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The purpose of this assignment is to write about Teamworking and how Communication is a crucial factor for a successful any team projects. Will write for types and components of Communication. How the models of Communication help for analysing communication process with an example of my experience. What is active listening? Teamwork can cause disagreements - this is common. Sometimes, however, the boundaries of usual contradiction rise over and situations are quite different. We must know how to work and communicate when there is this issue and how to be assertive in a positive aspect. The other I will present on the paper the written communication and possible methods of improving communication at the workplace.
Teamworking means working with a group of people to complete a shared aim or result most effectively. It is the heart of our course. Through In-class group work tasks give students more scope to express themselves, to create effective relationships with tutors and others in the group, and to develop a range of skills such as team working. Even though the importance of teamwork to working life, few people have developed outstanding team skills. These skills and qualities will improve trough experience. The team have to works as one.
First and foremost, it should be the interest of the group, no individual ones. It is motivating to has respect between members and their opinion and ideas. Not everyone is the same, do not share the same views, and these varieties and difference can be a source of strength. One of the most important factors, without which teamwork leads to failure, is communication. (Cotrrell,2010)
Communication is the sharing of thought, information, that result in mutual understanding between the people. This act procedure includes a sender, a receiver, and a message and needs to that is transmitting within a communication medium. The sender encodes information and needs to know what wants to send. To improve this process. Mental visualise from the recipient. Feedback is vital in this case the sender cannot confirm that the receiver has interpreted the message correctly. The receiver conducts decoding. The different types of communication are more or less effective at transmitting different kinds of information. Besides, the conversation has a different context.
 Nonverbal cues help a listener interpret the meaning behind the words. These are body movements, facial expressions, details of dress, eye contact, vocal qualities and more. A correct adopt of nonverbal communication helps the hearer understand the intention of the presenter and is solidly related to social intelligence and interpersonal sensitivity (Goleman, sited in Mound et al., 2017). Pearsons use both verbal and nonverbal means to establish credibility and communicate concepts in a persuasive style. Because people’s wishes are to be understood and respect, the use of posturing is typical - physical appearance, personal office, body posture, explicit statement.
Verbal communication is one of the most common ways people communicate with one another. The messages are creating by the use of language. Effective communication means the right interpretations of the words of others. We choose a bunch of arbitrary symbols we call words and gestures to represent things we have never can see, such as feelings, emotions (Mound,2017). The two crucial verbal communication includes oral and written communication. The interaction between individuals which makes use of words involving speaking and listening is oral communication. The most completed form of communication is face-to-face communication. A voice, vision, poses, gestures - leads to a higher chance of understanding the message. In that case, we can see feedback and understand if our words receive in the way we expected. 
Written communication is through a written symbol, either paper or handwritten. Communicating by e-mail, need to be very clear about our meaning if someone does not know as very well (Morgan,2017). Ability to get your message across by writing is essential in most aspects of life. It is no use knowing everything there is to know if cannot convey that knowledge. Expressing ourselves in writing is, consequently, a critical skill success as a student. These skills will be vital and in other instances. For example- to write to a landlord about some problem, to the police, to a prospective employer and more. 
Therefore, it is essential to give the right impression so that the receiver reacts as expected. The ability to write clearly will be equally crucial and at the workplace. The first activity in some new company may be related to the writing of memo, report or letter. Create Cv, cover letter or communicate by e-mail. Showing our skills at this initial stage can give us more future opportunities. Poorly written communication can be costly to the company and for our reputation (Cameron,2009)
Active listening and assertiveness are vital components of communication. It is the key to understand what someone is said accurately. The talks of others will make extra common sense if understood from within that personal perspective. The attention, what gives to speakers means that we listen and know what they are saying. Also, the postures help the speaker to feel more comfortable in sharing information. Another listening skill for more understanding is paraphrasing. It is mean repeating, keeping the main idea. Probing is facilitating active listening. Open-ended questions lead to more specific, useful and relevant information. It is a deeper understanding of the issues and stimulates reflective thinking.
Hypothetic questions give insight into how the talker will act in a non-existent, hypothetic situation. (for example- what would he do if he was in my place, or my position). And his assumption. Forced-choice questions can cause fear, confusion and anxiety in the recipient. Is often use rough language and sense of guilt is embedded. Developing excellence as a listener can to achieve professional and studying excellence, we need to hone our ability to listen effectively (Mound et al.,2017).
Assertive people can express oneself directly without dishonouring another person. They link to these three components: I think, I feel, I want ( Barry, sited in Mound et al.,2017). They are explaining one’s thoughts about a specific situation. They show their feelings and finally would make a polite request. In a group working the assertive member pay attention to the introduction and conclusion of their comments. This type of attitude is helpful for effective communication (Mound et al.,2017). Need to make deference between assertive and aggressive communication. Ignore other people opinion, do not listen, rough language, wish to win at all cost, escalate the situation. These are the characteristics of aggressive people. 
