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Introduction 

This report will be focused on: 
1. Communication
2. Communication at the workplace 
3. How well employers perform at communicating
4. Effective communication in the workplace
5. Conclusion about how communication and performance of the employers can be improved at the workplace.
 During the report some skills regarding communication at the workplace will be discussed. 


1. Communication

Communication is the transfer of opinions, information or thoughts between two or more individuals. To be able to communicate there must be a sender, a receiver, and a message that is diffuse within a communication medium. All starts with a thought or idea in the mind of the sender. The receiver encodes the thought or the idea into important expressions, images, words, gestures or pictures. 
Effective communication happens when a person meticulously understands the message transmitted by another person. Still, this doesn’t means that all the time happen excellently. There are a lot of problems that can block the process (Maund, Schriek, & Tinkler, 2017). Communication can be verbal, nonverbal or visual. 
Verbal and nonverbal communication between group members describes the team life. Individual aims, team aims, structure and norms are noticeable in the communication method that emerges between members. Tasks are archived and relationships managed through mutual interaction. But not all communication is positive, and because of that, the group performance achievement can be affected (Maund, Schriek, & Tinkler, 2017).
It’s not easy to understand human communication. There are some people who love to speak and there are others who seem to have nothing to say. If they use their skills correctly and in the right situations, than both are good communicators (Morgan, 2017).
Verbal communication is the most frequent ways that individuals use to communicate between them. Many of verbal comments are swap between members of a team work when they want to understand problems and manage projects. A message at face value can be communicated by a team member, and can suggest secret meanings or even a lot of lays in one affirmation. There are several interpretation and repeated misunderstanding when members of a team don’t understand the exact meaning of one another’s comments.  At the beginning of a group progress, team members has to know the most successful way to communicate with and understand the group (Maund, Schriek, & Tinkler, 2017).
Nonverbal communication can be a smile, or eye contact that helps people to elucidate the meaning behind the words that a person is using to communicate a message. Listeners recognize these messages unconscious and frequently have a hard time articulating why they arrived at a certain understanding of a person’s message (Maund, Schriek, & Tinkler, 2017).
What a person says not always have as much impact as what he does. At work a person can come across nonverbal communication a lot of time during the day and he might use his own body language to communicate with others. Learning to identify the different types of nonverbal communication helps the members of a team to communicate more effectively on the job (Monster).
When a business is dealing with the public, nonverbal communication has a huge part in the workplace. To be able to communicate with others on nonverbally, there are some communications examples that can be applied (McFarlin, 2018).
Eyes and facial expressions 
To a speaker, eyes and facial expression of a listener are very important. When a person is rolling the eyes, shows bored expressions or seems expressionless, this indicate that the person is not listening or is not interested in what the other persson has to say (McFarlin, 2018).
The eyes are considerate the “windows to the soul” because they reveal a significant deal about what a person is thinking or feeling. Eye movements are an important and natural part of the communication process. A person must paying attention to the following eye signal when he or she wants to evaluate the body language of another person:
· Eye gaze  when a person is looking directly to another person’s eyes while having a discussion, means that is paying attention and is interested in that conversation. On the other hand continue eye contact can make a person feel threatening. Frequently looking away and breaking eye contact shows that the person is uncomfortable, distracted or is trying to hide his or hers true  feelings (Cherry, 2018).

With just a facial expression a person is able to deliver a lot of things.
A smile shows agreement or happiness, a dirty look shows unhappiness or disagreement. In many situations, facial expressions may divulge the real feelings regarding a particular situation.
Here are some examples of emotions that can be transmitted by facial expressions:
· Surprise  
· Confusion 
· Fear 
· Excitement 
· Disgust 
· Anger 
· Sadness 
· Happiness  
The expressions of a person face can reveal if that person is a trustable person or not. According to a study, the most honest facial expression is a slight smile and a slight raise of the eyebrows. This expression shows both confidence and friendliness. 
Research shows that people can judge others people intelligence based upon their expressions and faces (Cherry, 2018). 
 Hand gestures
Not everybody communicate with their hands, but combining hand gestures into communication it’s a good way to get a point across. Speakers usually use hand gestures to help solidify a point that they are making with the precise downward hand movement for a firm point or a extensive gestures when making a vast point (McFarlin, 2018).

