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Introduction





The following report is going to show how the performance of an employee at workplace is. Also I will be talking about the effectiveness of an employee at communication and the ways of communication, verbal, non-verbal and how it could be transmitted.  When we transmitting a message, it could be disturbed by something which could be anything and our aim is to deliver the message the clearest way possible to the receiver.









1.Performance Of An Employee At Communication
   Honest communication is the key to a healthy relationship. No, you weren’t accidentally misdirected to Online Dating Insider, I am talking about employee-manager relationships.
Communication starts with one person having a thought or idea and wanting to communicate it to another. The person then has to put it into words (encode) and transmit it to the other person (receiver). The receiver then has to decode the message and make sense of it. The meaning conveyed by the sender's words depends upon the receiver's life experience, attitude, and perception as well as the context in which the exchange occurs.
In my workplace the communication is a must, it means we all must have the same procedure or standard way of communication to ensure we all receive the message transferred. How do we ensure of every single employee or workmate follow the same procedure? How do avoid any miscommunication? How do we avoid the loss of information between sender and receiver? 
We can ensure that all employees follow the same procedure or have the same performance, providing an appropriate training form the first day of work. Doing this we can also avoid giving incorrect information to a client or given totally different information in case a client ask for something specific to a workmate and the same client ask for the same information to a different workmate and that person gives different information than the previous member of staff. 
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As I said a training will be given in the employee`s first day/ week to prevent a miscommunication, the training should be given with precise indications to avoid the receiver confusion, in this case the employee. The guidelines should be given in a short and clear sentences, making sure the receiver has understood the procedure. To make sure the trainer is following the guidelines provided by the company we are ensuring that every, and each employee follow the same rules.
Ensuring the message is clearly delivered by the trainer we are avoiding any kind of loss of information, a way of losing information could be in how the message is transmitted. There are many communication channels: oral (face-to-face) one-on-one and in groups, oral (electronically) by telephone or radio, or in written form—by e-mail, letters, handouts, postings on bulletin boards, or signage. Selecting the appropriate channel for the situation will also impact the quality of the exchange. Could also be consider the tone of the voice, body language and the words applied while we transmitting the message. Generally, all messages communicated orally and, to some extent, the ones in writing have a nonverbal component, which can reinforce, complement, detract from, or contradict the message. We may express something verbally while our facial expressions, postures and positions, tone of voice, or gestures may indicate the opposite (Kalyanasundaram, 2014).
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   The person assigned to provide the training could be the supervisor of the establishment. The supervisor is in a unique position, serving as the link between management and the workforce. The successful execution of organizational strategy hinges on the effectiveness of the supervisor's ability to lead workers to enthusiastically engage in their assigned tasks (Furst, 2014).




1.1Effects of ways of Communication
We can also suffer the consequences of:
The effect of facial expression on communication: 
Facial expressions during communication convey the emotional state of an individual to an observer. The eyes are often viewed as important features of facial expressions and considered an important aspect of interpersonal communication. Such things as blinking rate can be used to assess whether or not a person is nervous or whether or not he or she may be lying.

The effect of posture on communication:
Posture also pays a role in nonverbal communication. Certain postures such as folded arms or crossed legs may signal defensiveness or concern, while an open posture may portray friendliness and positivity. Leaning toward a speaker signals interest in what is being said. Mirroring (copying the other person's posture) helps to subtly develop a connection with another person.

The effects of gesture on communication:
A motion of the hand, head, or body can express or emphasize an idea or emotion. Research has found that when gestures and words are aligned, the message is more effective, but when they are not aligned, they tend to confuse the listener and detract from the message.
The effect of tone of voice on communication:
Pitch of voice (intensity, degree of high and low) and its timing also play a role in the quality of the communication. When tone is varied, life and energy are injected into the message. Tone of voice conveys emotions like excitement, enthusiasm, and humour. Our tone conveys our attitude, whether we send a message of humour, anger, sarcasm, jealousy, or sincerity. Research indicates that people make instinctive judgment of others based upon the tone of the voice of the speaker. Specifically, people judge those with deeper voices as having more authority. To improve the impact of a message, supervisors should try to utilize the lower end of their voice ranges

The effect of relationship on communication: 
The communication between people with a good relationship tends to be more effective and successful. Lack of empathy can create a barrier between the sender and receiver. Empathy, as defined in the dictionary, is "understanding so intimate that the feelings, thoughts, and motives of one are readily comprehended by another." Better messages can be transmitted if one can see oneself in the receiver's place and analyse the intended message from his or her point of view. The same thinking applies to the receiver, who must be able to empathize with the sender (Sorwei, 2017).



