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	In this report will be presented the communication skills in how many category it is divided.
Plus the communication categories that will be presented in this report and plus the importance of communication in this module will 
be presented.
Communication is a set of actions that have in common the transmission of information in the form of messages, news, sign of symbolic gestures, texts written between two individuals, called interlocuters or more formally, sender and receiver.
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Communication is closely related to our existence as human beings or as a society, plus due to the fact that human beings and communication are independent.
The different categories of communication include:
-verbal and non-verbal communication
-written communication.
-visual communication.
VERBAL COMMUNICATION is defined by face-to-face, telephone, radio or television.
NON-VERBAL COMMUNICATION is defined by body language, gestures, the way we dress or act.
WRITTEN COMMUNICATION is defined by letters, emails, books, magazines, internet or other means.
VISUAL COMMUNICATION is defined by graphs and diagrams, maps, logos.
At work, communication is very important where the exchange of information helps us understand that communication also means listening. 
At work it is also important for the superior to be willing to listen to those around him and he must also be able to understand the messages and convey feedback that is important to the employee.
For a good communication in a team it is important for resolving conflict and plus a correct communication increase the productivity of the team increase and is beneficial for companies.

                         MAIN BODY 

I believe that good communication in any business organization must be open and honest, which is made in trust in us and we can gain the trust of others. We must know how to request and refuse requests, respecting the rights of others people and the tasks of the service.
Effective communication is important for members of a business as it gives them the opportunity to listen and think about new ideas. They can became more productive and can also be a successful team. 
A perfect communication between a manager and an employer starts first by listening to each other and reaching a consensus to solve the problem and another important thing when an important meeting between company members takes place is that constantly interrupted(example one of the member the phone is ringing or someone is using the pencil to make different noise) through this the effective communication is not anymore efficient and everyone will understand what he wants.
In some companies there may not be effective communication between the manager and the employer and then productivity is low and the workplace atmosphere becomes stressful. Also in business, the tone of voice is important when you have business meetings or have to attend job interviews.
The tone can be amusing, solemn, ironic, distant, arrogant, sentimental and so on. Always the tone of voice is characterized in business by your words, which can be written or spoke tone. And it’s not about what you say, but about the way you say it, that gives the impression to everyone who participates in the audience who reads or hears you.
Plus a formal tone is often used that shows respect for those who listen to you.
And in the next slides I will present some more important steps in effective communication within a business organization.
ACTIVE LISTENING is important in effective communication where the active listening builds strong relantionship, while it may not come naturally to many of us, it’s  an invaluable communication skills. Strong and effective communication skills are essential where emotions often reach critical mess.
KINESICS OR KINESIC communication is all about through body movements, gestures and facial expressions. It is all about non-verbal behavior using any part of the body.
PROXEMICS describes an individual’s perception of and use of space both personal(how space do they take up) and social (distance from another).
The SOLER theory was developed by Gerard Egan, psychologist which is non-verbal communication to improve the effective communication. Personal awareness is the ability to focus on yourself and how your action, throughts, or emotions do or don’t with your internal standards.
S-SOLER
O-OPEN
L-LEARN
E-EYE CONTACT 
R-RELAX


K-KNOW YOURSELF
E-EVALUATE THE PROFESSIONAL CONTEXT.
Y-YOUR COMMUNICATION INTERACTION WITH OTHERS.
S-STEP BACK AND REFLECT.
Know yourself is to understand the components of being an active listener and critically to be apply them in your professional context where to uses formal or informal communication.
Your communication interaction is what you have learned from the what you have learned from the first step and trying to communicate with the business professional, and also the last is to step back and reflect all this strategic helped you to become a good listener and a good communicator with yourself or with your colleagues.
THE THEORIES OF SHANNON AND WEAVER, SCHRAMM AND BERLO.

Shannon and Weaver Theory.
To communicate means to transmit a signal that is received by the receiver. And the decision remain to send or not a message or to choose a variety of messages is up to the source.
,,-as example of the theories I will use the Effective Team Work and Communication course and how this was helped me later at my workplace,,
[image: ]
     

SCHRAMM THEORY
It applies to only one person, a single communicator who adapts his message to what is happening around him. Communication is centered on feedback that is interpreted circularly, logically and naturally.
[image: ]. 
   

BERLO THEORY
Model of communication represent the process of communication on the simplest form. Berlo model describes the different components that form the basic process of communication. [image: ]


In this three schemes of the theories model I explain how the Effective Team Work and Communication lessons been adapted on my vision and how I received the context of them. Also this theories helped me to understand the communication skills and how are them applied at different cases.
                      
CASE STUDY ON MY OWN WORKING ENVIRONMENT

In my case is different because I am working for a company where my position is as a team leader and the place work is Stanmore depot and my team is composed from two operative cleaners and me as a team leader.
Every evening when we start the shift and as a team leader need to explain first the Health of Safety rules and I put  questions and my team need to answer me back this explain they understand the rules and to follow them. And also I need to give to everyone the task need to do in that night…
And after all this is done and the task are completed I need to write a report for the supervisor and which will be send by email or by phone. 
And here the communication scheme is Shannon and Weaver which is going well (where me as a team leader sending the information to my team and I waiting also from them to receive and understand the rules and the tasks but around us are lots of noise as people get out or get in the trains…or the trains arriving or leaving the station…)
If I want to solved this situation with the noise is not possible because are not exist a room where can be quite… the only things is to give all the right information to the team and to make sure they receive the right informations and also to make sure the supervisor get all the informations with any mistakes…and to keep watching on my team that they understand everything right and nothing can happen to them…

CONCLUSION

As working in teams and to try solving the problems and to achieve the goals is a experience as many of us. As a team or as a collective can achieve excellent results. And everything we learning all this time by participate to Effective Work Team and Communication course helped us to understand the communication and how is the important is when are we working as a collective how to solved the situation when we are involved…
I am glad to participate to Effective Team Work and Communication which helped me to improve the communication skill, my attitude with my colleagues or my team. 

