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Angie Vanesa Garcia Navarro
Teamwork is a key to success where every member contributes with their skills and expertise, everyone works together to achieve a goal, but if they fail everyone takes equal responsibility, and everyone is responsible for the success. However, in order become a team a group of people have to meet five primary conditions. With a compelling direction, structured, supportive and requires expert coaching. For a team to have success, effective communication is essential, and every team member should have good communication skills. This is essential for individual 
and team and organizational success (Andrea et al., 2017)
[bookmark: _Toc29235354]
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I am working as a Student Advisor for a student recruitment agency named Elizabeth School of London, based in Canary Wharf. The purpose of the company is recruiting students for UK Universities; they train and prepare students for admission tests and provide support related to their University, UCAS and Student Finance England application.
The company works with all the major Universities in the UK. The company follows a functional structure and there are many functional areas. The functional areas include a Management team, Marketing, Administration, an Academic team, HR, IT and International Team. People work in different groups within these functional areas. There is a CEO, Operation Manager and Team leader in each functional area.
Communication is the medium designed to share information through a different channel. (Macmillan Dictionary,2009-2019)

[bookmark: _Toc29235356]Team work

Communication within the team is very important due to the nature of the company and privacy of students' data. When a student comes to us for information the first thing we do is we ask students to fill a form and write a personal statement. After that, the form is given to the appropriate admin team based on the institute. The admin team will communicate with the student after to book preparation classes followed by an exam confirmation. Then the student's details are passed to the University for an interview booking. Throughout this process, practical and real-time communication is critical. Any mis- communication could result in a deadline being missed and a student may not get the chance to attend the interview. To ensure that this doesn’t occur the real-time update team continuously communicates with each other by various methods such as official emails, text messages, verbally and by an official whats-app group. This is to ensure the security of data. Communication is the most important factor in my job, misunderstanding messages can make your tasks more difficult and lead to the loss of students from the business.
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[bookmark: Communication_can_consist_of_2_different]Communication can consist of 2 different forms which the individual can express themself, by verbal and non-verbal communication.

[bookmark: Social_media_integrates_into_communicati]Social media integrates into communication, this has resulted in new models of communication being created that support small and medium sized businesses. When there are faults in communication, there are models that analyse the situation and find benefits for the enterprise. (Ungerman and Myslivcová, 2014)

[bookmark: Verbal_Communication][bookmark: _Toc29235358]Verbal Communication

[bookmark: This_is_the_process_that_consists_of_sen]This is the process that consists of sending and receiving messages using words. This happens orally with the interaction with two or more individuals or through a different channel, for example, by media or letters. It is an essential factor; however effective non-verbal communication is needed to complement verbal communication to ensure that it’s effective. (Verbal vs, Non - verbal Communication, no date)

[bookmark: Verbal_communication_is_essential_for_me]Verbal communication is essential for me to achieve success with my students, for managers to send more information to the employees and to build effective working relationships with universities.

[bookmark: Non-Verbal_Communication][bookmark: _Toc29235359]Non-Verbal Communication

[bookmark: Non-verbal_communication_refers_to_commu]Non-verbal communication refers to communication without words. It is frequently used to express what your body feels.

[bookmark: The_first_medium_in_non-verbal_communica]The first medium in non-verbal communication consists of visual images that give more credibility to verbal communication.

[bookmark: Process][bookmark: _Toc29235360]Process

[bookmark: There_are_four_factors_in_non-verbal_com]There are four factors in non-verbal communication:

[bookmark: Firstly,_it_expresses_emotion_and_often_]Firstly, it expresses emotion and often used when an individual is having a conversation, by facial expression or body language. The second one is interpersonal skills and the capacity to decipher the message sent from verbal communication. The third one is about the personality such as style of life, how an individual works or their individual behaviors. Finally Ekman (1965) states that nonverbal communication complements verbal communication and that both are closely connected. Jones & Lebaron (2002); Laplante & Ambady (2003) support this view as both verbal and nonverbal communication must transmit the same message. (Andrea et al, 2017. p.70)

[bookmark: At_my_workplace,_I_use_non-verbal_commun]At my workplace, I use non-verbal communication to build a strong relationship with my students and this is a key part of my responsibilities.

[bookmark: It_is_essential_to_improve_performances_]It is essential to improve performances to achieve good results. (Phutela, 2015). When I am explaining the student the process, I must have a posture that indicates I am honest and friendly.

[bookmark: I_have_gained_a_lot_of_experience_in_my_]I have gained a lot of experience in my current job and my ability to observe a student and decide on the most effective form of communication has improved. I observe the posture of the student and their body language before deciding how to start the conversation.

