
PRACTICAL PORTFOLIO OF SET IN-CLASS EXERCISES OR EQUIVALENT (E.Q. VARIOUS COMMUNICATIONS SUCH AS EMAILS, BUSINESS LETTERS/ CASE STUDY ANALYSIS/ OTHER EVIDENCE GENERATED DURING CLASSROOM ACTIVITIES)
MODULE BMSW4002 EFFECTIVE TEAMWORK AND COMMUNICATIONS                                     LECTURER TOYIN ADISA


TABLE OF CONTENT:

INTRODUCTION
MODELS OF COMMUNICATION
WAYS TO HAVE A BETTER COMMUNICATION – 10 RULES
VERBAL AND NON-VERBAL COMMUNICATION SKILLS

Verbal communications

Clarity
Empathy
Sincerity
Keep eye contact

Non Verbal communication

The things we write
Silence 
Listening

THINGS TO BE AWARE OF FOR GOOD COMMUNICATION

Differences in perspective and perception
Jumping to conclusions
Stereotyping
Lack of knowledge or language
Lack of interest

CONCLUSION

REFERENCES




             




INTRODUCTION – WHY COMMUNICATION STUDIES ARE IMPORTANT TO ACHIEVE A GOOD ATMOSPHERE IN THE WORKPLACE. 
Communication between individuals is full of misunderstandings and confusion. We say something, but we are not understood. Even when we get people to understand, we cannot always get them to think and behave or respond in the way we want. That is why we need to learn about communication tools and technics to improve our skills.

MODELS OF COMMUNICATION
This entire module is to help students to be more effective in our team working further. Also, it aims to develop an awareness of the range of communication skills for reaching success within the workplace. Learning the main theories about teamwork communication and group dynamics gives us a big chance to avoid mistakes and improve our skills for a better professional career. 
First, we have learned about the models of communication. Everyone knows about different ways to talk with people, but it is essential to understand the process and improve it within a workplace. So we have to consolidate these models of communication conceptually rather than prescriptively. We can say that the primary purpose to communicate is to deliver a message to someone. That gives us the first type of model, which is Transmission, which is the movement of data (for example, a new idea, proposal, instruction or just feedback) from one individual to another or from a company (institution) to an audience (or another company).

We can say that the sender is not monopolising the information because the feedback creates an exchange. For example, if I suggest my idea to my team, at the end of the discussion of this idea, the result after the conversation with other team members will be an already different point of view from the prime one. After sharing the personal impact and understanding of one idea, sending feedback is very important to achieve the goal –complete the communication. 
 	To demonstrate the importance of feedback in communication, we can give an example with the case study in class as a technical tool, which was the story of Pedro and Maria. In this case, we can visualise how a missing response in any conversation can cost misunderstanding. If Pedro repeated the question, he should realise that his wife was not talking about the kitchen but asking him to buy a chicken on his way back home. This illustration of the importance of feedback is significantly related to everyone in the daily duties and every kind of communication. 
          The next model of communication is Meaning. There are traditional communication symbols (language) and informal symbols (gestures). It is essential to consider context, relations, location, and literacies.

Question	Element	Analysis
Who?	Communicator	Control Analysis
Says What?	Message	Content Analysis
In Which Channel?	Medium	Media Analysis
To Whom?	Audience	Audience Analysis
With What Effect?	Effect	Effects Analysis

 
In my opinion, this model is fundamental for professional teams because in every business structure, the voice of the Managers matters, but if the communication with the rest of the team members is on a high level, then the success of the whole company will be over the expectations. The reason for that is that the feedback and analysis of all relative people give a better picture and creative ideas to achieve the goals effectively. 
The next model of communication is Discourse. I shall briefly set out a version of how this model works. Every object creates a text, and the collection of all texts makes Discourse and all the discourses create an Ideology Dominant or hegemonic way of thinking about everything.
As a result of learning the theories of communication models, we can conclude that it is not easy to think along a different line. It is tough to open our minds to believe In another way. For example, from my experience, the leaders of communities or companies are not very open to receiving critics or suggestions from others. Including as a long term Manager, it is a bit of a problem to accept others’ opinions or ideas, especially when you have to be an example that everyone follows.
           The most popular is the Basic communication model or SMCR David Berlo (1960). In this model, we can see shared resources or messages from the sender to the receiver. We can give an example of Berlo’s model of Television or Internet advertising. It is a one-way form of communication. It is a perfect example of the SENDER – MESSAGE – CHANNEL - RECEIVER model. This model is the most basic and often used form of communication today.
But even in this direct way of conversation, we can find how easy it could be to misunderstand someone if you do not know his professional/academic language, as we sew in the case study story about the Professor and Village people. If he had talked to them with simple words, he should not lose his home in the fire and received help from them.

