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In this report I will examine what communication is and the different types of communication and how it is implemented into the workplace. 
This report will mention about how well employers and employees communicate with each other within a workplace. I will also mention different ways communication skills can be improved to increase better performance of employers and their staff. 

[bookmark: _Toc512898177]What is communication?

As Heathfield says, “Communication is sharing information between two or more individuals, the act of conveying information. Communication has so many components and failing to communicate in the workplace effectively is commonplace.”

One of the most important skills a worker should possess at a workplace is communication skills. At the workplace, both employers and employees need to communicate correctly to ensure that there is a clear understanding between and that messages are conveyed accurately.
 Communication happens in all aspects of someone’s life, be it at work or at home. In a workplace communication is much more formal. Communication outside of work, with friends and families, is different and informal.
Possessing great communication skills at work helps all workers to work successfully and professionally. 
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An employer with good communication skills, should be able to express themselves clearly and think about what they will say, before speaking. When speaking, the speech should be loud, have clarity and be easy to understand.
Businesses will be always looking to recruit employers and employees with a good strong communication skills, especially when it comes to dealing with customers and clients. They should be able to communicate with clients well and provide good customer services at all time.
For all businesses, communication is an important role to have at the workplace. Being professional and showing that you are capable of taking up the responsibility of leading and communicating accurately, this can also see you being a highly valued member of the workplace.

There are many aspects that plays a role in good communicating perfectly. Some of the most important ones are body language, eye contact and speech. If employees are constantly engaged and talking to other colleagues or customers, having those main aspects, make you look attentive and also show you as an active listener. They should have clear speech, even tone and use appropriate words. 
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Communication is exchanging information by the sender to the receiver, with the purpose of receiving a feedback.  Information includes, thoughts, feelings, reactions and opinions. These are relayed to others. This could be an important piece of information from the employer to the employee regarding business and can be conveyed through email, memos, social media, telephone, face to face or web conferencing. 
There are lots of different methods that communication takes place through now. One of the main channels/ methods used is social media. Social media has become a very important and influential way of communicating. Social media helps people who are in different countries to keep in touch. This can also relate to businesses in different countries. Perhaps interviewing potential employees through skype. Or keeping in touch with business managers in other branches through web conferencing. 
My workplace is a private nursery that takes up to 52 children and 15 members of staff. Since we have the responsibility of a large number of children in our care, we have to make sure that communication is vital in our everyday dealings, especially amongst parents and other members of staff.
The manager of the nursery has many methods of communicating with staff and parents.
With regards to parents, weekly newsletters are sent through emails and meetings are normally set up for any concerns. Parents also have the opportunity to come in for termly reports on their children. The manager deals with all enquiries promptly to keep good service and parents happy. 
Staff are always informed of major and minor changes within the nursery, as this can affect everyone within. Important information is conveyed through, weekly meetings, emails and on the noticeboard. Occasionally the messages are conveyed to the deputy or room leader and then passed on to other members of staff. 
Communication is also important in teamwork. Without good communication in team, projects and workplaces will fail and suffer.
As stated by McKinney “A widely understood and interesting concept in teamwork is: 
T - Together     E – Everyone     A – Achieves     M – More”

“Workplace communication is very important to companies because it allows companies to be productive and operate effectively.”
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Shannon and Weaver model is quite a popular model of communication. 
The Shannon Weaver model shows how the model works effectively in the workplace. 
The communication model of Shannon Weaver is divided into 6 stages. These 6 stages are: sender, encoder, channel, decoder, receiver and feedback. 

 “Sender (Information source) – Sender is the person who makes the message, chooses the channel and sends the message.
Encoder (Transmitter) –Encoder is the sender who uses machine, which converts message into signals or binary data. It might also directly refer to the machine.
Channel –Channel is the medium used to send message.
Decoder (Receiver) – Decoder is the machine used to convert signals or binary data into message or the receiver who translates the message from signals.
Receiver (Destination) –Receiver is the person who gets the message or the place where the message must reach. The receiver provides feedback according to the message.
Noise –Noise is the physical disturbances like environment, people, etc. which does not let the message get to the receiver as what is sent”

At my nursery when a message needs to be conveyed it is sent through emails to the manager from head office and then conveyed directly to members of staff verbally, through meetings. 
I am a receiver at my workplace. The sender needs to make sure that the information in the message is correct. If the message is incorrect then it can have the wrong results. 
During the meetings, it is the managers responsibility to ensure that staff are well informed. 
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