[bookmark: Theory_of_Communication][bookmark: _Toc29235361]Theory of Communication

[bookmark: Theory_of_Communication_is_a_system_of_h]Theory of Communication is a system of how communication works; the theories are continuing development; thus, not means is just study it. (Littlejohn, 2002, p.25)

[bookmark: Theory_of_communication_helps_explain_ho]Theory of communication helps explain how to create a process: there is the sender that transmits the message by a channel and the type of channel you can use to communicate. This explains the behaviours of human communication and you can evolve new projects and ideas using this.

[bookmark: The_primary_models_that_have_contributed]The primary models that have contributed to the history of communication are the Shannon-Weaver Model of communication, Berol's model and Schramm’s model.

[bookmark: Shannon-Weaver_Model_of_Communication][bookmark: _Toc29235362]Shannon-Weaver Model of Communication

[bookmark: This_model_was_the_collaboration_between]This model was the collaboration between the mathematician Claude Shannon and scientist, Warren Weaver, in 1948. They worked together for Bell system, and wrote an article titled “A Mathematical Theory of Communication. We could be considering the founders of communication. (Dr. A. Amudacalli, no date, p 91)
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[bookmark: How_is_the_process_and_advantages][bookmark: _Toc29235363]     Process and practice at my workplace

[bookmark: This_model_that_is_shown_above,_is_a_lin]This model that is shown above, is a linear and simple process. It starts with a source that is the sender, the message has been converted in codes according to the machines used. The medium sends the code. The receiver has the responsibility to interpret the final message and sends feedback, but the channel used can be affected by noise source and this means the receiver could encounter some difficulties in understanding the message without appropriate instruments. (Arun, 2012, p. 91)

[bookmark: The_advantages_of_this_model_are_flexibl]The advantages of this model are flexible to use in general communication, and we can identify where is the problem such as the noise source originates from and make it easier to solve. (Businesstopia in Communication, 2018)

[bookmark: At_my_workplace_the_Shannon-Weaver_model]At my workplace the Shannon-Weaver model, usually is useful when the manager sends vital information about the changing of interviews, new requirements, student finance and University Courses along with documents and pictures. The channel used is by telephone networks such as an application like WhatsApp and the source noise is that mobile phones are not able to open all documents or view them efficiently. This makes it more difficult for the receivers in this model to complete their tasks.



[bookmark: Berlo’s_Model_of_Communication][bookmark: _Toc29235364]Berlo’s Model of Communication

[bookmark: Berlo’s_Model_is_the_evolution_of_the_Sh]Berlo’s Model is the evolution of the Shannon and Weaver Model. It gives variation to each component and Berlo explains what happens during sending and receiving messages and how much this influences the communication process. Joel. B., & Andrew, T., (1987)

[bookmark: How_is_the_process_and_practice_of_Berol][bookmark: _Toc29235365]     Process and practice at my workplace

[bookmark: Four_factors_that_are_important_to_under]Four factors that are important to understand Berol’s Model: Sender, Message, Channel and Receiver, every component has their own variations:
[bookmark: The_sender_is_the_source,_who_is_sending]The sender is the source, who is sending the message. The variations are related to the communication skills of an individual. The person must be clear transmitting a message to avoid misunderstandings. Attitude, the relationship between sender and receiver can influence the messages being sent and affect the content within the message. Knowledge about sending messages effectively can generate a higher change of success. The Social system and Culture of an organization can affect the manner in which a message is sent and responded to.
[bookmark: The_message_is_the_content_that_are_you_]The message is the content that are you sending, this could be verbally or by another form of communication. The variations involved are non-verbal communication, the treatment could also affect the final feedback. Structure, a clear structure is required to communicate a message effectively and the Code is the type of message being sent.
[bookmark: The_Channel_aspect_of_the_model_refers_t]The Channel aspect of the model refers to 5 human senses which are hearing, seeing, touching, smelling and tasting; these are used to decode the message.
[bookmark: The_receiver,_the_quality_that_a_receive]The receiver, the quality that a receiver should have are good listening and comprehension skills and this is linked to the quality of the sender. A receiver must understand the message. (Businesstopia in Communication 2018)
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[bookmark: Source:_By_Autor_(1)]Source: By Autor

[bookmark: I_have_improved_at_my_job_after_thorough]I have improved at my job after thoroughly researching this model. I could see the best way to communicate with my students
[bookmark: Furthermore,_it_has_allowed_me_to_evalua]Furthermore, it has allowed me to evaluate which skills I need to develop. I must improve my attitude, be more professional and develop my knowledge of communications. I have to consider which country the students come from.
[bookmark: In_regard_to_the_message,_I_have_to_pay_]In regard to the message, I have to pay more attention to non-verbal communication. The channel is mainly focused on hearing and seeing; many times, I have seen students understand my message by non-verbal communication, good listening and attitude. This backs up the theory and demonstrates how verbal and non-verbal communication benefit each other.



