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Introduction 
 The purpose of this report is to analyse communication in my own workplace. During this report will discuss the communication between employer and employees, effective barriers to communication and how communication can be improved. 
                                                                                
 Communication Concept 
 Communication represent the exchange of fact, ideas,   opinions or emotions between two or more people of common interest. It is the chain of understanding that links an organization, no organization can achieve the goal without effective communication. Communication consist in transmitting and exchanging information between people, helping to tell around who we are what we want, or what we need are the means we will use to achieve our goals. Communication is defined by most specialist –as a process that a transmitter transmits information to receiver through a channel in order to produce the receiver certain effects.                                                                                         
  https://www.kullabs.com/classes/subjects/units/lessons/notes/note-detail/3986    
                                                               
 Types of communication    
Verbal communication 
Verbal communication is the ability of a person to 
 express the thoughts, feelings and intentions in words, is the main form of communication between people. 
Non-verbal communication 
Non-verbal communication is defined by gestures, body movements, facial expressions, physical appearance, body
position. Non-verbal communication plays an important type of communication predominates the human body.
Written communication 
Written communication is an efficient way used in the form of written information role during interactions between people because this, signs or symbolic gestures by people, written communication is used when there is no other way of communicating, requires more time for accomplishment ,does not receive an instant Feedback and can be analyzed more closely because the message lasts in time. The written communication can be used when is more advantageous than the other types of   communication.

Barriers to effective communication
 Whenever we speak or write, we try to convince, explain        influence or complete other objective, through the communication process we always pursue those main goals of communication:
-to be heard
-to be understood
-to be accepted
-to provoke a reaction
Then we do not reach any of these objectives, which means that something does not work right in the communication, that means something interfered in the transmission of messages. These interferences that meet the communication process are named the, barriers to communication,
These barriers to communication are:
-difference of perception
-hasty conclusion
-lack of interest
-difficulties of expression
-emotions
-personality 
Our communication does not take place in a homogenous or protected environment, but on the contrary it manifests itself in an environment loaded with different influences:
-natural
-social
-cultural
-individual, etc.
Therefore, on those presented above, it can be said that the communication barriers are any things, phenomenon or state that reduces the efficiency and fidelity of the transmission of messages.
 https://www.toppr.com/guides/business-correspondence-and-reporting/communication/barriers-in-communication/

 2.Good communication in the workplace 
Communication in the workplace is important because often we hit that wall poor communication 
My own work it is at Hunters Biltong is a small organisation that deals with dry cured meat, packaged and labeling to each of the customers’ requirements.  In this role staff are from different countries and different cultures. Employees communication is not very strong. We communicate verbally but it can be difficult with some members of staff which need the other staff members to translate.  If someone is away this can be an issue as no matter how good the staff member is if the team cannot communicate properly with each other it leads to less confidence and errors. The non-English speakers are encouraged to attend night or weekend school to improve their English. I would like to say that for good communication it is very important for employees to know that we can accept the conflicts that may arise, it is difficult to believe but the conflict has positive effects, such as: increasing the motivation for change, improving the identification of problems and solutions,tottaly offers the opportunity of knowledge. I think that good communication must be honest and open among the employees, in order to make us trust in ourselves and earn mutual respect. Expressing emotions and thoughts is done in a calm way to satisfy needs, verbal communication between employees is maintained and ends in an agreeable environment. Each employees knows how to requests or refuse in accordance with the rights of other employees and tasks in the workplace.   Written packing sheets are used which have quantities and flavours and weights for each customer. This is a clear way of receiving the order information and the customers individual requirements. 
If the employees cannot communicate with each other even in a basic level of language familiar to all it can lead to lack of team spirit and confidence and frustration for all involved. 
It is important that supervisors and management listen to all the ideas, improvements and complaints of each staff member but the less you can communicate the more difficulties you will face. It is in the employees’ best interest to improve their communication skills. 
Employees with good communication also need to improve on their listening skills and always show respect and consideration for their team. Body language is important too as well as the tone and level of voice used. If we do not control both body language, tone, language and volume a lot of communication can be misinterpreted.   It’s important to be mindful of each other and have a certain amount of empathy for each other. In my workplace company is very clear on what is required but some employees do not want to take any responsibility. It can be frustrating dealing with colleagues with this attitude even with communication from us colleagues and management is clear and concise.   We try to talk through our differences before they escalate and become unmanageable. This is the foundation for good team spirit and work ethic and efficiency. 
Communication is also written in our workplace we have several forms which need to be completed for our Health temperature control etc.  These are important as they are not only a requirement but lay out clearly the requirements of each of the teams daily. Also, the colour and equipment records as we are a food factory to do with cleaning, stock, require from warning blue and yellow to red. 
Holiday forms need to be completed to which allows us to give the company some advance notice and ensure holidays are spread out so not too many team members are away at the same time.
For each packing list completed for each customer both an invoice and a delivery note are generated.  Also, a label will be created through a courier company for the order or an email will be sent to the pallet collection company depending on the shipping option of the client.
We also as part of our job serve customers in the biltong deli.   We need to have very clear communication as the product is an expensive product and there are several options. We need to give the customer exactly what they require and need to be polite and efficient and follow the health and safety signs for the equipment we use to slice the products required. 




