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Introduction 
[bookmark: _Hlk534839481]This report is focused on the relevant communication skills which needs to be analyzed in the workplace. The purpose is to help employees to know the skills they lack in the workplace and what they need to achieve to be able to deliver quality goals in their duties of work. For the employees who doesn’t have those skills will need to be trained to help them to be efficient at the workplace.
Effective Communication Skills at LK Homecare Provider LTD, Norbury. 
Communication skills is the interpretation of exchanges of words between individuals using various modern vocabularies to gain a successful response. Having a quality communication skill boost up the confidence of the individuals who are ready to excel at the workplace or in life.
Over the decade, communication skills have been the most relevant medium of communicating worldwide. Verbal and non-verbal communication, through the internet, over the telephone, text messages, etc. It is also said that, every successful business organization has the strongest communication skills among its employees. 
Having the real-life experience at LK Homecare Provider LTD, where I had the opportunity of communicating with clients and their families, care staffs and colleagues, the strength of communication in the above organization has been one way or the other mis-managed.
There have been several instances where communication between Croydon and Lambeth Council, Adult Social Services who provides the company with client for care has been misinterpreted and that has caused an irreversible loss to LK and grief to a family.
It is no doubt that LK Homecare Provider LTD and its staffs lacks active listening skills which makes an individual interpretation more meaningful and precise. (Andrew Maund,2017 page 52). Having an active listening skill includes paying attention to what is being said, asking questions to get all the information required and rephrase all that has been said whether on the phone, through a face to face conversation or via email.
Most of the time, we tend not to be paying attention during communication. Instead of the participant to be attentive to what is being discussed, they rather distinguish themselves with the person delivering the speech. They will be reading the mind of the speaker, drawing a conclusion to what is being said and generating an outcome to suit themselves.
 That is exactly what happened between Sally and Croydon Council, Adult Social Service regarding a new package to LK Home Care Provider.
Croydon Social Services called Sally the care coordinator of LK to offer a new package proposal and if she have staff capacity to start as soon as possible. The client has requested to die peacefully at his resident with his family around him. 
Sally had agreed with the new package and promised social service to start as soon as the client gets out of hospital. She then informed care staffs Diane and Kimberley who drives to start the new package, and cancel their usual evening calls as she will cover it.
Sally forgot to cover Diane and Kimberley usual evening calls, thinking they are still doing it. The uncovered cancer client was choked with his vomit while there was no one to assist him and died.
LK Homecare Provider was report to Care Quality Commission (CQC) for a thorough investigation. The company was then shut down for further notice.  
Sally was put before disciplinary committee and was eventually dismissed while investigation into the case was ongoing. An insider told LK Homecare Provider that, Sally had had a tough time the previous night with her autistic daughter who was going through the usual crisis faced by people who are affect by autism.
Sally was very stressed out and should have spoken to someone who could help her to deal with the situation at home, so it does not affect her duties at the workplace or call in for sick instead of taking it upon herself to come to work and mess everything up. After so many questionings, Sally confirmed her ordeal with her daughter but didn’t want to involve her personal issues to her duty at the workplace. She pleaded for the management of LK Homecare Provider Ltd to temper justice for mercy, but her plea was not taken into consideration.
This will serve as a deterrent to other in the workplace. Most of time, listener choose to ignore the important factor of the communication and deal with the things that cannot affect the company in a positive manner. So many companies have been collapsed because of lack of quality communication skills.
This can happen to everyone, it is up to the individual to be very cautious when dealing with human beings’ life in the process of communicating. Making the right decision of communicating effectively will help the people involved recognize their strength and weakness in order to get the right feedback and influencing others to be a good example.
To have an effective and meaningful communication, an important section of the communication will be put into consideration. The audience and the outcome of what was discussed will explain the context of communication to give a detailed understanding as to how to approach certain issues in order to acquire a desirable outcome.