[bookmark: The_Schramm_Communication_Model][bookmark: _Toc29235366]The Schramm Communication Model

[bookmark: Wilburn_Schramm,_1954,_broke_the_stereot]Wilburn Schramm, 1954, broke the stereotypes about communication models and proposed some radical changes in the mathematical model of Shannon and Weaver. This model can consider the interaction between two or more people. The structure is a circular model, this means the way of communication is clear and that communication is something circular in nature.


[bookmark: How_is_the_process_and_practice_of_The_S][bookmark: _Toc29235367]     Process and practice at my workplace
[bookmark: According_to_the_verbal_and_non-verbal_c]According to the verbal and non-verbal communication, Schramm developed a model adding that both parts could be encoder and decoder at the same time, for example, encoding, interpreting, decoding and the other way around. (Denis and Sven, 2013, p.8) state that the sender and receiver both act as interpreter, transmitter and receiver of message.
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[bookmark: Schramm_thought,_if_both_of_part_decoder]Schramm thought, if both of part decoder and encoder did not share the feedback then the communication had not been completed and each party must give a response according to the message. The social position or different organisational environments play an important factor in the message. (Schramm’s Model of Communication Management, no date)

[bookmark: At_my_workplace,_I_consider_these_models]At my workplace, I consider these models to be vitally important because it allows me to send and receive messages to a higher standard and has helped me improve my communication skills. This allows me to help prepare students to a higher standard and finish more university applications on behalf of students.

[bookmark: Conclusion]










[bookmark: _Toc29235368]Conclusion

[bookmark: Based_on_my_analysis_of_these_models,_it]Based on my analysis of these models, it is essential to apply them in your academic and professional life. The whole study contains a large amount of information; however, its biggest contribution rests in how to apply this information and which model of communication can benefit you. I have now implemented these communication models in my workplace. It’s relatively simple but there are models that are focused on the channel and feedback. These are models in which information passes from a sender to a recipient. Each of these phases is supported by research and specified behaviors of human such as verbal and non verbal-communication and I am going to incorporate them into my daily work.

[bookmark: To_conclude,_the_market_in_which_I_am_wo]To conclude, the market in which I am working information is constantly changing, and competition is becoming more intense. In order to achieve my professional goals and improve my career, I must develop my communication skills in order to meet the customer’s aims more effectively and efficiently. On the other side there are customers with their expectations, needs and requests which vary from individual to individual. This requires greater knowledge and analytic ability so that I can vary my communication approach and be effective with a greater range of customer.

[bookmark: _Toc29235369]Recommendation

[bookmark: The_workshop_during_the_class_of__Effect]The workshop during the class of Effective Team Work, helped me to develop my academic skills and to be clear every process for the analysis.
	[image: ]
[bookmark: Recommendation]


[image: ]
[image: ]



[image: ]


[image: ]
[image: Image]
	[image: ]



[image: ]
[bookmark: _Toc29235370]References
Andrea, M., Michaela, S. & Paul, T., (2017) Certificate in Higher Education: Skills for the Workplace Student Yearbook, London press, United Kingdom.

Arun, K., (2012) Summarizing the Theoretical Foundation for the Hospital Communication Research: A scoping Review of Interdisciplinary Literature. Available at https://macsphere.mcmaster.ca/bitstream/11375/12684/1/fulltext.pdf (Accessed: 22nd December 2019)

Businesstopia in Communication, (2018) Berlo’s Model of Communication. Available at https://www.businesstopia.net/communication/shannon-and-weaver-model- communication (Accessed: 3rd January 2020)

Businesstopia in Communication, (2018) Shannon and Weaver Model of Communication. Available at https://www.businesstopia.net/communication/shannon-and-weaver-model- communication (Accessed: 3rd January 2020)

Businesstopia in Communication (2018) Berlo’s Model of Communication. Available at https://www.businesstopia.net/communication/berlo-model-communication	(Accessed: 02nd January 2020)

    Dr. A. Amudacalli, (No date) Theories & Models of Communication. Available at         https://epgp.inflibnet.ac.in/epgpdata/uploads/epgp_content/library_and_information_scie nce/knowledge_society/05._theories_and_models_of_communication/et/4305_et_et.pdf     (Accessed: 22nd December 2019)

Denis, Mc Q., & Sven, W., (2013) Communication Model for the study of mass communication,
     Second Edition, By Routledge, New York and London.

