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INTRODUCTION
The following is my report about the role of effective communication skills within my workplace, based on my personal experiences. I aim to show how applying the right communication techniques may positively impact performance at the workplace, based on relevant sources and published literature.
Teamwork is based on collaboration between different individuals over time. Common incentives are important for effective teamwork.  Without common incentives, it is difficult for individuals to work for the good of the collective in a common direction. (Berlin,2014)
Communication represents the exchange of information by written or spoken words, symbols and actions to achieve a common goal. Communication arise in all of the business- influencing others, working in teams, giving marketing information to senior management, interpreting financial reports. It is through communication that people add value through innovation, quality, delivery and costs. Introducing ideas in usable goods or services requires communication within project teams and with suppliers and customers. The efforts to increase profitability depend on everyone involved understanding what quality means to the client. In the absence of communication there is no quality. (Body and Paton,2011)
I am the managing director of ABC HOME SOLUTIONS LIMITED since 16th of August 2017. ABC HOME SOLUTIONS LIMITED it is a private limited company operating within United Kingdom providing restoration, building and landscaping services for private and commercial customers. Effective communication it is a vital part of the business because the company is structured in teams which are supposed to carry out works based on the customer’s requirements. To obtain customer satisfaction, projects must be executed on time and with a high level of professionalism. That is only possible if people communicate accurate, reliable and timely information up and down the supply chain.
TYPES OF COMMUNICATION
According to Boddy and Paton (2011), communication needs at least two participants: a sender and a receiver. The sender starts the communication by transmitting ideas to the receivers. The sender encodes the idea they intend to transform into a message by using different symbols for example words, actions or expressions. The message is the definite expression of the transmitter’s idea. The final level in communicating is when the receiver responds to the message by giving feedback to the sender. Effective communicators acknowledge this it is a two-way process and constantly check for feedback it is their priority.
There are 2 major categories of communication:
· Verbal communication: face to face, telephone, using an intermediary, internet conferencing;
· Non-verbal communication: facial expressions, the tone and style of the voice, gestures presented through body language and the physical distance between the participants;

VERBAL COMMUNICATION
Face to face communication is the most varied medium, as both sides can colect as many information they require (concentration, eye contact, body movements, facial expressions) to the spoken words. This enables them to gain a deep understanding of the meaning. (Boddy and Paton,2011) 
As a managing director, I spend most of my time face-to-face with people within my organization through meetings or when someone addresses to me. Rather than having formal meetings or simply assigning tasks via e-mail or other written communication channels, I prefer to go to work and talk with my employees in person about issues that concern them or about daily tasks. This way I can gain knowledge about what is happening and what are the steps I need to follow to remedy certain situations.
NON-VERBAL COMMUNICATION
Non-verbal communication refers to the body language and the impact that it may have upon the receiver in addition to the words spoken. The way the sender speaks, the volume of his/her voice, the appearance and posture, the movement of his/her eyes may impact the final result of the communication process. A positive feedback is required to help in building the right team. Negative feedback may damage the status of the work relationship between employee and employer. (Body and Paton, 2011)
According to Maund et al. (2017), there are specific codes of non-verbal communication:
· Vocal expression: known as paralanguage, referring to the way that people use their voices to communicate and express their feelings. For example: low/slow vocal intonation. This kind of characteristics can show us how confident the speaker is and how his knowledge can be perceived by others.
· Space: known as proxemics, refers to how people create and use space and distance and the way that they behave to protect and defend that space.
· Environment: there are specific environments that can influence communicative decisions, attitude or mood.
· Physical appearance: the way we represent ourselves and our physical appearance reveals a lot about us, as people are usually influenced by appearance.
· Body movement: there are certain gestures that can increase or decrease the pression within the workplace. Some gestures can have a negative impact on others and determine them to step back or the opposite can happen, when people can become motivated to speak, to develop solutions.
· Facial behavior: certain emotions can be communicated through facial expressions, mostly through the eyes of the communicator. 
· Touch: also called haptics in non-verbal research. There are different categories such as social and polite touch, friendship and warmth touch, love and intimacy touch. 
By studying published literature and combining it with my real professional experience, I can conclude that verbal and non-verbal communication are directly related to each other. All my work- related actions and the way I communicate information to the teams I manage, have a substantial impact on the efficiency and effectiveness of the working tasks I assign. Most of the time, I conduct on site visits and I have to check on the progress of my teams in order to make sure that everything is done according to the UK standards, following health and safety procedures. Therefor, it is a specific work environment that will influence communication. I am always looking to present myself professionally to my employees and in the same time in a friendly manner by avoiding imperative style of communication. 