General body language
Crossing the arms over the chest means disagreements. Being impatience when listening also indicates that the person doesn’t care of what is going on. This included crossing the legs, swinging foot, fiddling with the hands or doodling. Keeping still while listening it’s not easy but at least the person know that the person he is speaking to, cares about what they have to say (McFarlin, 2018).




Body positioning 
Body positioning is different from body gestures. If a person is sitting very still but it’s leaning backwards, this can mean disagreement or disinterest. People give little indications in their body positioning when they don’t feel comfortable during a conversation by turning a bit away, letting the suspicion that they want stop the conversation. In a conversation is very important to have an open and engaged body positioning (McFarlin, 2018). 

2. Communication at the workplace
Good communication is a vital tool in achieving productivity and keeping powerful relationships at all levels in organisation. 
Workers who spend time and energy into delivering understandable lines of communication will quickly build trust between workers, leading to increases in productivity, output and morale mostly.
At the workplace effective communication is not just about reducing conflicts, effective communication is also an important element client relationship, employee engagement and team effectiveness. 
Ineffective communication at the workplace leads to unmotivated employees that may start to question their own trust in their abilities and unavoidable in the organisation (Page; Page). 
In a regular workgroup setting, confidence can take many forms such as publicly promote one method of solve a problem over any number of alternatives, or promoting a new idea, or lobbying for a policy change. 

3. How well employers perform at communicating
Without a good communication at the workplace the employers will be unsuccessful. Yet, workers who can communicate well probably their workplaces are positive. A worker must to communicate with the rest of his team in a way that they can understand each other. The hard work of the team can be misapplied or misinterpreted if they don’t understand each other   (Morley). 
Case study:
Emails 
A friend of mine used to work like supervisor in a big restaurant in London. One day he needed an important set of data by Friday and he send an email to the manager of the restaurant. The manager replied that he will have no problem getting him exactly what he needed by Friday. In its surface, this looks like an example of good communication. Still the manager thought that he has time to send the data until 5pm when actually my friend needed Friday morning in order to make the deadline his supplier gave him to deliver an order that he needed. 
Friday at 10 am he discovers that the manager hasn’t started working on it, thinking he could send it any time during the day. So my friend missed the deadline with his supplier, who couldn’t give him the goods he needed. 
What I’ve learn from this is that we always must to give detailed deadlines whenever we communicate a need. I addition we should make a note schedule a pre deadline check- in to contact an employee or vendor to make sure everything is on the track.   
Email is an important form of communication in a business. It is quick, low- cost and very easily accessible. The business can significantly gain great benefit by using email as it gives effective and efficient ways to transmit all types of electronic data. 
Email as a method of communication can be successful only when it is important, however does not really imply that is the best method of communication at the workplace. 
 For a good email communication the message must be focused, there has to be a subject line used to drag the attention of the receiver. The message must to be brief and clear, the sentence has to be short and on the point. Reader can be confused when the message is bad structured (Mitali Bose, 2015).


4. Effective communication in the workplace
A benefit of an effective communication at the workplace is expanded productivity, reduced work conflicts and has a better customer relationship. The managers can understand their workers talent and skills much better, they can give them the opportunity to do satisfactory jobs and give precise direction to make sure the work is done correctly and in a brief period of time (Harness, 2018).
Effective communication is important for good job training. When a worker knows very well what is expected, he or she will jump in with enthusiasm and trust. On the other hand, a worker how does not understand properly the job will either struggle and make mistake, or continuously ask for help (Harness, 2018). 








5. Conclusion 
It doesn’t matter in which sector a person is working, the capacity to communicate effectively with managers, colleagues and clients is important. A good communication increases the workplace culture, encourages the high performance and improves teams. 
For a business, communication, both verbal and written are crucial. Good communication requires not only respecting others and paying attention of what they have to say, but also being aware to communicate entirely and clearly. 
A bad communication can have repercussions, but most disagreements and misunderstanding can be solved if everyone remains respectful and professional. The persons, who are aware of performing a good communication and are open to feedback, will improve continually.     
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