Ekman, P., (1965) Communication through nonverbal behaviour: A Source of information about an interpersonal relationship. In Tomkins, S. S. & Izard, C. E. (Eds.), Affect, Cognition And Personality: Empirical Studies (pp. 390-442). Oxford, England: Springer.
Hyderabad Vol. 9, Iss. 4 (pp, 43-49) Available at: https://search-proquest- com.ezproxy.uwtsd.ac.uk/docview/1759007009?accountid=130472&rfr_id=info%3Axri%2Fsi d%3Aprimo (Accessed: 22nd December 2019)

Joel. B., & Andrew, T., (1987) Modeling the Communication Process: The Map is Not thr Territory. The Journal of Business Communication. Available at https://web-a-ebscohost- com.ezproxy.uwtsd.ac.uk/ehost/pdfviewer/pdfviewer?vid=1&sid=b58fca23-0d3c-4560- 9ab3-e64b177251f4%40sessionmgr4006 (Accessed: 01st January 2020)

Littlejohn, S. W., (2002) Theories of human communication. 7th edition, Belmont, CA: Wadsworth.

Macmillan Dictionary (2009-2019) Springer Nature Limited. Available at: https://www.macmillandictionary.com/dictionary/british/communication (Accessed: 15th December 2019)

    Phutela, D., (2015) The importance of Non-verbal Communication, IUP Jounarl of Soft Skills;
[bookmark: Macmillan_Dictionary_(2009-2019)_Springe]
[bookmark: Schramm’s_Model_of_Communication_Managem]Schramm’s Model of Communication Management, (no date) MSG Management Study Guide. Available	at	https://www.managementstudyguide.com/schramm-model-of- communication.htm (Accessed at 02nd January 2020)

Ungerman, O., & Myslivcová, S., (2014) Model of communication usale for small and medium- sized companies for the consumer communication social media. Liberec Vol. 17, Iss. 1 (pp, 167-
184)	Available	at:	https://search-proquest- com.ezproxy.uwtsd.ac.uk/docview/1615241973?rfr_id=info%3Axri%2Fsid%3Aprimo (Accessed: 18th December 2019)

[bookmark: Ekman,_P.,_(1965)_Communication_through_][bookmark: Verbal_vs,_Non_-_verbal_Communication,_(]Verbal vs, Non - verbal Communication, (no date) Managing Mental Health Matters, Central for Mental Health in the Workplace. New Brunswick. Available at: https://www.workplacestrategiesformentalhealth.com/mmhm/pdf/articles/Verbal_vs_Non

_Verbal_Communication.pdf (Accessed: 24th December 2019)

[bookmark: References]
image3.png




image93.png
<—‘\




image94.png




image95.png




image96.png




image97.png




image98.png




image99.png




image100.png




image101.png




image102.png




image4.png




image103.png




image104.png
<—‘\




image105.png




image106.png




image107.png




image108.png




image109.png




image110.png




image111.png




image112.png




image5.png




image113.png




image114.png




image115.png




image116.png




image117.png




image118.png




image119.png




image120.png




image121.png




image122.png




image6.png




image123.png




image124.png




image125.png




image126.png




image127.png




image128.png




image129.png




image130.png




image131.png




image132.png




image7.png




image133.png




image134.png




image135.png




image136.png




image137.png




image138.png




image139.png




image140.png




image141.png




image142.png




image8.png




image143.png




image144.png




image145.png




image146.png




image147.png




image148.jpeg
2 fmm&d‘ coutdnt ravage Yortme and, {m;:ﬁrodnvg'
feu petaonal Luife anal jolo oreafeat conficl anal the
alro coutdnT fall new polenfiod clients .

plocetement= /nmfc*”e

‘tin Chaprer §
B imporant
ncffctive lis-
preequiste to
<ompanics of

;gum%

o WO wos dhe

. S in the con-
successully nowledge of

sxoblem is not
the ability to
process. Ler's
proce

they mean the
seclence, ic's
nthese terms.
s or function

mskills, which
cquires you to
¢ the meaning

Sosteorn, and
aions for the
Sperhaps the
1 addition to
ikely predic
sther relevant
cal. (1989)
evel positions
e with less-

rean excellent

Developing excellence as a listener can be
| difficult, but to achieve professional excel-
| lence, you must hone your ability to listen
| effectively. In fact, Haas and Armold (1995)
state tht a growing body of research sug.
Bests that listening ability, or the perccption
of effective listening, is inextricably linked fo
effective individual performance in orga-
nizations. Nichols and Stevens (1957) found
that good lisceners regularly engago in mental
activities while istening, A good listencr peri-
odically reviews and mentally summarizes the
talking points complered ths far. Through-
out the ralk, the listencr “listens between the
lines,” in seatch of meaning that is nor acces-
sarily put into spoken words. He or she pays
attention to nonverbal communication (facial
expressions, gestu it adds meaning to the spoken words. T
listener may also weigh the evidence used by che talker to support the points be o she
makes. It akes a Lot of practice to hecome a good listencr, and lstening
ot more difficul