THEORIES OF COMMUNICATION
There are three major theories of communication that can be followed in order to achieve effective communication within the workplace:
1. SHANNON-WEAVER MODEL OF COMMUNICATION
2. [bookmark: _Hlk17919888]BERLO’S MODEL OF COMMUNICATION
3. [bookmark: _Hlk17921272]SCHRAMM’S MODEL OF COMMUNICATION
SHANNON-WEAVER MODEL OF COMMUNICATION
[bookmark: _GoBack]Shannon and Weaver developed a model of communication as a transmissive model that is focusing on the accuracy and efficiency of the messages by smart coding and eliminating the noise without focusing on the semantics and concepts of the human communication. This is a static, linear model that is ignoring the active role of the receiver which is why there is certain criticism about this model as human communication should be objectively treating the receiver and the sender of the information. (Islmblogblog.files.wordpress.com, 2019)
Models based on the Shannon and Weaver communication theory are the most commonly used communication models at the technical level. Conceptual representation is applied to Shannon- Weaver–based models to supplement current understanding of some of the fundamental concepts employed in this model. (Al-Fedaghi, 2019)
This is a linear representation of the Shannon Weaver Communication Model where we can see that the sender is holding the information which is thereafter transmitted to the receiver as a destination point. In this communication process, there is one single aspect that can affect the quality of the information which is named NOISE and it can impact the information transmitted on all levels.
By understanding the Shannon Weaver Communication Model, I can express that this is not representative as communication model within my organization. As we are always facing new, specific work situations, the communication is rarely linear or static and we are focused on avoiding transmitting false/wrong information that may affect customer’s satisfaction.

BERLO’S MODEL OF COMMUNICATION
Berlo’s model of communication (also known as SMCR) is focusing on 4 key-elements: sender, message, channel and receiver. Although being a static model, it includes the cultural and social systems in which the participants are activating. The main concern is that in order for this model of communication to function effectively, both the sender and the receiver must have the same skills which is unlikely possible. Another disadvantage it’s the fact that the author did not take into consideration the impact that the lack of feedback may represent. (Gałajda, 2017)
By looking at the representation of Berlo’s model of communication, it is easy to notice that the same set of communication skills are assumed to be present for both the source and the receiver.
For my specific trade, building/construction activities, it is impossible to communicate with people that posses the same set of skills. I am the only managing director of the company and I solely decide all aspects of work tasks. The people I communicate with are specialized in certain activities such as: painting, decorating, restorations, tiling, furniture assembly. Therefor, I cannot expect that someone specialized in painting is going to understand my requests about a new driveway project. I must transmit the right information to the right people only. I cannot assume that everyone will have the same set of skills.
SCHRAMM’S MODEL OF COMMUNICATION
This model shows a different attitude towards the role of the receiver in the communication process. The receiver is no longer seen as a passive part of the process but as a partner in communication. This is an interactional model in which the communication process goes in two directions. There is a constant contact with the interlocutor and adaptation to his/her needs. Schramm’s model of communication is raising awareness of the importance of the feedback in the process of effective communication. (Gałajda, 2017)
I am aiming to use Schramm’s model of communication because feedback it is highly important for my organization. In order to run a business successfully, I must always look for a feedback not only from employees but also from stakeholders. I must take decisions and implement new business strategies according to the feedback I receive.

CONCLUSIONS
In conclusion, it can be said that only by using the right communication channels and techniques, effective teamwork can be conducted with success. Every participant may contribute with skills and qualities to the team. Good verbal communication skills are real assets in the workplace. For my specific workplace, whereas written communications are used less frequently, oral communication skills are highly important.
As I have presented according to published literature, three different models of communication, it is worth to mention that these models wouldn’t exist without 2 components: sender and receiver. It is required a minimum of two and this is why communication skills are so important in a team context.  These skills are meant to add value and relevance to the organization.
As an employer, I can conclude that communication skills should have a positive impact on task management skills for the workplace by conducting communication efficiently. 
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APENDICES
Please see attached scanned copies of all my in-class exercises for: EFFECTIVE TEAM WORKING AND COMMUNICATION module.
[image: ]
[image: ]
[image: ]
[image: ]
[image: ][image: ]
image6.jpeg
3INPAYOS 990y S1y oydsap suoREIoBNS puE SpaaU sjuay
Sy abeusw fenbiy diey sseo0id GATy oLy pnoo mop g
AuBioyp UolNYS oy pofpUERY oARy Brewe pioyg g
¢uonenys
BUOp 8rzy ANBI PIROD JeuA L

