



Communication in Workplace

[bookmark: _GoBack]

Contents
Introduction	3
Working collaboratively by shared ownership, responsibility and issues of confidentiality	4
Negotiating and development of ideas	5
Theories of Group dynamism	5
Belbin’s team structures theory	6
Group strategies of effective delegation, group agreements, shared objectives, and meaningful schedules	8
Inter-personal communication skills of body language, personal attributes, active listening	8
Formats and structures of written communication	9
Strategies to improve clarity of expression, punctuation, grammar, and syntax	9
Formats and structures of Presentation	10
Communication by visual and electronic resources	10
Conclusion	11
References	12




[bookmark: _Toc5889432][bookmark: _Toc8052290]Introduction
In the communication in workplace many attributes of employee are needed, such as collaborations among the employee, shared skills, attributes among team members, and confidential issues in a team are also important for effective communication. Negotiation power of employee, group presentations and interpersonal skills are fundamental in workplace communication in all types of organisational and it is evidenced that if employee are skilled in these areas then company get competitive advantages and employee can success in professional area.
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Shared ownership: Shared ownership is the concept in which buyers not currently own at home the opportunity to purchase in new build or resale property and pays mortgage on share (Keller, Parameswaran, and Jacob, 2011). The purchaser pays rent to housing association for the remaining share. For this purchaser needs mortgage only for purchase of share, the money required deposit is lower in compare to amount for purchasing outright. 
In working collaborate in workplace and maintain confidentiality in workplace, some rules and responsibilities are nurtured by employee in a workplace. Responsibilities of common confidentiality oblige solicitors to respect and retain information confidential and must not be used for other purpose or for benefits of company without consent of clients. Confidentiality is prior concept of professionalism in good working environment. 
Issues of confidentiality: In the practical ethical issues arises in occupation various issues are considered to maintain ethics confidential, these are:
Scenario: The scenario may be different for different business organisation, such as trade union representatives, employee, health professional, media representatives and researchers (Kapferer, 2012)
Basic considerations: Some basic considerations are kept in mind in ethical issues of different professionals and ground of communication
Moral perspectives: Ethical issues in occupational health sector can be maintained by classical paradigms, deontological and consequentialist, i.e. social ambition can be expressed as benefits of community (Sadler, 2010)
Human rights: In dealing with ethical issues human relationships and human rights should be maintained by employee.
Ethical principles: Some ethical principles are kept in different professional and it focuses on individuals’ right and self-determination not fringe to other determination.
Privacy and confidentiality: In ethical issues privacy and confidentiality in some extent that not violate information for exposing unwanted or hostile reactions.
Ethical analysis: Analysis of ethics for different areas and position of organisation is fundamental and prerequisite for professionalism.
Safeguard: Various safeguard are used to ethical issues in organisation such as success of information, secrecy and confidentiality, technical safeguards and professional conducts.
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Negotiating is powerful tool in professional and best method in the working environment to task done in a effective way. Some ideas are helpful to improve negotiation skill are:
Proactive approach to negotiation: In the negotiation process all employee must be proactive and interactive in some formal training and avoid pitfall massively records key points by instructors (Kirzner, 2015). 
Be ready to make mistake: In the negotiation process employee must make mistake and it is natural and learning process in negotiation process and all employee must be proactive to mistake. It trains employee to listen carefully across entire program.
Practice, practice and practice: Developing negotiation process, practice is fundamental to all phases of learning in group performance by building block for negotiation process.
Find an efficient negotiation mentor: A good and efficient negotiation mentor helps to find out negotiation skills which allow predicting and practicing negotiation behaviours, stress management.
[bookmark: _Toc5889435][bookmark: _Toc8052293]Theories of Group dynamism
The fact that in a team is more efficient to achieve some goals than an individual and many benefits are lies in group performance and team working. Successfully working in a team improves camaraderie and compassion among members in a team and improves performance though interactions and shared knowledge.
The steps of group dynamics are:
Awareness: In this part members are well acknowledged of other knowledge and awareness about the group members and attitudes and purpose of team building.
Conflict: In a team dynamism many conflicts may be arises between group members of for organisation, in a effective team conflict should be minimised in an efficient and effective manner to reduce misunderstanding.
Cooperation: The effective collaboration among the team members increase performance and bet working conditions can be preserved by team and ensures team dynamism in working condition.
Productivity: Group dynamism is ensured if the productivity is increased in working in a team member get opportunity to increase efficiency and fosters their experienced which increases productivity. 
Closure: The closure arises after successful completion of teamwork, which helps to make another strategy for team work and related to team performance by arranging business goals according to team performance (Schor, 2016). 
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Belbin team structure is grouped in three segments of work done by team members for a specific task, these tasks are related to action oriented, people and thought oriented (LePine, et.al. 2011)
Action oriented:
Shaper: Who challenges the work in a team is called shaper and take main role in a team
Implementer: In the team work some members are get done by others members in a team are called implementer.
Complete finisher: These are people who see the project completed the work thoroughly and ensures the quality of performance.
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Figure: Belbin’s team structures theory (LePine, et.al. 2011)
People oriented are:
Coordinator: Who take on traditional role of team leader and has be assigned as chairman is called coordinator in a team.
Team worker: They are people within the team and make sure that people in a team are working together effectively for completion of team work.
Resource investigator: They explore and investigate available resource and innovate new ideas and process to perform team work efficiently and curious for the team performance.
Thought oriented are:
Plant: Plant is a creative instrument which comes up with new ideas, approaches. It are thrived and criticised and introverted apart from the team and acts as communicator in a team (Leech, G.N., 2016).
Monitor evaluator: It is best evaluator of ideas and analysis tool of activities of tasks according to objectives and control the activities in case of deviation. 
Specialist: In a team who acts for specialist knowledge, skills and experienced is called specialist for team and this acts for dynamics of team performance. 
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Shared objectives: In a workplace and in basically in team performance all team members are driven by same objectives and goals within the organisations and they should share objectives of organisation interactively and keep pace them by each other to achieve organisations goals. 
Group agreement: Group agreement is the useful tool for getting the event to right start and keep track on the business goals. This help an organisation by agreeing a unified subject by each and every members of a team and finally by a company by ensuring unity of employee. 
Meaningful schedule: It is the timely planning of performed activities of a team and exact allocation of times into different parts of internal activities of team performance. Basically, team performance can be segmented according to definite small objectives and finally to reach organisational goals aggregately (LePine, et al, 2011).
Effective delegation: In a team performance the required rights should be given to employee for better alignment of responsibilities and power to perform the task. If employee is not given proper authority they will be confronted with various hazards and impediment for execution which waste time, dissatisfied them and finally may destroy objectives.
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Interpersonal communication: It signifies a person behaviour, attributes an body language that are used in communication process, basically interpersonal communication may be different from person to person and in cross cultural attributes affect a person’s interpersonal communication process. 
Body language: Different body gesture, postures and facial expressions are signified for interpersonal communications. Finger up means I am happy with things.  Following finger and no smile means that someone is not happy with the dealings. 
Active listening: Active listening is very important and fundamental task in a working condition and it is very significant interpersonal skills in a team. To be well communicator it is must to be skilled listener, who listen clearly in concept it will be easy to understand meaning of something and prudent communicator.
Personal attribute: Some personal attributes are measurement of interpersonal skills. Good looking, passionate, jovial, dictator, interactive and supportive to other members in a team are strong interpersonal skills of employee.
Presentation and context awareness
In a presentation and formal presentation, the context is very important to acquainted with the circumstances and to provide confident presentation in business organisation of in professional meeting. High contextual awareness means that aware of the contextual subjects are situation, occasions, culture, and language.
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Written communication is a formal and should be written in a structured way. Written communication may be reports, memo, bulletins, job descriptions, emails, employee manuals and instant messages. In an effective communication the format and structure must be well defined and designed to provide a specific and defined message to receivers (Leech, 2016). Reasonable, personable and passive language should be avoided in best written communication. 
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Many strategies and training material can be used to improve expression, syntax, grammar and punctuation of written communication. Various writing practices on different areas of business communication i.e. computer communication about and oral presentation by employee improves the punctuation and practices are very important for improvement of these skills. Clarity of expressions are very important for oral presentations and means something special in different culture, so the practice and many practical organisational re working for improvement this skill (Neuendorf, 2016). 
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Presentation structure should convey meaning and purpose of presentations and well structured. 
Introduction: In the introduction a positive wording and congratulation should be given to audience, outcomes of presentation, and importance of presentations or topic. 
Main body: In this sections priority, information sequence, planning of presentation, summary, outcomes, result, link between theory and practice are discussed.
Transitions: In this section focus on previous study, discussion about prior study and exploration of this presentation in relation to pervious one and link and present the lessen from these presentation (Ahlgren, et.al. 2012)
Conclusion: In this part review of topic, recommendations, indication of nest stage, and thanks for audience patience and concentrations. 
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Visual communication and its importance are increasing in present times in broadly in all phases of business activities. Visual communication is the conveyance of ideas of information in a form that can be seen and subject of eyesight. In modern business activities many electronics devices are used for communication: Viber, What’s App, Skype and Twitter. For example, many communications are conducted by employee from one corner to other corner of world by modern electronics devices.
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In a team work good working condition and efficiency of employee must be needed improved group performance and quality of employee in the field of communication, so, the personal attributes, quality of presentations, awareness of context in a presentation are very important. The grammar, syntax, expression and punctuation are also important in formal business communication. In modern business communication technological and electronics skills are gaining importance in communication field and employee should be proficient in these communication skills to be success as an individual and finally bring success for organisation.
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