REFERENCES:
(MAUND,SCHRIEK AND TINKLER,2017 p.1-102) Andrew Maund, Michaela Schriek and Paul k. Tinkler (2017) Certificate in Higher Education: Skills for the Workplace student yearbook.
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Maund chapter 4

1.Instant articles.

2.umlike

3.There it was many of different types of green
beans and the customer has not specified which one
wanted, and the shopworker did not asked the
customer to specify.

4.Regulative and constitutive
5.Regulative=when,where how and with whom to
talk about.

Constitutive=other non-verbal count that suggest
appropiate and non-appropiate(example eye contact
and touch)

6.B.55%

7.a-express emotion
B-convey interpersonal attitudes
C-present one personality

D-to accompany verbal communication
8.The process of understanting our experience of
others and to use the verbal andnon:verbal
communication.
9.K.E.Y.S-know yourself/evaluate the personal
content/your communication/step back and reflect




image11.jpeg
oY X Or PN v}

mrc:Sf MYk 090 YO0 PWO 4,,,%% Jay wgos@ OF 03P ¥Y, /d

gy oM BoURIVP Mo p
QORI W Yo w000 [P

RYoR égﬁ%/ 2
\

B00vd P Wow ewr P ~F0209 \
PO Qupag) San o WONIDYS Sy

U PUR0S0 RIOW MVQ iRt el )
uﬁ% oF PMS 9yS VUM 00y pToLSIPWD 7 U O o

£PapIOAD U3aq 3ADY Pnod 31 Moy sulpjdxa uoipaIUNWI0) JO [3POINI 3SOYM ‘D
¢pajuanaid uaaq anny siy3 pjno3 MoH :o
¢Aym pup uoisnfuod siy1 suipjdxa uoipIIUNWWO) JO [3POIAI 3SOYM D

(DDA pO03SIapunsiul 01pad yuiys noA op Aym :o

jusya3| 3yl Ul NOA 335 ||IM | BwoY dwod | uaym pies noA y3noys | jou ‘Yo
,/dwoy Aem unoA uo 193 03 NoA payse | suo ay|

'04pad PIysY ,UINIIYD 1eYM,

N
Q ,&UDIYD 33 SI DIBYA, ‘PleS BLIBIA ‘W00J SUNLS 9y} O3UI JUIM 01P3d U3YM
‘ples ays ,‘wood SuInis sy ul — 3I3H,
‘pIeS 8H ,éiNOA a.e d1aym ‘elielp,
1
.%Mm;y 03Ul JUBM PUB 10D puk S100( SIY 0 }00] 04pad ‘@woy 108 ay uaym
‘04pad paljdal ‘AeyQ,
v ; SudydIyd e dw 198 ued NoA }1 99s ‘@woy Sulwod 31,N0A uaym ‘0ipad ‘O||3H,

‘01pad pauoyd eue Aep aup

"9}IM SIY SI BLIBRIA pue 9IS m:__u__:n B UO S)J0M 0u4pad

oua3d PUe VIV
oy ¥0 %6
thosg - min tes916r PP09 TRV

LER o]





image12.jpeg
61/9 —A1ipyaq phoy

il 15

===

¢9A3 uopuoi ayy
Pa1sIA NOA aaey

R

aapio
il noA og

G

é3phigq
e aney noA oq

AUNTHIN

1002
poos e noA aiy

woow |

¢uossad snowey
B 313w noA aney

VAN

1SAN

ISAN

1 O THO

=1

iwealp
Peq e pey é1yloiq élieqiooy
dweySujuag 03 133 NOA aneH e aaey noA og Aejd noA og
&duims noA uey ud2q noA aney
TUIION ey 018 0 Vj
\o

21amoys ﬁ v/ i Iﬁm,@vw éAnunod

e Suiney éAqqoy AnoA ui sayeus

21,n0A uaym éie éAnaod e se uiyawos snosaSuep

Suis noA og e 3AlLp noA ue) 1] noA og 399102 noA og aaey noA og

AN

VAL

NASIaN

a2

bIo T

j é1adedsman éaduesy é1aasis
iewaun ysnug | ¢auoyd Sunswes | pajsiA noA aney ©308 noA aney
ayy 0} 08 noA og e peas noA og e umo noA og
TSID
! -
JLOTdFOHIOTIND | VO]
dluawnnsuy &ysy8uz ueyy é1ad dwAo
éysns jeaisnw 19y30 adensue| eaney noAog | ayl 03 08 noA og
a1 noA oa e Aejd noA oa e)jeads noA oq
W) aweu JnoA s jeym
“staweu AN jOTI3H
] 3
‘oyoy A 4




image13.jpeg




