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Introdutcion


I am Edgar Vila Nova Correia Gomes, student in Certificate in Higher Education: Skills for the Workplace in the university of wales and I am going to talk about communication, it meaning, its importance in the management and obviously to show how it can influence in my workplace. However, I am aware that to talk about communication and show you how interesting it is and was for me during this first term of this course can be a great challenge but at same time a huge pleasure  because it is present in all of our social life process, family, company and groups organization.


Communication and it meaning
There is a lot meaning about Communication, but honestly, I have to agree that, communication is the process of transmission, share or exchange of information by speaking, writing, gesture, signs or using some others medium.  It involves one sender, a message, one recipient and the sender can communicate with recipient by a huge series of things such as: Emotions, the cultural situation, the medium used to communicate and others. (Maund, Schriek , & Tinkler, 2017)

The communication can be made in two different ways:

Verbal communication - when we share information by the words to communicate with one to other, or group. These words can be both spoken and written. When we are using the verbal communication, it does not isolate fully nonverbal communication because of use of our body language, tone of voice, and facial expression. The basic verbal communication skills are Effective speaking and listening. The verbal communication is the most common ways to communicate with one another meanly when we work as a team. It is used to understand the problem and resolve manage projects. (Maund, Schriek , & Tinkler, 2017)
As I said above Within verbal communication “speaking and listening”, we can identify the written communication. The written communication refers to transmission an information by words or symbols. That is, two or more person who share the communication with a written word it is named a written communication. (Papa, 2018)
 the written communication is most used to organization or business commonly as electronic mails, memos, reports, documents, letters, journals, and job description. The spoken or oral one is most used for an interpersonal communication in a daily journey, it deals as well with personal communication or working with others Employees or group, who are able to speak well can set them self apart to their fellow workers.  Whoever that have a strong interpersonal skill are often personally and professionally successful. Interpersonal skills include a wide range of skills in spite of many of them are focussed around communication such as listening, questioning and understanding. Normally when someone discuss the oral communication, they are referring to speeches and presentation. While the written communication has become more popular thanks to on line communication, employees in many fields are expected to give oral presentation on occasions. Many people suffer with anxiety related to give speeches. (Papa, 2018)

It is relevant to refer that in the communication process, it is very important to receive and interpret the message accurately, it is a key of all effective communication. When you are not able to listening and understand, the sender of the message can easily become frustrated or irritated. There are 3 level of listening such as:
· Internal listening - When you are watching or witnessing something and we are in constant internal dialogue with ourselves or sometimes using them to self-reform.
· Focused listening - serves to eliminate the internal dialogue and focus on the person or what they are transmitting to us.
· Integral listening - serves to motivate or lead someone to another state, this is, take from the past, put in the present and invite to the future.


Nonverbal communication – when in the verbal communication we use the words, it does not mean that the communication is limited by the explicit word, it is much more than the words used, therefore it happens misunderstand including implicit message that whether intentional or no, are expressed by nonverbal behaviour, however interpreting nonverbal communication is not that simple. As we grow up most of nonverbal communication learning is developed. there are many types of Nonverbal communication such as:  Body movements, Posture, eye contact or fidgetiness. These nonverbal communication form help listeners to understand and interpret the meaning behind the words a person is using to communicate a message. Normally when we are in the group conversation there are a lot of behaviour that explain the intent related to social intelligence and interpersonal sensitive. So, while one verbal word can be difficult to understand, nonverbal cue can be more subject to personal interpretation as listeners use their own subjective frame of reference to interpret the non-verbal interpretation of others. (Maund, Schriek , & Tinkler, 2017)