H30ISNDJ 01 SNOILSIND

Syl pione o} Auasay

89UBodXe BU) N0qe SeauRILIENbOE pUE SpuoL) o
21 01 811 59 PNoM ays Wiy plo} pue ‘sweu Bunsur
ue (nBi pajiea Ao o} ueBoq erewey josdn Aawaixo
sem e oy ouop sem sBRWEP oyl 'SaAIEUIBE pasoyO
pue azBojode of pajduwsiie ay yBnoyily ‘anus au yum
1UBA0 oU) einpeysl 0} UIROBI) Pry oy 1 paziesl

J8l0Ue Jay) puy 0] anusA U} Ie panuie sisend LieL pue
‘siuaied 1y anbiy ‘erewe) uere oy 1o Aep sy uey
1P 8jqeAR UE LD PoaIBe Aoyl pue 1 jo aieo axey
PInom oy sey painsse ‘eiewe) of pauoisy sy ‘sBumos eoed
PUP SOIdWES OLidE) 1UB0 MOU By Buimalys
mau ey yim 14 1129 81 Y0o) jnBiy -o18p Jusre
B0 eyt punose peinpauyos sinpasold eolpau e of anp

n::_m:z, INDISVLILTNW IHL ONY 130 91N

i onayredaia pue eanin Jevor
SHodu 114 04 “xaaren [euorssaord anos
SUAJIP OS[E a1e 2u0y3 “Furualsty pue Suireay uaamiag ADUDTAYIP B S1 Eu_*ﬂ

880 Uy dn show of papseu Aous osneoaq o5 el
‘auoyd y] uo sem erewey Bues auoyd ay) usl r:
MU B i Bunaow sem @nBi Aued oy eolqs

M9} “010j0q Sujuou o) 5 1ooueo i pSIEHAI

1ueq Ueo MOH
Juonesunwiwos seekoidisa 1ay o) Buneja:
pasy sapiaaid Jejiuusr 1ey) Juepodw 0s 11 51 AUp
PP Jou1e) S 2w asnzoag uana 1usliodl AR G £5UIBIUO PUE SEAP! DU
L S 3| 310 pouIn| Buippam 1oy Moy i poses 8Us)s1| Ajaanoaya oym JBBRUBLI B (1M JUBWUOIALS
1929 pey ays se ‘saied 1oy Joj Aued esiayuigl b ue u Buppom aiddey aq seafoidw pom Aum ¢
& ued 0} wiy pauy eiewe) ‘Sluaio jeadas siy joaug. o
109y Alfeoodse aiom sypow JowLns YL |
SI9N0P Ua0 SEem 8y pue 'skep 150w Yo BuselIil
PUNo; fnfiyy ‘seakodws feuonippe exy oy spuny
10U PIp 1nG sisanbas alo ay) e Y dn dasy o) P
8 'S[E110/81 YINoW-jo-pioM 0} 8np MO 0} PanuUGD ese “SJejuuBT Yum UosIEdWOD
1uB|o Sy sy "sjuane weaip Hay ueid sajdnod. m.é 3 ?,Ea.asa?: sem .5:_:8% siy Aym o3 se %9 e
8pud 00} pue sBuppam ul pazyeads af{ ‘BUOY S,
4no Aueduwoo © wess o) Aeuow ySnous pores pus i
umo 1y padofsasp pey oy ‘synse: juelsisod pu
PIEY B0 11 HKouaBe Ue 1e uesisse ue S8 4O paL
S oUeId Uano Uz e 190180 [nsse00ns 8 pay B

coues
d © Bulag Ul panjonul BUBIP [EOIIB BU) $ 1EYM 1

430ISNOJ 01 SNDILSIND

000 [BuOrSSaj0Id Siy) 10f oyeudodde s o
SIL) day1aYM 15pISU0D mojaq abiessed ay) openeda)

pessnosip saa110axa Auedwoo oy) ‘Bunaew osizadne
18081 B 1y “uojssnosip Aue Inoyim 1o pabibruys ar
SuoHSEBBNS 16} KUrduion B 10 Bap MBU B PIEMIO
Koy uaym 1ey) pue passaippeun of suBOUDY
Kes Kou jem ¥oLiq @ of Bunije) ) 1 wiy 01 Bubyel iey
UIB|WI00 UBYO ‘PUBY JBYI0 Bl U0 [3IUE() 0] IO OUK
s80k0[dw3 "6nI22) Kay] YOEGPES) BY) YU PYSIIES [2ianc

