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Assignment Title: Based as much as possible on your own and/or friends’ real-life experience discuss how well employers perform at communication.  Using your findings and what you know from theory, reach some firm conclusions as to how workplace communication and performance or employers can be improved.  Answers should be supported by examples and considerations relating to the context of health and social care when possible.

This essay is based on a real-life experience.  I will be discussing how effective employers perform at communicating.  I will be examining what communication entails, for example verbal, non-verbal, active listening and communication within teams.  I will also be exploring solutions to poor communication.
COMMUNICATION
Communication skills are basically for individuals, team and organisational success.   Communication is the trading of thoughts, information or ideas that results in mutual comprehension between two or more people.  The procedure necessitates at least one sender, one receiver and a message that is passed on within a communication medium. It starts with an idea or notion in the mind of the sender.  He or she transforms the idea into meaningful symbols in the form of words, pictures or signals. (Griffiths and Dunham 2015).
 The answer to effective communication is when comprehension of purpose and meaning is shared; both sender and receiver share a comprehension of the motive, sense and importance of the message. A shared comprehension does not automatically warrant a shared agreement about what results will follow from the communication – nevertheless it makes it more possible.
VERBAL COMMUNICATION
The use of verbal statements is one of the most ordinary ways people liaise with each other.  while team members work together to comprehend issues and cope with projects, hundreds, if not thousands of verbal remarks are swapped.  A team member might be liaising a message face to face or they may be implying hidden meanings or several layers of meaning in a single statement.  While members do not always know the precise intention of one another’s comments, there can be multiple explanations and recurring misunderstandings (Griffiths and Dunham, 2015).
NONVERBAL COMMUNICATION
Nonverbal signals, for example physical appearance, facial expressions, level of eye contact, body movements, vocal feature and physical space between members all give to the way a message is translated.  A correct translation of nonverbal communication helps the listener comprehend the purpose of the speaker and is strongly connected to social intelligence and interpersonal sensitivity.  Thus, while an individual’s “words” can be hard to comprehend, nonverbal signals are even more subject to personal understanding as listeners use their own subjective form of reference to translate the nonverbal utterances of others.  For example, when members want to introduce a comment into a discussion, they may use any number of nonverbal cues for example, leaning forward, clearing their throats, making direct eye contact or making a facial expression that stipulates a wish to speak.  In addition, if speakers get positive nonverbal feedback from others while they are speaking such as head nodding, eye contact or smiling, they will continue with confidence that they are being heard.  Speakers show the end of their comments by relaxing their body posture, reducing verbal volume or leaning back in their seat. (Griffiths and Dunham 2015)
Effective communication:  Active listening and assertiveness, enable information processing more obvious.  Actively trying to comprehend and interpret the verbal messages of others is taxing.  Simply asking another person to supply proof that led to definite conclusions can be very informative.  Advocating our notions in a confident and comprehensive way is indicated in the exercise of assertiveness.  According to Griffiths and Dunham (2015), assertiveness is a form of communication that respects other opinions while directly expressing one’s own thoughts and views.
Active listening: According to Griffiths and Dunham (2015), the answer to precisely comprehending what another person is conveying, demands effort and discipline.  A precise understanding of others is required before a meaningful response can be made.  Judgement is suspended by effective listeners in order to first comprehend the viewpoint of the speaker. Attention is payed to posture, paraphrasing what is heard and examining for deeper meaning are skills that ease this type of viewpoint taking and lead to a more precise comprehension of the messages that are communicated.  Paraphrasing is a strong listening skill that endorses others, builds trust and calls for deeper levels of disclosure.  (Griffiths and Dunham 2015).
 Your capacity to listen well will influence on whether others have respect towards you, whether people will continue to communicate openly with you and the bigger impression that people will have.  consequently, being a good listener is vital and is one of the most valuable communication skills employers look for.
Having researched on communication, I have experienced good communication in my place of work.  My colleague had gone to the manager after we had a misunderstanding on a night shift. She had been working night shifts for over 10 years and I had just been doing nights for 6months. According to the other staff she was the manager’s favourite and I feared she would be favoured over me.  My manager rang me saying that my colleague had gone to her with concerns, to which I replied that I had concerns too. So, she arranged a one to one meeting with herself in which i explained my feeling about the working relationship with my colleague and how we had a good working relationship until then.  I explained that she panicked about stuff and she tended to snap at times.  She would talk to others about what I was or wasn’t doing but not to me after all I was knew to night shifts. Later, we were both called into a three-way meeting to discuss this matter.  The manager was listened attentively.   She would come in whenever she had to because at times it got heated.  The meeting ended on a positive note. The manager explained the importance of listening to each other and respecting one another as we had to work together.  I felt that the manager understood the situation well and I felt listened to by my manager.  There was verbal and nonverbal communication taking place. Paraphrasing of information and the use of probing questions was used.  According to Hasson (2015), people with good communication skills want to make others feel positive about communication with them.  The most successful way to attain this is to communicate with empathy.  Tt does not mean you have to agree with their ideas, opinions or feelings.  Neither does it mean you make their situation yours. You can take an interest in another person’s situation and readiness to respond to their needs and feelings without taking over.  Empathic people are good at drawing on their own experience in order to relate to what others are saying and feeling.  But they use it only as a starting point, not as the end itself.  Communication with empathy means you agree to disagree and not let those differences hamper communication.  Empathy links people. Empathy builds trust and can make communication easier and quicker.
Poor implementation of information can often lead to a breakdown in communication between employer and employee, with multiple recognised obstructions to effective communication.  A key step in easing effective communication is identification of these obstacles; teams are then well placed to utilise strategies that defeat them. 
An example of miscommunication: I was invited to a meeting with the deputy manager regarding a resident who had gone missing from the premises. Security checks had been done by me, so I was sure I had done it all properly. All staff were interviewed that had been on duty that night. The first time of investigation was about gathering information on what precisely happened on that night of the incident.  She listened well, taking notes, she was calm and respectful.  She informed me that she would be in touch once all staff on the night of the incident had been interviewed. Breakdown of communication took place on the follow up meeting, when she accused me of not having locked one of the doors which the resident had got out of into the gardens and through a back gate that had been left open by workmen.  I told her that I did lock the door and I had double checked it.  She insisted that I was not being honest as it It had been seen on CCTV, which was not possible because I would not have gone out when locking the door. I found her intimidating, her voice was raised, and she was not to allowing me to speak, I felt bullied.  Assertiveness is the capacity of a person to convey face to face and candidly without lack of respect or disgrace to another person.  Assertive individuals can stick up for themselves and convey their notions candidly without bullying, oppressing or exploiting others (Griffiths and Dunham 2015).  The truth came out later that another resident had opened the door right after I had done the security checks.  I received an apology from the deputy as she had upset me to tears having accused me of lying.
Faris, (2019) in Effects of Negative Communication in the Workplace states that, a business has a duty of care not just for its leaders’ conduct but for the day to day conduct among its employees.  In order to secure your company, design recorded policies about discrimination, bullying and harassment – and keep a check on them closely should you have to act on them.  It should be a requirement for all employees to have training, virtually or in person and get them to sign a statement that shows that they are aware of these policies.