In this line of thought indicates I can give a brief example from the University (November 2019), which can happen and in the workplace, of course. When presenting our first group presentation, we worked in a team of several people. One member stood out with these qualities, imposing an idea that did not fit the set topic. Speaking in a high tone, did not take anyone else's opinion, make the situation to escalate. The confidence of one of the team members was tingling. The conflict was critical because we are dependent on each other, and we had to make a quick decision to meet the deadlines.
 My suggestion was to reassure everyone, everyone to present their idea of the topic in detail to cover the requirements. An attack does not respond to aggression. I tried to explain team priorities, and that does not matter whose idea we would use, and what was necessary. In the end, this person realised his mistake, but everyone was with an unpleasant feeling and lack of desire for communication. We received poor feedback. In every conflict in the workplace, we need to analyse the problem thoroughly and determine the causes of the problem. To find a decision to solve a problem.
Trough models of communication we can analyse the communication process. The effectiveness also determinates by these models. The Shannon-Weaver model (1949) is the “mother of all models. The interactive Schramm’s model of communication (1954) roots from the Shannon weaver model itself. This model is a two-way process in which coding and decoding are the main factors. The emotional aspect of the message is an element in the linear Berlos’s model (1960) and including source, message, channel and receiver.
The source of information is the sender. The message must be considered well before reaching the recipient.
Communication skills influence the effect of the communication process. Spelling words correctly, pausing. Different accents or jargon can affect performance.
The attitude towards yourself and the recipient create the effect of the message.
Knowledge of the content of the message to be conveyed makes it much more effective.
The social system is also an essential factor influenced by different values, beliefs, religion.
The cultural environment determines the differences in communication and interpreting messages can be different.
The words as a result of the transformation of thoughts create the message -from the sender to a receiver. This process is called encoding. 
Content is the main point in preparing the message, designing thoughts in words.
The elements of the message should not only include words, gestures, body movement, eye contact, including expression of emotions. In other words, non-verbal things.
Treatment is the understanding of how to convey information, depending on the context of the topic of conversation.
The structure of the message is how the idea is shaped and arranged.
The message code transmitted through speaking and nonverbal things must be accurate for the listener to decode the message correctly.
The channel is the link and the way the message will reach the recipient. It can be a phone, an internet, but the five senses are the main channels that help in communication.
Hearing - understanding what sender is said. Through hearing, the information reaches the receiver.
Seeing and touching -trough these channels, we get the nonverbal messages like as information.
Tasting and smelling - trough this channel, we also receive information like a message.
The receiver decodes the message from the sender; he tries to understand and then answering. The receiver should be on the same level as a sender. For more effectiveness, they need to be similar and in other aspects of the communication process like communication skills, attitude, social system, culture and knowledge. That is not relevant in real life, because we can not only make a conversation to people at our level of these criteria — one disadvantage of this model — also, no feedback, no room for noise. No mention the barrier to communication. And the critical deficiency is that skips to use the sixth sense extrasensory perception (Management Study Guide,2020)
My example is based on my communication between the supervisor and me(March 2014). My work was at a large cleaning centre in the field of cleaning, the most ordinary job. In any position, no matter what nature has similar problems. We worked in several groups of 6 people. Every morning before work, we had a meeting to distribute tasks for everyone. He came and for five minutes told everyone what to do, but I did not understand much of what he said because of his fast speech without stopping, without giving a chance to ask a question. His accent and the use of jargon also made things difficult.
On the other hand, my communication skills with an English speaking accent needed improvement. Based on Berlo's model, I can analyse the reasons for ineffective communication. On the part of the supervisor, he did not relate to the transmission of information to us; he did not have excellent communication skills as a way of speaking and expressing. 
Language skills. The lack of knowledge about my responsibilities in detail and the priorities of the tasks assigned. Also, my poor communication focuses on my language skills. With this example, we can see how the lack of feedback is a minus and how vital communication is in all aspects of our daily lives, at work and University. It is essential to use all ways to improve.
In communicating at the workplace with colleagues and management, the first and foremost possible way of improving communication skills should be communication. To participate in discussions and conversations and engaging the attention of receivers. Asking questions and being interested in their opinions. Need to follow the nonverbal cues from the listener. That indicates whether our interlocutor understands what is said and his or her reaction as consent or disagreement.
This task focused on the importance of teamwork, which is one of the basic requirements of the job market. We need to demonstrate these skills. For good results, the communication is essential for teamwork, expressed in different types, verbal, non-verbal and written. Verbal communication accounts for more than 50% of our conversations with oral communication, which in itself speaks to the importance of non-verbal cues. Written communication is for the long term, and it can keep a record, which is useful for different industries and companies, to preserve employee data, documents. 
Assertiveness is a positive quality, which leads to successful teamwork. But one must not cross personal boundaries and use aggression. An excellent communicator is a good listener. Here we can note the difference between listening and active listening. When actively listening, you can understand the basic idea of ​​the conversation, to be engaged in the conversation and to give adequate answers. Then there is effective communication. Listening is a lack of attention to the speaker and is one of the reasons for poor communication. Berlo's model is used to analyse the communication problem and its causes. Communication skills are at the heart of every aspect of our lives, personal, personal or educational, and we must strive to improve them.
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