WRITE YOUR NOTES HERE.

e, one of voice) to

becomea

0 how can you develop yous skills as a istener? The first step is to admit that lsten
g i difficult. Do fal into the trap of assuming that because you have good hearingy

you have good listening skills, ao. Take Carey, for example. Carey was  and

Step Beck and Reflect:

TROUBLE AT HOME, TROUBLE WITH TRAINING

Goworkers, they did notsee o sten o
looked up fom thele computer or pronss,and sha ad 1o
{cpeather questons seveal tmes before ey anawored
When they i espond, they snswore ony pars ofnec

- They ey

Jonnifer s et colioge graduate wha staned a now

Questions. Jeifer was ot confused and fustrated. Trey all
ook o lgal L s P aeeeis 80 the samo thing, however: Gating pacemente was he
ofplacing inclvduals wih employmont barrirs o jobs,  Mostimportant hng o focus on, o matte how she mel

‘Sho mustuild elatonshipe it emploers, seeurs
Ioads, sorso candidte, and epor et mon(hy e/
lacenta He postio s commision sased, wiich
meansshe musi meko plasomerts 1o ear monay Whi
iraiing,she foun herelpisoceupied oy severa ings
goig onat home-Sie wes fighing with ot borfiend and
in & confiwih it roommete. Her oyfiend st het
puneous o mesas i o T et xpaes
Uh jo rosponee to he olass of ew hires Betwean

worrying about her relationship and the pressures of STEP BAGK AND REFLECT

feaninga now o he herd e new managor say thal 1

ano should o anyling inherpowier o got placenonte, a5

her goal e followed ther ead snd bagan climing rect
‘henever any of he clents found a b, whether she
assiste them o not.Jonnfor was cuting cormers o resch
et placoment cicames, She had “hesrc” the message.
Toud and cear. A fow months ator Jnnier,har coworkers
and the immodate supenisor were terinated and the
noTproft was under investigation fo ruculent reportig

‘What wont wiong?
‘Wh role dd stoning play?

3





image149.jpeg
OMIRWE  WPUT O ¢ ibojospy  Yasie
Mocqu)fzo mtswﬂwjﬁw 39/ »g%wiw%“@mama OMYL ON

00 NMANWWSD TUON O BUWITBN %N

P

WMXZ& AW NOD SX0G AL RSN TR TR T2 T
R 39 Rozas

RN U GWWODE &SRS U0
——eddrs—Srweguret < svewom 5w Gol ToH| o= —=xwem wosy_
T VOINwWoOYOY penopdXe © \E@;&ﬂ%@«ﬂwiﬁﬁsgghw

DY WNIR T rOO@ =

\//\\rﬂja\‘ = e
= = SN I ga YOUD =
os e

S OO TNNIOVY wavﬂﬁ\g\agﬂuf ¢o gc,\w\w@ = wﬁaﬁa‘g‘ﬁc& R

i = “sawod pwo———
~sgovvido ?ﬁﬁv&jo e wrevo - _ﬂoi%q TYOVENTY  SHL ST IOHMY —

\*\ G e ST 00) ¢ YO ovy -
- VOWTMEYRT e woY WY v movwWd O POOWINWWOY SImE @
B S g WA [P ,Né%/.uV a mujjo\ﬁug\ SW5 JJ L SSOSE

MS TOWISY) < BULIT)

{ Z; L)
| oy WWOR B 10 5;,9,::,:,:..,3 (2200 e) /J VB WOOWIT ST PONATN
I iz %

l TN\ WD)

t
|

N SISy

w\::ﬁu,_fd YOWO T VeS| UaERviyay S:Eu;ﬂ

jarud @

’Mﬂﬂﬂ?’l’!,«‘mmm,.,




image150.jpeg
aSed|T

- :aanjeudis s,424n3297
2380 4

hoprow [VeIWoT Sy T aunLTS _,ogé_w,o:m&d W W J\mods

— PP TS (@

JOUPOWI W0y BUyovo 0 0y Y 9 (¢

Q
EIANET) U T TOWRG) U7 OO U

z ¥ EAMANLY
IOV T UeKTD oY . DT, OIS Bk OVOU I o VS
S Te W Ry F0I TR W oo o som owe ¢
Aum :