SOLUTIONS TO POOR COMMUNICATION
Discover methods to liaise frequently without making it boring, especially if you have younger employees who find routines hard.  Have regular staff meetings not weekly.  Have one to one meeting throughout the month.  Find out from employees if they would like updates via text messages on their phones. 
Discover methods to request feedback from employees.  This facilitates two-way communication and lets employees know their notions are vital. Managers achieve new ideas and an awareness into employees’ jobs.
Listening is as important a communication skill as speaking or writing. As a manager, when doing one to one with an employee, all your attention should be on them.  Do not answer telephone calls or look at email notifications while in conversation.  Listen to the employee speak without cutting in, even if you know you will be disagreeing with them, or you r biased.  Having a good reputation as a good listener will make employees comfortable at communicating with you.
Employees require to know that their managers are trustworthy and will stick to their word.  Management can establish trust by being honest on what they can deliver and acknowledging when they are wrong.  Employees should be credited for their contributions and never mocked for their ideas, particularly in front of others.  Managers also how they stand, to their facial expressions indicates an openness and willingness to communicate (Johnson,2018).
Managers must create a culture of respect by being attentive when employees are communicating, it shows respect and encourages effective communication. When employees feel supported and motivated, it encourages them to produce their best abilities.  Helping when someone is struggling or doesn’t feel comfortable asking for help, rein enforce s employees that you care for them, not just as employees and co-workers but as individuals and demonstrates empathy.

CONCLUSION:
In conclusion communication is an integral part in our world.  Verbal and non-verbal messages are fundamental to good communication.  Listening effectively is very important because it shows respect for the other person and paraphrasing avoids misunderstanding. Managers must be attention when communication with employees without bias and lead by example.  
Unsuccessful communication is a hindrance to getting things done.  Unsuccessful talking leads to unsuccessful action!  On the other hand, good communication skills reduce misunderstandings and uncertainty: it saves time by warranting you to receive applicable information easily and quickly.
[bookmark: _GoBack]Having good communication skills boosts ones confidence and builds trust among colleagues at all levels and makes for better working connections (Hasson, 2015)

















Faris, S. (2019). Effects of Negative Communication in the Workplace. [Online] Smallbusiness.chron.com. Available at https://smallbusiness.com/effects-negative– communication -workplace - 11524. html [Accessed 29 Mar 2019].
Griffiths, B.A and Dunham,E.B. (2015) in Maund, A., Schriek,M. and Tinkler, K.P. (Ed). Certificate in Higher Education: Skills for the Workplace Student Yearbook. London: SAGE Publications Ltd.
Hasson, G. (2015) Brilliant Communication Skills. Dorchester: Dorset Press.
Johnson, K. (2019).  Effective Communication Between Management & Employees. [Online} Bizfluent. Available at: https://bizfluent.com/ about-6679424-effective-communication-betwe
en-management-employees.html [Accessed 29 Mar 2019].
Maund, A., Schriek, M. and Tinkler, K. P. (2017) Certificate in Higher Education: Skills for the Workplace Student Yearbook. London: SAGE Publications Ltd.
Morgan, P. (2017) The BUSSINESS STUDENT’S GUIDE TO STUDY AND EMPLOYABILITY. London: SAGE Publications Ltd.
RCP London. (2019). Improving teams in healthcare. [online] Available at: https://www.rcplondon.ac.uk/projects/improving-teams-healthcare [Accessed 28 Mar. 2019].

2

