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Abstract 

This report on Communication Skills is done to complete the assignment for Communication Skills on the Certificate for Higher Education in Skill for the Workplace Programme at University of Wales Trinity Saint David.
The Report concludes the types of Communication people encounter in everyday life and a PowerPoint Presentation slide in the Appendix for presentation purpose. 
The report concludes types of stages within communication during a bad performance review for the employer and employee. 
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Introduction
In this report is to conclude how work places issues affect a work force. The main work force issue in this report will be the getting a bad performance review from management. This can have a major impact on the individual’s mentality in terms of their performance. 
A big part of negative information presented to an individual is how this information is presented. The communication to the individual is a difficult situation and can be either a positive or negative response from the receiving individual

Communication is essential to every area of life. It doesn't matter whether you're at work, in college or out socially. At some point you're going to be using some form of communication. It could be anything from using the telephone or writing e-mails to giving presentations and writing reports.
Here are a few of the more general things you might have thought of:
· Talking face-to-face with people you live with
· Talking on the phone
· Buying bus or train tickets
· Going to the shops, talking to staff
· Sending text messages from your mobile
· Writing letters or e-mails
· Arranging to meet friends
· Going to interviews
(BBC, 2014)

All the above is essential way of displaying and presenting information to an individual. Below is a report on how the information presentation can be achieved to get the best out of a negative performance review to an individual, and the potential response an individual may apply from how the information communication has been presented. 





PowerPoint Presentation and Slides
See Appendix A 

Bad Performance Review Presentation
Presenting a Bad performance to an employee could be a tricky task and therefore needs to presented in a professionally manner. Communicating the review efficiently so that the employee absorbs the information and mangers can get a reaction from the employee, which will be beneficial to the company. 

Slide 1 – PowerPoint presentation and the presenter of the information

Slide 2 – Performance review slide, generally what this presentation and is about and what are the subjects that involving presenting the slide show. Presenting information about the performance review and how it is conducted to the employee.

Slide 3 & 4 – Types of communication to the employee and how performance review is presented so there is no misunderstanding for the employee. How there is information verbally presented and written so employee understands the goals set for them. 

Slide 5 – Start with Employee job description and what are tasks need to be carried out regular basis and level of standard required from the employee. Expectations from the employee when carrying out these tasks, and involvement necessary for the job description. Above and beyond the expectations of the employee. Other things the employee can do make themselves more successful and involved within the company. 

Slide 6 – Current capabilities of the employee, things they can do and have performed from past experiences. Qualities that have surfaced previously for example communication, team player and work individually. There could be qualities that are not in job description but are still beneficial to the company. Have they gone and done things above and beyond in the past. It is important to remind the employee of their strengths with in the business and they have been employed because of these qualities. 

Slide 7 – Presenting the Weaknesses is ideal opportunity to inform the employee there bad performance at work. They are unable to carry out certain task that they are required or not to the standard the company expects from them. Not meeting targets, always late on reports and not meeting deadlines. Here it is essential to give managers opinion to exactly where things are going wrong. 

Slide 8 – Measuring and displaying facts to employee is critical. More defensive employees will find it difficult to understand where they are going wrong. Measurement can be done with SWOT analysis, where possible charts and graphs can be presented to state the decline in performance. 

Slide 9 – Goals and objectives need to be set for the employee to perform at a higher quality. Mangers can sit down and discuss short term and long term goals, and time frame when these tasks can be completed and measured. The manager need to specific and clear of what the outcome and end product needs to be within the time frame. Managers need to support the employee and also ask the employee what they need from the company so they can be successful again. 










Communications Skills
The behaviour of management towards the individual has an implication in how the receiving individual responds to the criticism during bad performance review. This is an important phase of communication towards the individual performance review. The way the information is presented can have an effect of either demoralising the individual or giving them a kick to restart and start performing at higher performance to achieve greater things within a work place.

Effective communication skills are essential to success in many aspects of life.  Many jobs require strong communication skills and people with good communication skills usually enjoy better interpersonal relationships with friends and family.
· Listening not only to the words being spoken but how they are being spoken and the non-verbal messages sent with them.
· Be Aware of Other People's Emotions
· By communicating clearly, you can help avoid misunderstandings and potential conflict with others.  By speaking eloquently you will come across as more intelligent and mature.
· Maintain a positive, cheerful attitude to life: when things do not go to plan, stay optimistic and learn from your mistakes. If you smile often and stay cheerful, people are more likely to respond positively to you.
Types of Communication Skills
Communication is a process. It is where each one of us specifically assign and engage in the act of conveying a certain meaning so that two or more individuals create a level of understanding that is shared among all parties.
Four Types of Communication
1. Interpersonal
Processing skills that are interpersonal as well as intrapersonal are essential elements to successful communication.
2. Non-Verbal
Individuals must be able to listen and appropriately evaluate what is being shared.
The way that we each hold our body is a means of communication. 
3. Verbal
Basic observation and analytical skills are also required when it comes to productive levels of communication. 
4. Written and Oral 
Communication is also questioning what is being said for understanding and speaking as well. 
(Workplace-communication.com)