Improvements to Communication
We can improve communication by having our requirements for each individual clearly laid out in a sub section of our contract not generalised but specific to each duty and each day.  This will ensure each job is done correctly and not leave anything to interpretation. If the job description could also be supplied in the native tongue of the individual that would also ensure it is completely understood. Ensure clear verbal and written training is given on each task.  Other areas for improvement are: 


Encourage employees to share their work. 
In this way people are encouraged to communicate more, discuss different things with each other and - thus - increase the level of comfort. Motivate them to work together and make decisions. Without the intervention of a team leader (he should only intervene in cases of conflict), the employees have no choice but to trust their colleagues and offer their mutual help. An employee must have the freedom to express his ideas, and the decisions taken by him must be beneficial to all.


Encouraging effective communication between team members.
 The communication must be clear and relevant, each employee must be very specific about their expectations from their colleagues as well as from the organization. If a person is not satisfied with the proposal of another colleague, it is advisable to express his opinion directly and to express his polite dissatisfaction, including if it has to do with a superior. This practice will prevent, later, a conflict between the employees and will improve the relations between them. It is also necessary to promote written communication models among employees for greater transparency, as verbal communication is not as reliable. 








Strengthen Connections
Not only should communication be improved between team members who work together, but between employees and their managers. Make sure to address this during management training programs. Managers who take the time to get to know their employees and are willing to listen to them will find it easier to communicate and keep direct reports on task. When employees feel that managers can address their individual concerns, they are more likely to feel connected

By Listening
An essential part of communication is the ability to listen. Hear and listen are two totally different things. Many times we get into the situation in an attempt to make ourselves understood so that we hear what the other person saying, but we don’t really listening.   
.
Clarity and firmness
Allocate time for organizing thoughts and expressing wishes as clearly and concisely. Managers and employees do not want to analyse a few words to find out what employees want to say or what employees will want the manager to do. 

Awareness of one`s body language
Paying attention to the message we transmit through the body position we take towards the person we communicate with.




By using Digital standard
Emails and text messages are notorious platforms for communication errors so, it is well know that after we writing an email we must read it several times to make sure the tone of the message is formal, the message as a whole must be clear and concise, otherwise the phone call it can be an improvement to communicate quickly and to convince us that our message was sent as we wish .On the other hand, it is very important to know that not everyone understands digitals rules.

Another part of improving communication is to get closer to other people
Communication should not be cold and objective, trying to know the people we work with and at the same time to make sure they are aware that we care about them. The communication between employee and employees must be part of the daily routine, so when it will have to approach a difficult or important subject it will be much easier to communicate.

 Morning meetings are another effective way to improve the employee relationship. 
Employees can meet, in a not very formal setting, to discuss the problems they have. They can thus find solutions or support each other and start the day with a positive mindset. That is why it is advisable for a manager not to take a negative attitude towards the outdoors in the morning, at coffee.


Plan External Events
Meeting for external activities like a birthday or Christmas party can help with Building on work relationships by giving staff and management common ground in hobbies or activities outside of work and a better understanding of each other’s backgrounds. 




Conclusion
In conclusion to have an effective communication it is necessary to identify and overcome the blockages that may occur within it at moment`s time, by ensuring the efficiency alternatives, protection against the risk conduct between employees, but also to prevent the states of negative affectivity.



Referencing 
https://www.michaelpage.co.uk/advice/management-advice/development-and-retention/importance-good-communication-workplace
https://www.kullabs.com/classes/subjects/units/lessons/notes/note-detail/3986
https://www.skillsyouneed.com/ips/improving-communication.html
 https://www.thebalancecareers.com/communication-skillslist-2063779
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