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[bookmark: _Toc28724482]Introduction.
The purpose of this report is highlight and portray the importance of communication in the workplace. By providing an analysis on my own previous experience within the workplace applying relevant theories and the applications needed to communicate. The awareness I have gained since studying this module and incorporating essential academic theories by evaluating group dynamics and the importance of teamwork. Demonstrating the growth of communication and how the importance of technology has influenced the 21st century. Negotiating and developing strategies that produce successful outcomes. We will look at many forms of communication interpersonal skills and body language the importance of personal presentation. How active listen is a vital skill needed in the workplace. Looking at ways to improve communication and reflecting on negotiating and developing ideas.
[bookmark: _Toc28724483]Communication in the workplace 
I’m currently working in childcare as a teaching assistant. Daily utilising my time management skills as and must set and plan the tasks that have been outline by the governing body. Making sure they are displayed in the communal hall clear for parents and students to view. This form of communication is displayed and is written for the purpose of instructing all concerned of their classrooms and lessons. This type of communication also enables students to bring correct essentials to detail their daily requirements. When reflecting on the importance of communication within the work place not all communication is positive these views are supported by Maud A., Schriek M . and Tinkler P,  (2015). On many occasions, team work performance can be compromised, I have gained the vital insight upon studying this module that communication in the workplace requires individuals to be motivated; so paying attention is of vital importance for learning and grasping what is being asked or instructed of you. This involves two-way communication this requires active participation on behalf of both individuals. In my role as a teaching assistant I have experienced poor communication this leads to mistakes misunderstanding and time wasting. In my experience the communication breakdown may lead to drastic effects on the staff and stakeholders which results in general feelings of dissatisfaction. This spreads throughout team and resulted in poor co-operation staff members complained using the complaints form which was evaluated weekly by management to grasp the issues and find solutions.
[bookmark: _Toc28724484]Non verbal signals 
Non verbal cues play a vital part in regulating and maintain conversations. Non verbal behaviour includes head nods, frowns, smiles hand shake /body contact, eye movement, laughter there are many other actions which may be classed as sign language. Communication is initiates by attracting a receiver’s attention and is maintained by words and backed up in some occasions with non verbal signals. Verbal and non verbal signal combined to convey the elements of communication and the way in which overall communication is perceived and governs its effectiveness. Information is not just transmitted and received it is also interpreted. These views are supported Priestley .D (2013). when working in a team I have gained the understanding of group dynamics and theories. Being considerate of co-worker and clients learning individuals strengths and weakness. Showing and demonstrating the ability to produce results and enhance oneself along with a team. According to Bellbin theory on team roles Bellbin (1981) believes that everyone possesses a pattern of behaviour that characterises that persons behaviour pattern. Focusing on strength and weakness since studying Belbin I have learned the importance of team collaboration and am more interested in giving more and getting more from my colleagues. Effective communication in the workplace has become increasingly more vital not only just to boost business methods but to improve both parties employer and employee gratification.
[bookmark: _Toc28724485]Model of communication
Recent studies by Griffiths, B. A. (2015) it is described as one of the bestselling illustrated and written by the Psychologist and science Journalist Daniel Goleman, “Emotional intelligence. According to (Goleman, D. 2006, p50) The point of view and the amicably use of the three levels of communication this evidently correlates within collective intelligence and portrays individual empathy indicating being in sync within our natural environment revealing the appropriate degree of understanding. Academic skills (written, verbel, reading,) this enables and assist to transfer and clarify information precisely. In Addition, choosing the suitable procedure to express their ideas and perceptions is a crucial element of efficiently communicating in the work base environment. Dependent on the significance, importance, specific, the number of speakers engaged in the negotiation. More visible or appropriate forums and methods to communicate face to face or over the phone interpersonal, in conference if small group conference calls enables more than one recipient to be informed at the same time and receive message in a faster method than by post or mail. Users are enabled to delegate to a more impersonal but still efficient way to share intelligence through media platforms and channels conference can provide communicators to reach a wider audience.
This is supported by Shannon and Weaver (1948), the style is created and meant for effective communication to take place between a sender and a receiver. Initially supposed to improve the effectiveness and increase safety procedures of the phone line and broadcasting throughout the second world war this notion was then later portrayed to explain the various concepts of communication and what contain in most essential elements as described below:
Sender – the person who wishes to communicate a message,
Encoder – the transmitter, in this case by speaking or writing.
Channel – voice/media 
Decoder – extrapolate the meaning of spoken words, so that makes sense to the reader. 
Receiver – the person demanded from the sender.
Feedback – it is a replay either to ask for clarification or to confirm receiving the message.
Noise – Is an interfering that may create a disruption on the reception of the message.

[bookmark: _Toc28724486]Working for Amazon Prime as a Christmas casual personal experience:
Throughout the winter period a majority of families have the traditional Christmas customs. There is an increase in the logistic sectors and a requirement for delivery personnel to assist with the of supply and demand for presents cards within postal service. Amazon prime each year requests for additional agency staff and Christmas causals to ascertain the Amazon primes targets. Preventing loss of revenue and to safeguard the integrity of its brand in the business sector.  Amazon will advertise in your area for Christmas Casual Temporary workers to assist with the workload, via email updates if you have subscribed in the past. These job roles are published on various recruitment website globally on numerous platforms. The process initiates by registration on a one-way portal of communication that instructs the interested recipient in registering on the company’s website.