oG08 Y08 o1UEq P JoyuBY JEu) OEAPA0) O ‘SN
nouily Aueduwoo ebie
1B) pUE sepuua(

crsuBLp
oy 1opIsuoD

Aue s1 51

pidde 13413007

Pusogur Suuaisy jo EE i
1 “Buruasy) jo sadi1 snoren Uas

tpadde 12412031 pajyen st Gu
i o ‘sases asay jo

pue 1s1%a _,_u_s se1q 36 &Eiuﬁws .
104 ‘SeIq 2d0pal 0], ‘uonuANE _Eul
awm anod jo £garom mara jo jujod pres e
-AY SE 110 ay3 predar pue apise, 33. 0k

and 01 no4 sarmba uruasy m>zu£mf =
$3W03 3t WOy Janew ou ‘sandadsiad i E,
Aue 03 uaIsiy 01 asnjar Avw nok ‘SanjEA
J0 asnedsq idoa sepnonred e inoqe A8udH
192) o 1 “ajdurexa 1o -sdnos 3 Ajddeo

B2 31 S[ERPIAIPUT 03 pAAIUT] J0U S SEig A
“EULIOJUT Ty I0d Iy dw0s Ss1us Aol o]

Eloe

-

B 81 1L171 SULIA TOTTIOD 10 380 21

110 1NSAT AT ST T

oi E E.: e 3sanbax pue ‘syurod urew oy Joy :nt_,_ vEﬁEES o) ::::G
mew.t J1 w3 pagegua e1s Isnu nos 9ouaj[axa [EuOISsaJoId YIIM JAUAST] B SY
JA1310 siessatr 03 aouatpne ays Speay yaIM (83 193 Furmp sye pure syderd Kueus
Anpnpout B BISTW AYY R[EUW SAWNIWOS sTaIUasa1y “aBessow Srewrid ag wo snooj
:So ay ‘sjre3ap orads agy wc N0 ASURS A PU 01 SALN IUASI] AP} S “puayarduwrod
p Auew 003 sapnpur sosjeads ©
A e e ares U1 AABY UED PEO[IIN0 3FLSSIN

(007 “Yrsesop) saned yaoq 4G poorsiapun

S

fadxs 10 1an1eWw 121qNs Yara soxeads e ayenba nok Jy *s1oey oy |[e preay aaey
%n 21dod v 10 ‘ansst ue ‘wosIad B INOQE ABY aM APNIIIE IO MEW IM U0
*SIAUAISI] 112G ] 03 IPIO UL SEIQ INO W] OF PAIU OS[E I
{1007 4s0IDW 2 0Iqa897) w ou
; .;E:@;: [es2ua8 pue Burssano1d uonewsofur Y swaIGoId 30w ALYy 0] SpUM
(aa uostad e eI parensuowap Seq (IR (661 VLes
10 45531994 ) A[1991109 UONEWIONUT ) Jaquuawax 03 AU[Iqe 4104 U0 pagpn( Futaq
M UonEII 107 U1 MAU SS0I0E BUIWOD JO Jed) & FuIARY UEAWI POD ST
HRIN )  S19y10 Aq Ju9s saFessaw 03 A[eaigojoyodsd jsnlpe 03 3
0id Kpprenbapeut Gunaidmursiw jo seoy ap, o3 szpx
a3 st soqgads s o0 Faruisy moqe snsaaqardde
Aue [ [eIRIEW WOOISSE] U0 $210U axe1 01 FUIAN 2n103] €
IS 30 3js€1 parednyduio e 3noqe suonnaip aynads nok aAd auoawos 01 Buruasiy og
100), ¢ssa1dw) 01 JuEM 0L UOSIAd B (3m UONESIZAUOD © BT PaA[oAUT FUIaq IOQE 10
IS e1jareyun e uo uoneiuasaId € 01 BUTUISI| INOGE SNOAIIU UIAQ 1942 NOK SALL]
“Atuisy aanov u 33e5u0 ‘woneins _;Zs: UONTSINAUOD B jO

(29T d “sz61
m:é_ 10U 10/pUE

IHON RAAR s en





image1.jpg
LONDON BMSW4002
In-class exercise 1

% Trinity Saint David Effective Team Working and Communication - Term 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 and like about his communication skills

- Tell him why you think he would be an asset to the team
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In-class exercise 1

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

Student Name: y‘UL(m\) MR ) oIl Student ID: __/8 / 1) 5[

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 University lived in a large house not far from a little village. He
never went into the village, bur shopped in the town near the University because he had nothing in common
with the village people, who were largely uneducated and did manual jobs. One night, the professor fell
asleep while smoking his pipe and the pipe fell onto the carpet and started a fire.

When the professor awoke and saw the house on fire, he rushed into the village, screaming:
‘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 didn’t 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.’

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?
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