels. 
I do have the skill because I can read and write politely but I will have to improve my grammar and understanding prior to email someone or email back. 
[bookmark: _Hlk17396603]8.CASE STUDY
Students had their last in class exercise in class about Mark who was a very good salesperson in the chemistry supply company due to his good performance his was selected to travel to California to meet chief executive officer Ms. Mills she is knowns as not easy person to deal with and Mark was already told about her by his work  colleague and , Students was asked to read the passage and to put themselves in the same scenario if it them what the could do different to Mark and why ? what Mark has done to change the chief executive mood how he could ameliorate his communication skills ? 
I have analysed that the case study was very good because I did cover all the points, therefore I realised that I have improved my comprehension and the in class plus the feedback from the Lecturer was very helpful. 
9.CONCLUSION 
The point have covered, I can say the module was very helpful because communication skill is what a student need or at work place to have the ability to communicate effectively , reading people facial expression , knowing the barrier of communication , what lack of communication can cause among people , the Lecturers expectations at the university , how to analyse a situation and to stay focus on your topic, and the how to make an email short and explicated  these skills are what a student need at the university and work place .Therefore this module has helped me a lot in term of communication ,annalistic and writing skill.
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WRITING A BUSINESS E-MAIL

You are Professor of English at a University and you receive this email from a student.
To: L '0\7 d

Cc:
. SUBIECT: CarmmuniCo Hn an Swer

Dear Professor,
| am confused about Communication.

Could you please tell me 1) what it is 2) What the different types of communication are and 3) Give
me examples of each.

Thank you very much,

Student Lloyd
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L BMSW4002

In-class exercise 1

Ex.2. Read the following brief and write a business email according to the instructions.

You are Director of Communications at your company and you would like an employee, Jack Daniels, to join

your Communications Training team.

- Tell JD why you are writing

- Say what you have observed an(d like about his communication skills
- Tell him why you think he would be™a
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Time allocated: 1 hour. Please return your paper to the lecturer upon comp!etio.t'n. It‘ will be returned
to you at the next session. You will need to include a scanned copy of this exerciseé in the form of an

appendix together with you Task 1 (part of the Assignment for this module).

(7?77-5/‘4’\5 - Mukandk student ID: / R(6 26

Student Name:

Ex.1. Read the following passage and answer the questions.

The professor and the village people
A Professor of English at a well-known Welsh U

never went into the village, bur shopped in the town nea
with the village people, who were largely uneducated and did manual jobs. O

asleep while smoking his pipe and the pipe fell onto the carpet and started a fire.
on fire, he rushed into the village, screaming:

niversity lived in a large house not far from a little village. He
r the University because he had nothing in common
ne night, the professor fell

When the professor awoke and saw the house
The edifice is being consumed by a great conflagration!’
The edifice is being consumed by a great conflagration!’

The village people looked at him and continued doing what they were doing.
‘Don’t you understand?’ He said. “The edifice is being consumed by a great conflagration!’

They ignored him.

When the Professor returned home, he saw that his house had been completely destroyed. He sat down on
the ground and wept. The next day, he went into the village crying. ‘Why, oh why didnt you help me? My
home has been destroyed by the fire. | came and begged you last night.” He wept.

‘But Professor, why didn’t you say that your house was on fire? We would have helped.’ g
.

Q1: Why didn’t the village people help the Professor?
Q2: What should he have done to get them to help him?
Q3: Whose model of communication do you think can explain this situation?

Q4: Why? Q)w\
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% e it David Effective Team Working and Communication - Term 1

1. Given the professional context, what would you have done the same and/or differently if you
were in Mark’s position?

2. Do you think Mark accurately evaluated the context? Why or why not?

3. What communication factors led to the change in the chief executive officer’s disposition?

4. How could Mark improve his communication skills?
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pletion. It will be returned to you at the next session. You
cise in the form of an appendix together with your Task 1

Ex.1. Read the following passage and answer the questions on the next page.

Case Study: A Day With The Chief

Mark is a top-performing salesperson at a pharmaceutical supply company. As a reward for his
performance, he is treated to a trip to the corporate office in California to meet the chief executive

officer, Ms. Mills. Ms. Mills is known around the office as the “Wicked Witch of the West” because

of her short and sometimes abrasive demeanour.

Mark’s co-workers share “horror stories” of their encounters with her, stating that she rarely makes
eye contact, never smiles, and dislikes being approached unless she initiates the conversation.
Although he is excited to travel, he is also nervous about what he and Ms. Mills might talk about.
He prepares by thinking about how he can share his sales strategies and techniques. On the day of
the meeting, he waits patiently for Ms. Mills’ assistant to call him into her office. When he is escorted
in to meet her, he is shocked to see a petite woman behind the large desk smiling back at him with

kind eyes. He approaches, shakes her hand, and waits for her permission to sit.

Ms. Mills is nothing like the horrible person they made her out to be. Ms. Mills asks Mark several
thoughtful questions about why he is successful, ways the staff can be supported, and how the
company fits in with his professional goals. Mark feels more and more comfortable as she leans
forward to listen intently to what he is saying. Mark loosens his tie, crosses his legs, and begins
sharing stories of how he feels his immediate supervisor has dropped the ball on more than one
occasion and that the team would be better if more money were allocated to incentives and
bonuses. Mark immediately sees Ms. Mills’ eyes begin to squint and her brow furrow. She stands

up abruptly and says in a gruff voice that their time is up and that her assistant will show him out.
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1. Given the professional context, what would you have done the same and/or differently if you
were in Mark's position?

2. Do you think Mark accurately evaluated the context? Why or why not?

3. What communication factors led to the change in the chief executive officer’s disposition?

4. How could Mark improve his communication skills?
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