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Based on our Module of Employability Skills for Health and social care and class exercise, communication is a way of interacting with people, and communicating.
It is part of exchanging information, whether in writing, speaking, Telephone, Voicemail, Letters, Media, or online.

Ref: According to Weiner L,(2018) people also use Art to communicate, Art can express political ideas, reinforce religion or convey deeply personal thoughts.
Art communicates in different ways, including through symbols or allegory, in which a figure stands for an abstract idea.
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This assignment was used in so many ways in Academic and Employability Skills.
Week 1. We identify the skills we need, rules and general housekeeping, hearing and teaching strategies.
Mini presentation 2-3 minutes with our partners in class, activities, and class discussion

Modules Contents in which we identified and explored gathering all the relevant information, researching and identifying the skills we need to complete this assignment.
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According to Indeed.com There are four kinds of communication.
1. Verbal
2. Nonverbal
3. Written
4. Visual

Communication skills are healthy and very efficient in the workplace, reason being to help run a company you need to be very communicative to ensure that all relevant information is passed on.

There are also barriers we face within Communication. It is very important that we understand some of the barriers we face within our environment whether it's our work or our daily lives.
There are so many barriers we can face when we are communicating to people especially within our work, this can cause one to be very uncomfortable, and feels that they cannot approach anyone to talk to. 

One of the barriers I have to face within the working environment is where staff finds it hard to communicate through lack of knowledge and understanding. Some staff are stuck in the old ways and find it difficult to accept changes.

How Can I Break the Barriers? (Example)  
For me to break down the barrier of one of my staff, I had to plan a strategy on how I was going to do this.
First, I had to put a plan in place on how I am going to achieve this along with other member of staff and how we all going to benefit from this
Secondly had to arrange a meeting with the college so that the college
Third had to build a trust with the colleague so that she understood that I am here to support.
Forth I had to understand if there were any issues that she was having 
Or was there any problem with other colleges that needed to be resolved, was there any issues of her /him understanding instruction, was there learning difficulties, and was it a case where that was just her personality, or was there some changes we need to make.

By doing so after having the meeting we were able to analyse the issues. Where the next plan was to put a plan in place for her/him and give the next step where we can review on a weekly basis. (Tuesdays 14:00 hrs) was her/his weekly meetings. We had the meetings for six weeks which was the deadline for the ones to ones.
After having these meetings there were massive improvements in their daily and everyday life at work.
They both enjoy the meeting as they found it to be very interesting. they were able to communicate and understand the barriers that were affecting their work. They 
Also enjoy the one to ones as they got the full attention they need and the support they taught they weren't getting. With all of this the communication improved and they were able to get on with their colleagues.

According to Alison Doyle January/02/2020 (recent) there are also two type of communication skill, which are hard skills and soft skills
Hard Skills: Hard Skill is teachable and Measurable abilities such as writing, reading, maths or ability to use computer programme.
Soft Skills: are a combination of people skills and social skills, communication skills, character or personal traits, attitude, career. 

Example of Soft Skills:

1. Communication
2. Flexibility
3. Leadership
4. Motivation
5. Patience
6. Persuasion
7. Problem Solving Abilities
8. Teamwork.

Example of Hard Skills:

1. Computer Technology
2. Hard Communication Skills
3. Data Analysis
4. Certificate and Licenses
5. Marketing
6. Project Management
7. Design
8. Cloud Computing.
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Reliability is a consistency, being trustworthy someone you can rely on,
It's also a measure of whether you can always depend on a person or persons to get you the same results. Reliability is one the skills required especially within the field of business, this would be teaching, management, board meetings, and organizing, it shows good performance when you have a staff or a colleague constantly being Reliable.

Ref:(Google) What is Reliability By Saul McLeod, Published 2013 show that, the term reliability in psychological research refers to the consistency of a research study or measuring test. 

This is to prove that someone who is constantly being reliable and consistent in whatever she/he does would produce good results.

Dependability: According to Research on Wikipedia Dependability is a measure of a systems availability, reliability, and maintenance support performance, however both Reliability /Dependability compliments each other as both requires the same consistency where you can require good result, it's an ability to maintain and relied on. Within the business sector it is important that you have a member or a colleague to be very much Reliable and dependable, especially with time management. With this you can get good results and good feedback.
                                                                                               







[bookmark: _Toc39156355]Conflict Management:  

Conflict within the management is where two people do not see eye to eye or do not get along, which can cause tension within the workplace or any environment. 
They are two types of conflict   1. Dysfunctional conflict
				           2. Functional conflict

Dysfunctional conflict will cause underperformance
Functional conflict will improve performance. 
Being a former Tesco Manager I have been on training regarding how to settle a conflict within the place of work. From experiences it does affect work performance
However, with the right skills required both parties can enjoy a place of work and achieve their gold.

When they are in conflict within the work environment it can cause dysfunctional if not resolved it can lead to an investigation which could lead to a disciplinary or a dismissal, for these reasons its best to defuse the situation as soon as possible.