Interpersonal Skills 
Communicating through interpersonal skills may require for an individual to read off how the presentation is portrayed. If the management comes across very strict and firm in the way they speak this may represent putting the receiving individual down and demoralise and loss of confidence maybe the after affect. If the there are continuous criticism then the individual may think they are being targeted and become defensive and can lead to a clash of personalities. However management can portray them very effectively if they are calm and deliver good and bad news with facts and how the individual can improve them when delivering bad performance during a review. Friendlier individuals are able to get a lot more information from their colleagues due to being able to talk and discuss issues for longer periods. This is when individuals feel more comfortable and are happy to discuss more about themselves.

Interpersonal skills are the skills used by a person to interact with others properly. The term generally refers to an employee's ability to get along with others while getting the job or task done. Interpersonal skills include everything from communication and listening skills to attitude and behaviour. Good interpersonal skills are a requirement for many positions in an organisation. (Investopedia.com)





Non-Verbal Communication
Again this is important part in how management come across to individuals. Body language, eye contact is essential. During Bad performance review individuals can read off their managements self presentation. Prolonged eye contact and raised voice at the individual may mean intimidation toward the employee and this may not get the best response from the individual. Where as a friendly approach may allow the individual to open up and be more forthcoming and give the required information for the management to make decisions. 

Non-verbal communication includes pitch, speed, tone and volume of voice, gestures and facial expressions, body posture, stance, and proximity to the listener, eye movements and contact, and dress and appearance.
 (GoodTherapy.org)

Verbal Communication
Verbal Communication during bad performance review is essential, this allows the management to clearly state to the individual employee exactly where things have been going wrong and what are the factors of the performance review. Clear and precise language helps to eliminate any misunderstand along with all the other factors of senses visual, hearing and non verbal communication the employee is able to understand more clearly the issues that have been bought up during bad performance review. 

Almost every job requires workers to use verbal communication skills.  That’s why verbal skills are highly ranked on the candidate evaluation checklists used by many job interviewers. The stronger your communication skills, the better your chances of getting hired regardless of the job for which you’re applying. 
(Alison Doyle, 2017)




Witten and Oral Communication
Receiving the documented written report for the performance review for the employee is important. Again this show the areas where employees can come back and reflect on where things went wrong and if there are goals set for them to attain. Management can come back after a while to reflect on this on a later stage to see if performance has improved or if there will be disciplinary actions taking place. Again as long as the written in clear and precise language then employee is able to work against their goals. 

Composing written communications can be done effectively if you possess good writing skills. Written communication requires the presentation of clear, logical thoughts. Today, few written communications are actually written by hand, except quick notes like telephone messages. The vast majority of written communications are prepared electronically. As a result, keyboard skills are essential in today’s working world.
(Goodheart - Wilcox & Co)















Conclusion
Communication skills are important if we are to build meaningful relationships with colleagues, service users and others. It is especially important that we are able to build these relationships as social practice moves towards more market-based and managerial policies and practices.

There are many ways to communicate with others, but the thing to remember is to be very clear and precise while communicating. Secondly it’s not the just what is being said that others will absorb but also the surrounding of your communication that gives way to peoples understanding of what is actually trying to be said.

During bad performance reviews it is essential to use the stages mentioned during this report and presentation. Although management skills for presenting reports can be improved with experience and time. But the main goal is getting a clear message across to the the employee. 

Employees can read a lot from these stages, example are body language, eye contact, tone of the voice, language used to make the presentation. Therefore it is essential to make sure manager are able to read the signs from the employee and be able to adapt in how they present the information and get a reaction or response from the employee. 

Individuals can work off written reports easily if they are clear and precise. A clear goal is set on how to improve the performance at work and attain targets. Written performance reviews are documented and kept on file by both employees and employers.

A Bad performance review can be well received by the individual depending on the mannerism of the management style of presenting the information. It can also go the other way and the individual can get deluded and demoralised from the event. Again in a workplace the idea is to fire up the staff member and get the best out if them for business purposes and being part of the active team.  
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