1.2 Effectiveness of Verbal Communication Strategies
Communication skills are often undervalued in the workplace.
   What makes a business successful? A good idea, talented staff and relentless refusal to accept failure are all sound business qualities; the most important characteristic of success is something that you can improve starting today with no new tools, employees, or up-front investment: the ability to communicate effectively. While some are blessed with the ability to communicate well, most of us (and our businesses) suffer from at least one of three areas of communication breakdown.
Being an expert in your craft and staying focused on the task at hand is great, but in order to be really successful as a professional in a knowledge economy, one must excel at communicating with their co-workers. Showing to the co-workers what you’re working on and then ask for their input on things they’d improve. Not only can you learn a lot from the other smart people around you, but you’re showing the team that you don’t see yourself as a lone wolf and instead are willing to be a part of a team. These days, businesses have to find a way to connect to their customers. The best way to do this is tell a narrative which contextualizes your brand values and acts as a relationship-building tool. The best stories show that you understand the needs of the customer and are best suited to solve their problems. Customers want to feel an emotional connection with those they do business with and no longer have patience to be preached to about a product’s stats. Clearly, communication is the fabric that permeates every human interaction, project, story and company’s culture. Simply knowing your craft or product alone is not enough to succeed in the world.
We become better communicators to the extent that we can devise messages that elicit the response we expect or desire from recipients. To accomplish this effectively, we need to thoroughly understand the communication process and its inherent barriers. If we do not elicit the anticipated response, we need to be able to modify the message to facilitate its understanding.
· Focus on the issue, not people. Avoid taking things personally. Try to resolve issues amicably. Express needs and/or opinions in terms of the work at hand. Constructive criticism should be directed at the work and not the worker's personality.
· Empathize rather than being judgmental. When dealing with people, it is important to demonstrate sensitivity. How one feels toward people will easily manifest itself in one's demeanour and will readily be picked up by them.
· Create an atmosphere of openness so as to establish a good working relationship. In conversations, give your undivided attention to the people with whom you are conversing. Avoid trying to communicate in busy and noisy areas.
· Avoid pulling rank. Be genuine and straightforward in dealings with others. Work toward creating a trusting and cooperative working relationship. Treat people fairly and with respect.


2.How workplace communication and performance of employers can be improved
Many business have experienced the bad consequences of poor communication in the workplace. When information is not transferred in the right way and at the right time, workplace productivity can go down. Effective communication in the workplace can have a positive effect on the performance of employees by increasing the employee morale, retention rate and the overall productivity of the working environment.
Most of the business make the same mistake and we can improve on:
· Less misunderstanding: When the information is not transferred correctly to the right people, there might be some miscommunication and misunderstanding which can be a reason for downfall of companies. When there is lack of effective communication in the workplace, confusion is always present. Some employees think managers said one thing, others think that they said something completely different. In this case, how can everyone work for the same goal and increase the productivity? It’s important to have a good communication system, so that everyone understands what the goals are and can work towards them together.

· Empowerment and transparency:  Another way that communication can improve productivity is with the help of empowerment. If the employees have more information, they will feel more empowered to complete their tasks with confidence and direction (Daskal, 2015).

· Healthy culture: Another way that communication can improve productivity is with the help of empowerment. If your employees have more information, they will feel more empowered to complete their tasks with confidence and direction (Icasas, 2012).


· Increase accountability: When good communication skills are present in a company, workers tend to keep one another accountable. Just because effective communication in the workplace provides clear instructions, workers know exactly what is expected from each of them. This helps improve accountability, which in turn increases the productivity.
· Clear direction: With the help of good communication among managers and employees, it becomes clear where the company is, where it needs to be in the future and which steps need to be taken to get there. All this information provides clear directions for all employees, which increases productivity and decreases uncertainty. Giving exact direction to employees makes their works less stressful, faster, more efficient and enjoyable.





After I have finished this project I Have realised that a few way of communication I was already applying at workplace, but it does not mean that I was applying them correctly. I have to keep working on those that I was using wrongly and improve on those that I had not ide that there were there. I am confident enough to put on practice at the knowledge obtained although I belong to the management team at my workplace.
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