Next the follow up correspondence will appeal for individual to complete an online survey used as a selecting process. This enables Amazons Employment Group to select effective applicants who will be automatically booked on to the next stage. Successful applicants will be notified to attend an interview. In the interview you will be asked your availability and briefed on the health and safety procured also what is expected of all Christmas casual temporary staff at Amazon Prime. Applicants will receive an email in response and to confirm individuals registration the location dates and times on registration day and identification and credentials which are necessary to bring on the allotted day.
Because of a high-level of candidates, the venues are generally orchestrated in the conference rooms set aside Especially for this lager recruitment process. The interview is run swiftly with successful candidates who have passed the selection process, to progress in the enlistment stage. Next is an impersonal consultation this is to ascertain that all information they have is correct applicants are then crosschecked with the evidence they have provided in the online pre-application to establish the entitlements to work in the United Kingdom. Also, to allow the corporation to operate a safety check on the successful applicants. If the evidence corelates you are notified and the next step is to sign a temporary contract and provide bank details. 
It Is then again examined the applicants availability’ of various different shift patterns and to sign a pre-agreement that will be active once the security approval succeeds. When the evaluation is completed, the interviewee will give the documents to be validated and then   successful applicants will be accompanied to the candidates seat and to wait in the seating area.
An additional member of staff will notify the successful  applicants retrieving candidates documentation from the box. Assigning shifts night/morning/afternoon allotted shifts are designated the coordinator finishes the registration process handling over letters which inform the starting dates and times and the destination.  When the security clearances has been successfully approved candidates will be given follow up email of acceptance/confirmation.
Notification of employment start date and address. Along with what to except on introduction day and what information would be required from temp staff. On the first working day applicants are required to attend an hour ahead of start time to in enable a smoother transition and be become familiar and to be allocated their role requirements.  
[bookmark: _Toc28724487]Induction day.
On my first day at amazon prime, starting at eight o’clock in the morning the Christmas casual staff who have been allocated and opted for morning intervals. All staff are required new and temporary to sign in at the reception. As one of the protocol operations, directors of Amazon will welcome new employees to the Amazon team. Then a Powerpoint presentation is shown with roles and requirements of temp staff and pamphlets are handed out with relevant contact information and numbers of who to reach in the event of any issues along with health and safety regulations, company rules and regulations/ act/rights, involving information of the facility. Amazon prime meticulously illustrate the health and safety procedure what to do and what not to do for example to appropriately pick up substantial heavy boxes and parcel and to use and manoeuvre equipment to avoid incidents while operational.
Taking applicants on a journey to demonstrate where the amenities are to highlight where the emergency exits are located.  Amongst a maze of hallways, rooms and steps. Individuals are then brought into the room where Christmas casuals’ workers will be working.
Entering into a very busy and loud atmosphere everywhere heaps of packages and letters are in all parts of imageable space where replaced by parcel after parcel. Packages Taken from one destination to a next to be sorted. Workers are assigned an area in the formation of a ring called “the circle” by Amazon the call this circle is allotted to maximise the space available to enhance speed and productively. 
Amazon use of a specific postal codes method to be occupied with parcels displaying the identical postcode area until bag is full, and then replaced and changed with an empty and replicate again and again until the ending of the work period. Here Supervisors will delegate instructions to the newcomers dividing the group into small teams to join in the different rings and start sorting.
Having shown through the years my capability to organise and complete tasks efficiently with minimal supervision, I am extremely fortunate to be able work assist productively in a team working environment dealing with vast amount of post codes and mainly covering the north west area of London. Sharing workloads with employees while communicating effectively discussing mutual stories and events,  paying attention and listen to their points of view discussing how whole system operates whilst simultaneous working. 
My employment at Amazon Prime and discovering that employees who displayed respect towards their supervisors operated harder than those overseen by managers who had not built relations based on mutual support. For example, one of the executives was considered unjustly promoted among the other employees who judged him for his negligence while working as part of the work force his colleagues would not speed up pace to complete their task in time, displaying a complete disinterest in the task and the disgruntled tone heard when he communicated. I noticed when working for the supervisors that had made themselves familiar with operational staff workloads progressed more productively allowing vital duties to be finalised by the time limit at their best capability.
[bookmark: _Toc28724488]Conclusion… 
[bookmark: _GoBack]The main components of this report was to ascertain exactly how organisations effectively converse in the workplace. Gaining the understanding of the different levels of communication, and individual skillset requirements. This report has provided valuable life skills lessons and to choose your statements wisely. Whilst having the awareness of the tone and the attitude used in dialogue to not distal the message. The admiration we show amongst are groups, peers and colleagues is one of the most critical aspects of communication when doing business/dealings with co-workers or colleagues. Creating and maintaining sturdy relations built on respect and trust and conveying a composed and stable forum of communication and listening skillset. Being a part of the team as leader and non leader is the ability to develop for the whole organisation to ensure everyone works at their full potential and enhance productivity in a workplace environment.
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