£uonpnys s1y3 uipjdxa uba yuly3 nok op uonpaIUNWWO) Jo [3pOoW 3SOYM ‘€D
Jwiry djay o3 wayj 336 03 3uop aApy 3y pinoys IYM ‘Z0
cdossafold ay3 djay ajdoad abojjin ay3 3,upip AYm : IO

,pad|ay 3neY PNOM 3N ¢ 211} UO Sem asnoy InoA Jeyy Aes noA 3,upip Aym 10ssaj01d Ing,

“dam aH 14B1U 158] NoA pagBaq pue awed | “auy 3y} Aq paAo.Sap UAAq Sey WOy

A ¢3w djay noA 1,upip Aym yo “Aymn, ‘Buihid aBejin 341 0lu1 Wuam 3y ‘Aep 1xau ay 1dam pue punoid ay1
U0 UMOP 285 3} “paAosIsap Aj219|dWO3 UG Pey ISNOY SIY 1EY3 MES 3 ‘BUIOY PUINIAL J0SSIJOI AU USYM

“wiy pasoud) Aayy
juonei3eu0d 10313 e Aq pawinsuos 8ulaq S1 3941PS YL, ‘PIES 3H ,¢PUBISIAPUN NOA U0,
“3u10p 219 A1 18YM BUIOP PANUIUOI pUE WIY je payoo] a|doad aFejjiA ay | \

‘.Ea:m_Mm::o:mm_mmEqu:n:Sm:_mn_m_mu_u:umm;r Jas al" =
,juones8eru0d 1eais e Aq pawnsuo 8uiaq si 3o 3y, /
Buiwea.ds ‘9e||1A 8y} 03Ul Paysni ay ‘alj U0 ISNOY DY} MBS PUB 3)OME 105S3}01d Y3 UBYA

aJyy e pauels pue 1adied ay) 0uo (|34 adid ayy pue adid siy Supjows ajiym daajse

1124 40ss340,d 31 WyBiu BuQ "sqol |enuew pip pue paieanpaun Ajasie| a19m oym ‘ajdoad adejiA ays yum
UOWWOI Ul BuIyloU pey ay asnedaq ANSIBAIUN BY3 JeaU Umo) ay3 ul paddoys inq ‘a8e||IA ay3 03U JUIM JIASU
BH “a8e|iA 31| B WOJJ Jey 10U 3sNOY 38.e| B Ul PAAI| ANSIBAIUN YSIIM UMOWY-[|am E Je ys)jSu3 jo 10559j04d ¥
31doad a5e||IA 9y} pue 10ss5901d 9y L

‘suonsanb ayy samsue pue agessed Suimoljoy aya peay ‘T'x3

S " —l PGB 21N 105Pr

‘(3anpows s1y) 0f yuawubissy ayy fo 140d) T ysog NoA Yum 1ayaboy xipuaddo
uo, \,Q;E.\.& U3 U 351213Xa 5|43 fo Adod pauupas b apnjouj 01 Paau [fim NoA “UoIssas Jxau ay3 v noA 03
0321 & 03 uodn 13123 343 0





image151.jpeg
R R
\lﬁ%\.wumﬁ

:aanyeudis s,491n3237

, \J\ yl
§3£§ W\E\@ VoK b\ﬁ%ﬁwwéseﬁeﬁumd
o oxd T v por/Ud SRR R
SPV0oGay O A
o7 Yuou | _

—no qd« CIkCiEl E@OES ST oS X._OI.

“ooow IF0TUIUU8 U FYL 099

) s
SR TR Ty ety ol ST Y ow SEFGI 9Y0 [WIOTE IVOm (0N JT
D
R : R o RE LV
NROIT0Y PUD 753 UIOn M 9955 P{UDY 907 o§ RXOW Do B
Gcgwc._,docod(«(@é&u S0 OO Ay JA0V MO 1 70Word W~ 310N UnoY

) 0 i
oo @,, nMo o0, OUF NIoIT3 OF ST VOO VIO 7 FOgUon VoV L ST
(UR VTPV T {6V [9UUBUO JSUIowo o} U0 L0 WVNIWCD U JU0

SHWOoXs

\0 T RS A
Youvovo & 59t oY { 10 oS0 P00 oY 0 UeS  J0033aW UL
/2NHFY ]| NOINILSST . ~— [ISNVWHY, < NOISSIHISEIL & 20900%  Rygo=NT
O:,ldo,.,\a WWST 5O joooup o3 .QDC vaﬂi /\Wvu W &3@0:/\ CCCSOSOV WS\WV\W%
= o] N 0 . U
i > SOCOROW) —oUI 1A a) OVO oulPUos O SS00UVD oyl 3 SO ©
= 9 \ | \\‘ — - \C\ﬂ — i U
OV R0 VONUIL 95300 oo 0 O LU OF ®
N A YoUVOUU JfR ST UG LFOITUNWWIT oy ¥