Ref: According to the Leadership programme 2012-2013 sponsored by the Provost’s Office John Hopkins University.
Catherine J. Morris,JD Associated Faculty John Hopkins Bloomberg School of Public Health cmorrison@createagreement.com
Understanding the Fundamental concept of conflict management,
Acquire specific tactical approaches to conflict situation
Apply the understanding to more effectively assess and manage two
Party and multi-party conflicts.

How can we keep conflict cognitive?

1. Make the approach
2. Share perspective
3. Build understanding
4. Agree on solution
5. Plan the next step.

Efficiency at work:  Efficiency at work or any form of business is very important. It's a tool that is required and is very beneficial to the company and the working environment.
Efficiency means getting the job done on time and it's very productive. Being efficient requires you to work hard, achieve your gold, and accomplish your task on time.
With being Efficient you will always accomplish and achieve which will take you to the next level. 

Ref: according to Obstander.J, (n.d), there are four steps to an efficient day at work.
John Obstander Linkedim.co/injohn-Obstander-5b1a77126

1. 4 Steps to an Efficient Day at Work.
2. 3 Steps to be Efficient at Home.
3. Efficiency: The Secret to Happiness in life
4. More Resources to Boost Your Productivity
4 Step to Efficient Day at Work: To act effectively, first, you must think effectively.
1. Set precise Goals
2. Have an Enterprising Mindset
3. Let your Desire Burn Bright
4. Set Dynamic Schedules.
3 Steps to be Efficient at home.
1. Find a Solutions, Not Problems
2. Let your passion burn bright
3. Reinforce the Process
Efficiency: The secret to Happiness in life. According to Phillip Fisher’s (Legendary Investor and author) sons, his father never worked more than 8 hours a day. The reason Why Fisher was able to live such extraordinary successful life for over 70 years is because the little time he did spend working he donated it to the maximum of his ability.
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Teamwork is where a group of dedicated people gets together to build a team, and to focus on delivering good results.
In order to build a team you must have the right people in place, then you can put a plan in place, you also have to have a strategy (i.e.) a structure for a design ,to achieve. Working together also builds communication where everyone communicates and understands their task  and the need to be accomplished on time.
It is also important to have a head of a team where they will check in to see how they are doing, any feedback that needs to be addressed, how is the work getting on, and any other information that needs to be input.
Teamwork also helps to improve efficiency, and meet deadlines on time with good results, and high performances.

Ref: Video http://www.teamwork.com.ellas
Ellashitchen.co.uk
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An organization is a group of people who wants to form a business together for any form of purposes, for example a charity or an event organization, Retail etc.
Organization is putting something together, whether it is a building or a business.

Ref: http://en.nwikipedia.org>wiki

Meaning of the word organization or organisation is an entity comprising multiple people such as an institute or an association that has a particular purpose. The word is derived from Greek word organon instrument and organ.

Ref:http://www.der.es>unit 3 PDF. There are three main types of organization.

· 1 Structure
· 2 Functional
· 3 Divisional and Matrix Structure (which is a hybrid of divisional and of a functional structure)
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The purpose of an organization is a clear purpose or a mission to understand and manage.
A common purpose unifies employees and helps them to understand the organization directions.
Ref: http://courses.lumenlearning.com

A Business organization 

In a business organization for example (Tesco’s) customers are really important including the workers and managers. Without no customers and staff there will be no business, so therefore no one will be able to serve the customers, which means customers will be dissatisfied therefore the business will go down.

With a good team and leadership, the business organization will strive and reach its potential gold.

A business organization must have all its structure in place, must be committed, and must have the right direction.

In any Business Organization customers are valuable and their input or feedback is very important to the business, as this helps the business to progress, that is why it is important for customers and staff to also have an input or a say if things don't go well.

In any Businesses there are also three factors

· 1. Responsive
· 2. Reliability
· 3 Design with Quality
 
The above factors are the three keys to an organization, each factor is strong to make a Business Organization become successful. It's very important that the organization as a Business listen to the customers and also the workers. 
It helps the Business Organization to track in the right direction.
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After collecting all the information and researching it only shows and proves how important it is to communicate, and how we can communicate in so many and different ways. Weather is touching, sign languages, eye to eye contact, and body languages.
It also shows that we can also communicate through emails, letters, social media, telephones, voicemail, and also through WhatsApp messages and also, messenger,

It shows the connection through success and also has the information sources, the transmission sources (signals) and the channels noises source such as radios, television laptops, (etc ) in which we received our messages, and the destination of how far our messages can reach through communication.

Reliability is very important and also shows how reliable and consistent one can be, it has been proven when you are reliable and consistent its shows how productive one can be and also helps to achieve one's goals. 

Conflict in the workplace can cause dysfunctional where you are underachieving 
And can be very detrimental to one performance, however when you are functional you will achieve your goal and rise to the top. 

Efficiency is another factor where you can get all your tasks completed and be productive and go together with reliability. Both reliability and efficiency will enable you to achieve your targets and ambition to rise to the top.

Teamwork is one of the most essential within your workplace or business, it enables you to have good results, being productive, good team built, and communicating.
Understand one another, able to trust your team to use their own initiative and complete any task or deadline that is set before them.
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