Example of my Workplace 
In my workplace we normally use the verbal communication, but because of the lack understanding due to the language factor, the nonverbal language is vital to balance the passage of information to one to other. the problem sometimes isn’t due for the verbal or nonverbal communication but because of the people chosen to run the teams. Sometimes these people are chosen for the job without having adopted a criterion of selection, or because they are flatters , or because in the presence of the responsible Maximo’s try to show work when in fact, do not possess skills or qualifications that Really can support them for the performance of the functions so that it has been named and even the lack of attitude and determination so that there really is a regular and quiet operation of the group, organization or work team. Nowadays, it is not enough to be a hard worker if we do not have the skills that enable us to work as a team, situation sine qua non, for any company, group or organization, we are not able to be the example and sedimentary a harmonious environment and help between colleagues. Modest part, this makes me resort to a passage of the book Certified in Higher Education: Skills for Workplace, Chapter 3, where 16 people were divided into 2 groups, one of the men and one of the women for a challenge to the final prize, selling lemonade for a Charity event in which the defeated group leader would have to confront Trump and explain the reason for failure. In this challenge, there were serious flaws in the definition of their strategies, allegedly due to rebellion, not due to framing or lack of consensus in the group's framework, where in the presentation of the proposal he wasted valuable time of the project lying  and understanding its own credibility and that of the whole group, and was interrupted by the group leader when it attempted to influence other members of the group. The truth is that, when in a group, there are inflexible people to the ideas of others, making their own ideas prevail, not all communication is positive, which compromises the performance of the group. In my modest opinion, there was incompetence on the part of the defeated leader, since he should never be so permissive or passive until he reaches the point where they arrived. In view of this dilemma in which I try to show some resemblance to the situation of my workplace, now I ask?
Is this leader gathering the skills to be ahead of this team?
 My doubts have been debased with the same leader's demission.
However, I would like to tell about another episode related to one job I had done previously where the effective communication was very determined, generating a harmony environment, group spirit and friendship. It was a consulting on target and Security in the airport work in which we had to classify the passengers for the airline flights we were working to. This required a perfect combination of the teamwork in the order of 95 to 98 percent of accuracy attending to the degree of responsibility.  To make sure that this was really functional because it implied the lives of the passengers, there were simulations (a kind of false alarm that we had to identify in a timely manner) and that in a period of one year could not fail 3 times, about penalty of Be deemed unfit for the function. I want to show that the similarity of the example taken from the book in which the groups were evaluated through the challenges between them, there are also tools that can cause people to be held accountable, whether they want to or are not obliged to guarantee and  Dedicate the functions that they play. These coordination’s began at check in through a mandatory process, passing by the catering, door of the plane, boarding gate, luggage rooms and park the parking of the planes. The tool used was verbal communication in the case of mandatories and the non-verbal in cases of identifying the behavioural state of the passengers, their attitudes, nervous state, etc. For non-verbal communication, we had observers disguised in passengers to denounce all suspicious situations by means of signage, facial, visual or gestural, without the people unrelated to them. In function of these complaints, our colleagues of check in classified the passengers by means of coloured sticker chosen for each case. These stickers had to be signed, dated so that the other colleagues could follow the classification process in other positions where they were posted on duty. In order to have this harmonization, it was necessary to have a careful responsibility in the selection of people, from professional training, psychological assessment exams, drug ingestion or any other addictive product, without relying on skills that are still need to develop. In this section, I want to clarify the importance of enabling skills necessary to the performance of the functions to be exercised. For this, is also necessary that certain people look at themselves and question what qualities they still need or those that still need to develop.

In communication, there are that one you want every day in your life such as interpersonal communication. it involves interacting with people; friends, colleagues or relation with your boss in large percentage.  If you actually want that the communication can flow without noises, you need to avoid certain barrier so that it can be clear and transparent. This barrier can be: “ don’t interrupt other person while they are talking”, “Think before you speak”, “ listen well”, “ don’t be defensive or Attacking- be neutral”, “don’t deviate”, “be confident of your idea”, “ be open to receive the feedback”, “use the right communication methods”, “shake hand firmly”.  More often we need to have an effective speaking so that we cannot be evaluated for any of these above-mentioned essentials point of communication. To be honest, one of the components to accomplish the effective communication is to be assertiveness.
What means assertiveness?
Assertiveness mean to be able to express yourself and stand up for themselves communicating firmly their idea without bullying, patronizing, or manipulating others. It can also mean to be actively engaged in group discussion avoiding the extremes of being either too passive or too aggressive. The assertiveness is to be able to describe one thought about a particular situation face to face making the respectful request. By the way, one assertiveness person is who pay attention to the introduction and conclusion of their selves comments, normally they know how to listening and understanding the question before to answer. When I talked about that history about my work place, I would like to focus in this point  to show that in the interviewing process all this detail need to be considerate to avoid problems like I mentioned above. (Maund, Schriek , & Tinkler, 2017)