The main purpose of communication is to get the full attention of the listeners as to how to deal with certain issues and explain to them how to gain a successful goal by using different methods of communication. It is very important to know what expectation is required and who are the potential listeners before commencing the communication.
There are different skills in communication which helps to improve on given a clear understanding and respecting others view. Before a meaningful fedback can be given, an exact consideration will be put in place. The response from the audience during a speech is the ability to make the speaker to feel more relaxed in sharing relevant information’s. 
Almost all the jobs require employees to have a great communication skill, so they will be able communicate in a distinctive manner, both written and speaking. It is the main factor to a success, but the skill is sometimes overused which makes it difficult to experience an effective outcome. Practicing a strong communication skill is to give information to others in a plain and a meaningful and a briefly way. 
Communication skill is important regardless of the job or the professionalism. When a communication is broken, it creates losses to the company and its entity. Language can sometimes be a barrier to communication. Most people lack the ability in communicating effectively because they cannot express themselves clearly. Others cannot read nor write, they will need a special aid to explain what is being said in detail.
It is the responsibility of all employees and employers to make sure a good communication skill is initiated to mend all the broken communication at the work place. An individual would have to attain a good communication skill to be able to have a good customer service skill as it works hand in hand.
Lack of being attentive can cause a barrier in communication and distraction as well. Interrupting a conversation is termed as being disrespectful and irresponsible. It is always right to allow the speaker to finish their statement before an individual try to share their point of view. 
The speaker loses a concentration and assume they are not treated with respect and loses faith in their audience. Communication at the workplace can be improved by given a clear attention whether in a group or in a team and be mindful of what will be discussed during the meeting.
Communication can only be effective if all those involved will listen attentively to what have been said and contribute to it. Effective communication skill involves the ability to understand their own feelings as well as the other participant.
It helps employees in the business organization to have a strong commitment to improve decision making, team work and problem solving. It also generates the achievement of a higher position among colleagues who are always use as an example for the rest of the employees.
A communication skill can be learned, it also helps an individual to gain an independent in placing its capability to get involved in more open conversation. Effective communication skill is a key to all successful business. Majority of employers require their employees who are committed to their duties to enjoy personal relationship with family and friends. It can also help to improve the communication with a lot of benefit.
There are several ways to communicate with patients especially with those suffering from dementia. Because they have lost part of their brain, it is up to he employee or the care giver to create an interesting conversation which will bring back good memory from their useful age.
Dealing with such people will require an individual to have a great sense of humor, have a patience to cope with their temperaments as they are easily annoyed by the little chance of inappropriate conversation.
Good communication skill helps patients to feel comfortable and nervous about how they feel. It is normal for patients to be that situation due to their health issues. LK Homecare Provider Ltd had great patients, care staffs and wonderful family who lost confidence especially the patients when the company was closed. 
Having a personal relationship with clients is the best to improve a great productivity. It is always vital to have the skill to create a cordial relationship among colleagues and to improve self-esteem and motivate each other.
Managers are obliged to have a good communication skill to help their employees to notice their responsibility at the workplace and what is expected of them. Communication at the workplace must be effective because dealing with clients involve asking questions and sometimes must let them know the dangers of the work and how it will affect them to be able to get the right answers or information from them.
Employees must be jovial and create funny environment to make the conversation lively. Colleagues must communicate with each other to gain different sources of help.
There shouldn’t be misunderstanding between colleagues to create tension at the workplace, it affects the quality of communication and working skills which will generate a poor outcome.
[bookmark: _GoBack]Clients feelings must be respected and control them in a good manner to create a peaceful environment even if they get upset. Individuals must consider that most people are raised by different people from different background and needs to control their emotions to be able to work with everyone they come in contact with.

Conclusion
This report has explained the importance of effective communication skills at the workplace which is require of every employee to acquire to be able to do their duties properly and for the employees who doesn’t have those skills will need to be trained to help them to be efficient at the workplace.
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