T o V) ] [y
) )
F ¢ < Qv o
‘A NPT VO,
BSS3I3U 41 “Iamsue JnoA Ul weuge)p e gs *sUONSAND JaY JaMsUE pue JUIPNIS 3Y) 03 Alday
‘saoy Aong
‘syuoyi Auoy

‘unyiodwy s 3 Aym pup LOIIPIUNWLIOD [DGIIA-UOU AG JUDSW S IDYM "€
‘JAPOW JIADI -UOUUDYS dY ] 7

IS] UOIDIIUNWIWIOD) IDYM ‘T

:ujpjdxa asnajd noA pjno>

.:ozc&c:EEou 004D pasnjuod wo | asnpaaq noA o) bujlim wo |
US 1D3q

WD 5143 pa, 935 9AEY PUE UOHEIIUNWWIO) JO J9YIed) € 318 Nop
iy ue fupum  :zaspaaxy





image152.jpeg
:a4njeusis §,494n3097
:91e@

0
o) SJo UU OW) :3925 f R
WIS Y30 U0 9T S o] 93000%0)
;padojanap pey 1ey) uoisudl 3y} djay 01

ou, 0y, WALy
3UOp 3ABY 3ARIS PINO2 JEUM 7

[
oV, U opn) 5o sk %5,”; SOLOW S
1 UP P ﬂ“wﬁwo, VO VE Y 1,_5: S UP'e I\
SO US Jout SIU0ds9l Pviod vy Jav

¢1asdn
“UayRIP| Y1 JO INO pAj|EM
1nq ‘Buiyiou pies Ajjes *¢Aepiaisah jiom e pauaddey 1eym noA ||93 | P, ‘pies ana1s ‘Isepjealq
Supjew uaydIR} dY) Ul 31am Asyl 3jiym SujuJow 1xau ayL ", d}em 1l 3 ued ‘pain os w,|, ‘pies

pue Jay pardnuisiul 9H ‘Aep I3y noge Suoum Juam Jeyl |je wiy Suljja3 uesaq ays uaym paAouue
23Nnb sem a3y 0§ ‘awoy dwied ‘Aj|eS ‘3JIM siy U3YM oM Wol paisneyxa sem aAd1S :Z ISVI

2N 0

TR I VoW

o1 P09 POIVY) Yoy

BV TR - PR
[IS]VSIAV-TVY

5
\ )

ﬁmusm:mu 13y U0 129)J9 Aue Bujney spiom m.c_E_m,u s, Aley 1, uaiam Ayum

112 PUB UMOP %01 TR
Jnoge paiioxa 0s W,| "Uesns sem ey} ‘3uijiep ‘Yo, s_mEm:mnnHMr_.Mu Uf._wm m“om_wn”“__‘_g k_w:\m_.__me
||E2 U3 USYM puUE SIINUILL U331} 10} axods Asy] “a310n s,puaLy ‘_w.c plEsy ous 19ys ‘papus
/ || sem ays pue Buel auoyd s AR “UBUY IS “P1ensn.y 310w pue siow mEou: usym pajoxa
l Ajuo plIY2 3Y3 UBYM pasnjuod sem aUs B e aq jim SupAiony, pue .wn 03 panuiuod
pue pJeogAay Jay uo 3uldAy 1day AJRIAI 4134 3US MOY pue Juoim m.mz, Hmczﬂ i «M0 3q
“osdn Wo0J By} 03Ul AWed JaYyBnep JaY UYM iomiaded awos uo gy, :
Mo|104 3843 suonsanh 3Y) 1amsue ,M:o

Al, ‘pres
A PI03 pj1yd ay3 sy
M sem Alei :T ISV
© S35BD 213 peay T'X3

(ainpow siy Jof waWUBISSY 3y (5 3ng
up Jo wiof ay uy as124axa s1y3 fo Ados pauups P 3pnjoyy 03 nmm\:w PRS2 123000 umundd

1M Noy -uoissas 1xau ay3 10 NoA 03
UIN3aJ 3 ‘uopajdwos uodn 42.1n323| 243 91 13 482l L
P : u aq Jjim t :. .P “.m i :\m\..‘“ \« Anu‘ug:g UiN)a1 a5pajq an0Y T :PeIEdO|je Sy





image9.png




image153.jpeg
5 g | Ve NORM vouyoys auy k

2 0P

o\ro\\ & %

BroRone
*pOUL o0 wwxdccoca RS)