After talking about communication and reporting some facts in which it may result or not, I come in a concise way to say that despite the good or the bad communication, there are also conflicts in the workplace as a result of the disagreement of opinions and exchanges of objectives. This is natural that happens, but when it comes to teamwork, the intention is always try to overcome them. The best way to cope with this situation is try to learn from the experiences and improve the relationship with conflict resolution in a way that respects the desires and needs of all. Conflicts can be of different orders, but it is necessary to adopt preventive measures to promote positive relations and fewer risks of conflict. Some effective measure to prevent the conflict can be:
· Workplace changes – a poor workplace layout can cause stress and animosity (e.g. a cramped shop floor, a noisy office, or poor signage) or could put people at risk (i.e. poorly-lit, isolated exits). Reorganise the workplace to reduce or eliminate these issues.
· Job role changes – if you identify at an early stage that people are stepping on one another’s toes, discuss changing shifts or job roles with them (you need to ensure it suits their needs). This can also work as a corrective measure if intervention fails.
· Training staff – provide staff with training and enough resources to fulfil their role, put them on awareness courses (e.g. equality and diversity) to help them work amiably with others, and provide training in conflict management so they can handle confrontational behaviour appropriately.
· [bookmark: _Hlk18011617]Conflict resolution policy – a conflict policy establishes that the company has zero-tolerance for abusive behaviour and will actively tackle confrontations to re-establish cooperation in the workplace. It encourages employees to report concerns and complaints early on so situations don’t escalate.  (www. Highspeedtraining.co.uk/hub/conflict-management-in-the-workplace/ 29/08/2019)
 
When there is noise (conflict) in communication, there is a patiently seeking to improve them. For this there are some practices that can greatly help such as:
· 1.  Listen, listen, and listen. People want to know that they are being heard. Really listen to what the other person is saying, instead of formulating your response. Ask for clarification to avoid misunderstandings. At that moment, the person speaking to you should be the most important person in your life. Another important point is to have one conversation at a time. This means that if you are speaking to someone on the phone, do not respond to an email, or send a text at the same time. The other person will know that she doesn’t have your undivided attention.
· 2.  Who you are talking to matters. It is okay to use acronyms and informal language when you are communicating with a buddy, but if you are emailing or texting your boss, “Hey,” “TTYL” or any informal language, has no place in your message. You cannot assume that the other person knows what the acronym means. Some acronyms have different meanings to different people, do you want to be misunderstood? Effective communicators target their message based on who they are speaking to, so try to keep the other person in mind, when you are trying to get your message across.
· 3.  Body language matters. This is important for face-to-face meetings and video conferencing. Make sure that you appear accessible, so have open body language. This means that you should not cross your arms. And keep eye contact so that the other person knows that you are paying attention.
· 4.  Check your message before you hit send. Spell and grammar checkers are lifesavers, but they are not fool proof. Double check what you have written, to make sure that your words are communicating the intended message.
· 5.  Be brief, yet specific. For written and verbal communication, practice being brief yet specific enough, that you provide enough information for the other person to understand what you are trying to say. And if you are responding to an email, make sure that you read the entire email before crafting your response. With enough practice, you will learn not to ramble, or give way too much information.
· 6.  Write things down. Take notes while you are talking to another person or when you are in a meeting, and do not rely on your memory. Send a follow-up email to make sure that you understand what was being said during the conversation.
· 7.  Sometimes it’s better to pick up the phone. If you find that you have a lot to say, instead of sending an email, call the person instead. Email is great, but sometimes it is easier to communicate what you have to say verbally.
· 8.  Think before you speak. Always pause before you speak, not saying the first thing that comes to mind. Take a moment and pay close attention to what you say and how you say it. This one habit will allow you to avoid embarrassments.
· 9.  Treat everyone equally. Do not talk down to anyone, treating everyone with respect. Treat others as your equal.
· 10.  Maintain a positive attitude and smile. Even when you are speaking on the phone, smile because your positive attitude will shine through and the other person will know it. When you smile often and exude a positive attitude, people will respond positively to you. (www. Highspeedtraining.co.uk/hub/conflict-management-in-the-workplace/ 29/08/2019)


Conclusion
After talking about the communication in its various aspects and power in some way relate and even substantiate what was taught me in this first term in the chair of Effective Team Work and communication, I found that I leave here even more reinforced from My convictions and aware of the responsibilities of being an active interlocutor for the good environment to reign within any group, organization or company in which I am inserted. I want to thank the teachers for this exchange of experience and knowledge that somehow makes me know and leaves me with a bigger background for this increasingly competitive market. Thanks again.
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