WAYS TO HAVE A  BETTER COMMUNICATION
In this world that we live in, where every conversation is potentially devolving into arguing, it is most necessary to find a way to stop confrontation and find a better positive form of communication.
In the modern life of social media, we often avoid people who are different or unacceptable to us just because we do not know anything about them. We stopped talking and listening and just used emoticons or ignored messages. Even our children do not understand the power of words and the importance of communication in person. Most likely, people prefer ready phrases or letters or cards rather than creating their own. Creativity and personality are about to be lost in the pool of technology tools. This dividing and losing sense of humanity pushes us to learn how to talk and listen better to develop our communication skills. 
                  The ten helpful rules to provide better conversation are :
3.1.Pay attention or do not multitask - Concentrate on the conversation. 
3.2.Do not pontificate - To keep yourself in check, try to pause before you speak and notice whether you are putting too much of your feelings into this situation.
3.3.Use open-ended questions - Try asking things like, ‘What was that like?’ ‘How did that feel?’ Because the people in front of you might have to stop for a moment and think about it, and you’re going to get a much more interesting response.
3.4.Go with a flow - By learning to let your thoughts go and go with the flow, you will be much better at adapting to how the conversation is going.
3.5. If you do not know, say you do not know - People do not expect you to know everything, so they appreciate vulnerability and honesty. It should always be the foundation of a good conversation.
3.6.Do not equate your experience with theirs - All experiences are individual. And more importantly, it is not about you. Conversations are not a promotional opportunity.
3.7. Try to avoid repeating yourself - it is boring, especially in work conversations.
3.8.Stay out of the weeds - When recounting experiences or stories, focus more on what happened rather than the specifics.
3.9. Listen - The most important thing to remember is that you are listening to understand, not just to reply.
3.10. Be brief - Get to the point. Do not over-explain. Say what you need to say, stop talking and listen to what the other person says.



        4. VERBAL AND NON-VERBAL COMMUNICATION SKILLS 
Verbal communications – the things we say :
We can agree that the main goal we want to achieve with the communication is to : 
Be received – either read or heard
Be understood 
Be accepted 
To get action 
To receive a positive result, we must have excellent communication skills. Verbal skills include two types – oral (speech) and written. 
To have effective oral speech, the most important are:
      4.1.1. CLARITY ( to be precise) 
- use simple language, as we mentioned in the case study with the Professor.
- speak slowly – for example, I have a lot of issues understanding the tasks in my workplace when the client is talking too fast because English is not my first language. 
- choose words that say exactly what you mean – very often, using metaphor is not the best way to explain the aim you want to be covered in the workplace.
- have synchronisation between your body and the message you are sending – for example, you could not smile or show happiness while talking about a severe problem at the workplace.
              4.1.2.EMPHATY ( imagine yourself in the position of your opponent):
 - try to be friendly – avoid arguing.
- avoid saying things that you will be not happy to hear about yourself – do not offend.
- use a relative tone of your voice and facial expression - for example, do not smile if you are going to fair some of your team.
             4.1.3 SINCERITY ( natural ):
 - respect others – do not talk selfishly and like you are more than the others.
    
             4.1.4 KEEPING EYE CONTACT:
- look at the people you are speaking to, and show that you are honest and the information given to them is essential.
Non Verbal communication:
            4.2.1. The things we write - use appropriate language depending on whom you report to. Use the formal style and follow the instructions for letter writing.
            4.2.2. The body’s language - hands, eyes, mouth, face, stand or even clothes. It is crucial to have the correct behaviour of the body when communicating.
        - space – closely to friends and family and away from strangers.
        - touch – hugs or shaking hands, depending on whom you are talking with.
        - posture – how we stand or sit tells others what we are feeling and what we are thinking.
At the In-class exercises, we recognised from the positions of the bodies in pictures what messages were they sending.
        - appearance - In face to face meetings are essential to how you look. As an example of the case study story about “ A day with a chief”, I can add my personal experience with an event organised by me. I appeared in a beautiful cocktail evening dress while the guests were in effortless elegant clothes. I have stolen the attention away from the Main person at the meeting. It was confusing and not professional.
          4.2.3. Silence is also a powerful tool to send a message – Sometimes, the silence says more than the words can or misunderstands real emotions and reactions.
          4.2.4. Listening – “ Unless somebody listens to the message and understands it, there is no communication, only noice!” (Stanton, 2009) – this quotation explains precisely how important is listening to achieve good communication. We could not either give support or cooperate or understand or receive any information if we were not listening during the conversation. To do good listening – live and empathetic, we have to :
- be prepared
- be interested
- keep an open mind
- listen critically
- resist distraction
- help the speaker
- reflect back
- hold back
       5. THINGS TO BE AWARE OF FOR GOOD COMMUNICATION 
Last but not least, I want to point out the things we have to avoid in our communications :
         5.1. Differences in perspective and perception - people from different nationalities, races, cultures and so on have different visions of the one and same thing.
         5.2. Jumping to conclusions – avoid concluding by trying to understand the sense of the discussed theme and listening first.
         5.3. Stereotyping – do not put everyone under a common denominator.
         5.4. Lack of knowledge or language - I pretend to have an extensive range of expertise. Still, when it comes to sharing my experience in a different language, I struggle to introduce myself in the best way.
         5.5. Lack of interest – it is always challenging to keep the attention on something the auditory is not interested in.
     6. CONCLUSION
First of all, communication is one of the essential things in our life as human beings. To have a promising future – a happy family and a brilliant professional career, most important from the beginning of our life is developing and improving our communication skills. This module helped me recognise and understand the tools and techniques to provide better conversations, fix problems with a way of speaking and listening, find out the best behaviour in meetings, and achieve the most favourable impression. Thankfully to this course, I will be more confident and relevant in my further communications in the workplace, teamwork, and personal life!
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