   Effective Team Working and Communication

Introduction
This portfolio aim is to provide evidence of in-class exercises, with a demonstrative understanding of communication skill discussed in-class. Analysing my workplace communication and implement types of communication to demonstrate the knowledge and understanding of information and abilities acquired through learning.

Introduction to my workplace
Every evening when I go to work everything is the same; there is a lack of communication from the moment when I arrive until I finish in the morning. Most of my colleagues are not native English speakers and neither Romanians speaker, in this context is involved a high amount of lack of language. I cannot say that there is no communication at all. When I arrive, I go to the reception room and scan my fingerprint to clock into work. Because I go half an hour earlier every time after the clock in, I go to the smoking area and take some time to drink a coffee and smoke. Sometimes I do find one or two of my colleagues to have a short chat or from other departments. Five minutes before eleven I go into the cloth storage room to take my uniform where my supervisor or my manager is indicating me the work area that I have for that night, In most of the cases I have fixed days in different departments, and I go and start my job. When my colleagues or I need any cleaning stuff, we have to go and take it by ourselves because there is no way to find the manager or the supervisor when we need them.
We are not allowed to use the phone inside the factory because it is forbidden to use any plastic in the production area if we have any complaint the managers are not going to solve it. Is telling us to go to the HR office, because my Romanians colleagues do not have good English they are not able to communicate with the manager and they ask me to translate every single time.
By seeing their reactions around us, we formed a small group, and we communicate when necessary. Every shift is the same, and better communication; it is crucial to my workplace.
Implementation of communication
Verbal communication can beset on words and fillers (e.g., um, like). Verbal messages are created through language. (Quintanilla, K.M and Wahl, S.T in Maund, Schriek, Tinkle 2017).Effective communication involves accurate messages; otherwise, the meaning of the words communicated will not be understood. (Quintanilla, K.M and Wahl, S.T in Maund, Schriek, Tinkle 2017). In this case, better verbal communication will be beneficial, and it will help our team to work more efficiently and less stressfully. I cannot say that implementing better verbal communication will be easy but also not impossible. Our manager and supervisor should come and ask us about our needs and feelings much more often, and they also should purpose a person that speaks more than one language to communicate with both parts, management and workforce.
In class, we have learned about the different models of communication. In my workplace, we have Aristotle’s Model of Communication. The Aristotle’s communication model is a speaker centred model as the speaker has an essential role in it and is the individual one active. It is the orator’s role to deliver a speech to the addressees. The part of the audience is passive, influenced by the statement. This makes the communication process one way, from speaker to receiver.
[image: ]
1. He supposed “Rhetoric” is the study of communication and persuading, and different message or speech should be made for different audiences at various situations to get desired effects or to establish advertising. This model was extremely used to develop public speaking skills and create an advertisement at that time so, it stands less absorbed on intrapersonal or personal communication. Even if the model is orator oriented and emphases on audience contact in conversation, there is no concept of feedbacks. As he related in his studies, this is a linear type of communication with no feedback from the audience. This study comes as the oldest model of communication (Kallendorf, C., & Kallendorf, C. (1985). The figures of speech, ethos, and Aristotle: Notes toward a rhetoric of business communication. The Journal of Business Communication (1973), 22(1), 35-50.)
. In my workplace, I do recommend a model of communication where the audience to send feedback and opposite. As a dialogue, not a monologue. I do recommend the Shannon and Weaver model.[image: ]
[bookmark: _GoBack]Sender encodes the conversation and sends it to the receiver. Over a technical channel like telephone and telegraph. The sender converts the signal into codes clear to the machine. The message is sent in-laws through a medium. This model is uniquely intended to develop effective communication among sender and receiver. Also, they find factors which moving the communication process called “Noise”. At first, the model was developed to progress Practical communication. Later it’s widely applied in the arena of Communication.


Non-Verbal communication is all other ways to communicate outside of written and spoken language. Body language, dress code, handshaking method hair, or beard look, all this can be a form of nonverbal communication. Face expression of an individual can be a robust nonverbal language. (Quintanilla, K.M and Wahl, S.T in Maund, Schriek, Tinkle 2017).With body language in the workplace, individuals are much easier to be understood. As specified in the introduction, my workplace having a high lack of English a better understanding of body language will be essential for the managers to understand the workforce.
Written communication can take many many forms as letters, emails, newspapers, reports so on. This type of communication can be compelling and accurate in the correct use. Writing business letters or emails, reading the press in the morning applying for a job by writing a cv or a covering letter, sending a request for the court or other public services so on. (Quintanilla, K.M and Wahl, S.T in Maund, Schriek, Tinkle 2017). The factory management and HR representants should give to their employees some free basic English courses or indicate them where to find places where English courses are offered for free.
Formal & Informal communication, there are two types when considering the formality of communication. One is formal communication such as emails, memos, letters, reports, and other such kinds of written communication. Informal communication is one where is nothing official about the discussion that is happening, such as Whatsapp, SMS social media, the day by day use ways of communication. (Quintanilla, K.M and Wahl, S.T in Maund, Schriek, Tinkle 2017). I would also implement a text messaging system to allow us communicating at the workplace without needing to look one for each other all around the site or a radio stations system.
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