GO AW LU Q) WM =Y
7 (&)

.wz\@.ﬁwdo ylG0,0é;ow oun S oM \ijogi Vo Sk \/4«%0)

(W/@%,,.S\ Pury oM 2 vom \mésy‘ \Ur«ou?&\mu«a&\w&,
g VOYP  \OM SUM NCieSRIC o lICIVEN ASCHNEEN <@;.7> O/xo\mﬁ

|

< Y710 S ¢P3PIOAD U33q 3ADY P[noa 31 moy suipjdxa uonpaiunuwiwo) fo |3pPoN ISoOYM ‘O |
St s,

Yovvow? DOW 3N PUWPO

Q
¢paiuanaid uaaq anoy siyy pjnod Mo :D

~ AP NONNSTH & éAym pup uoisnfuod siy3 suipjdxa uoplIluNWWo) fo [3PojN ISOYM O

¢DLIDIA] PO01SIapuNSsIiWw 01pad yuiyl noA op Aym :0

jusy23id 3yl ul NOA 23S |[Im | SWOY 3w oI | uaym pies noA 1y8noys | jou ‘yo
,awoy Aem unoA uo 193 03 NoA payse | duo ay|
"04pad pPaysy ,¢UdINYD JeYAN,
£ USIIYD BY) SI 243Y/n, ‘pIes BLIBIA ‘W00 UlllIS Y3 01Ul JUaIm 0J4pad Uaymn
‘PIES BYS ‘w004 Juillis ay) ul — aIaH,
‘Ples 8H ,énOoA aue auaym ‘elie,
"U3Y23p| BY3 OJUI JUSM puE 380D PUE S100( SIY 4O 300} 01pad ‘DOWoY 108 8y UIYM
‘04pad paldad ‘AeyO,
SUDIIYD B 3w 183 ued noA 41 99s ‘awoy Juiwod a1,N0A uayM ‘01pad ‘O||9H,
‘01pad pauoyd euep Aep auQ

‘B4IM SIY SI BLIBIA| pue 831s Guip|ing B uo sy1om o01pad





image154.jpeg
':ﬁ* Trinity Saint David Effective Team Working and Communication — Term 1
3 LONDON BMSW4002

In-class exercise 2 - RESIT ?{\0 o, f)&
student Name: AN\ UlEe, ~ (BRC(A Student ID: __|{ M )(; S (Y

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned to you
at the next session. You will need to include a scanned copy of this exercise in the form of an appendix together
with your Task 1 (part of the Assignment for this module).

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

Improve Your Communication Skills

Successful leaders are able to meaningfully communicate with others. Steve Jobs inspired
his employees to strive for perfect hardware products. Jack Welch mentored the senior leadership
team of GE to new heights. Jeff Bezos is known for articulating the Amazon ethos clearly to
employees and the world. How can you improve your communication skills in order to become a
more effective leader?

One study found that nonverbal communication accounted for 55 percent of how an
audience perceived a presenter. That means that the majority of what you say is communicated not
through words, but through physical cues. As with most leadership skills, receiving honest feedback
from peers, managers and members of your team is critical to becoming a better communicator. If
you regularly solicit feedback, others will help you to discover areas for improvement that you might
have otherwise overlooked.

Engage the audience in discussion. Regardless of how compelling the speaker is, all
audiences have limited attention spans. To become a more effective communicator, make
presentations and discussions interactive. Ask the audience a question, encourage people to call out
their thoughts during a brainstorming session or at the very least ask hypothetical questions to
stimulate the audience.

Master the art of timing. While some of their jokes might not be appropriate for the
workplace, stand-up comedians are certainly effective communicators. Comedians like Louis CK,
Chris Rock and Dave Chappelle are able to host compelling 90-minute comedy shows, in part
because they are able to feel out their audience to determine when to move on to a new topic or
when to reiterate an idea.

Arecent study revealed that people generally retain more information when presented with
novel, as opposed to routine, situations. To help audience members retain information, consider
injecting some sort of novel event into a presentation. This might be something funny, or something
that simply catches people by surprise.

“Listen more than you talk.” This is what Richard Branson tells business people who want to
connect with others. To communicate effectively, first listen to what others have to say. Then you
can provide a thoughtful answer that shows you have taken those ideas into account.
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In-class exercise 2 - RESIT

1. In your own words, what is nonverbal communication?

2. According to the text, why is it important to engage the audience in discussion?
3. Which advice do you find most useful and why?

4. How could you improve your own communication skills?
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