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[bookmark: _Toc510145609]Introduction: 
This report will prepare for communication skills and business communication is a way or process of exchanging information, idea and knowledge through emails, phones or face to face. On the other hand, the business communication is the way of sharing information and procedures with internal and external people or departments. Effective communication is prerequisite for the success of the project or any planning in the organization. Besides, interpersonal communication is the way by which people sharing information with one another which can be verbal or non- verbal message (Worth, 2009). In this report, a workplace issue willbe addressed to illustrate the importance of communication to deal with success or avoid inaccuracy.besides, there are different communication styles and formats are used in the different organization, some of them will briefly describe in this report. 
Basically, this report will be prepared on workplace issues regarding communication and the selected workplace is a renowned food and catering service organization in which the role of the job is a supervisor. The name of the organization is Reynolds Catering Company Ltd which is the UK leading fresh fruits and vegetable suppliers. As a supervisor of the warehouse which communication would be significant and what has been done in this organization described in this report.the selected workplace issue is interpersonal communication in the organization. In general, there are two types of communication are held in any organization such as formal and informal. Both have a differentspecialityas well as some difficulties which should need to manage properly. Various advantage and disadvantage verbal and non-verbal communication will be explained. Besides, different strategies to improve communication will present. At the end of the report, the barrier to effective communication and roles of management to organizational communication were described. 




[bookmark: _Toc510145610]The concept of organizational communication and interpersonal communication:
In a simple word, organization communication is the communication between management and employee regarding different issues and aspects. inboard sense, this is a structured and well-defined system and procedures for exchanging information and values internally or externally within different stakeholders so that they can achieve organizational goals and objectives. Interpersonal communication is the exchange of information between two or more people through different ways like verbally or non-verbally and formally or informally with specific or unspecific aims (Worth, 2009). The interpersonal communication can be face to face with is considered far better in some case because there was less chance to happen mistake among them though it is impossible in all situation. 
[bookmark: _Toc510145611]Types of communication
There are two types of communication held in an organization such as verbal and non-verbal communication in which each has own classifications. 
As a warehouse supervisor, I have to understand properly different communication so that I can possible to manage subordinates as well in an effective way. Briefly explained these communications in below-
Verbal communication is the direct interaction between people face to face where the language, gesture, tone and some others things are considered to measure or to understand what communication has been held. The spoken and written forms are the verbal communication. In Reynolds Catering Company Ltd, warehouse supervisor used verbal communication to manage warehouse properly. In this case, written communication plays a significant role to record data for the future. Verbally need to guide staff to work properly. If it would not possible to guide properly, many difficulties were faced. besides, to maintain communication with management, written communication is essential, to avoid mistakes ((Zaremba, 2010)Warehouse supervisor should need to report to management about the stock, shipping in and out, performance appraisal of staffs.
The verbal communication is like formal communication where it is important to follow some structures and format to ensure effectiveness. Basically, the written communication should need to follow proper structure as well as formats in an appropriate manner. 
Non-verbal communication is the communication between people by the different expression, posture, attitudes, tone and so on. In Reynolds Catering Company Ltd, non-verbal communication also held because when supervisor order or guide how and where to set fruits and vegetables in separate. This is very easy and comfortable communication though not accepted in some case (Oberg, 2014). 
Body language and facial expression are describing a lot of meaning in communication. The supervisor should need to positive attitudes with staffs as well as with management.
[bookmark: _Toc510145612]The principle of interpersonal communication and it’s importance in the workplace.
Interpersonal communication plays significant roles in the warehouse management because supervisor needs to interact with staffs to guide and monitor them as well as fruits and vegetables. There are some principles of interpersonal communication skills describe below-
Interpersonal communication is inescapable: in the organization level, it is necessary to keep in mind the importance about the tone of voice, gesture, posture, a facial expression which impacts to the reaction or activities of the other parties in communication. It gives priority because people are not mind reader that he would be able to what you put in your mind regarding those issues (Oberg, 2014). As a supervisor of Reynolds Catering Company Ltd,  it has monitored and controlled by management whether supervisor behaves well or not with subordinates. 


Interpersonal communication is irreversible: A Russian proverb says, once a goes out of your mouth, you can never swallow it again” which indicates people must need to be more concern before spoke out something (Oberg, 2014). 

Interpersonal communication is complicated: All of the communication forms are not so easy, it has some difficulties may be for implication or practice. When more communication happens difficulties arises and cannot communicate properly.  So in the organization, it should need to keep to keep in mind (Oberg, 2014). 
[bookmark: _Toc510145613]Ways to improve interpersonal communication skills in the workplace
As we know there are various difficulties in a different communication system that’s why it should need to research how it can be improved or minimize. In the organization like in Reynolds Catering Company Ltdwarehouse manager, it would be possible to ensure effective communication that will help to achieve target goals more smoothly. There are some ways and concepts describe that might lessen the difficulties of the interpersonal skills (Littlejohn and Foss, 2009). 
Empathy: According to empathy, one should need to try to think from the viewpoint of others. In Reynolds Catering Company Ltd, when storing the fruits it should need to keep in mind the freshness and quality of fruits so that it will not the harm for the ultimate customers. In his case, the supervisorneeds to be more conscious as well. This is also a communication. 
Learn to listen: this is the most important thing to make sure effective communication. If one party listen wrong or unclearly, I would not be possible to response appropriate manner. As a warehouse supervisor, it should need to communicate with transportation to management in which there are lots of verbal (spoken) communications held if there is lack of concentration to listen to will faces problem (Donnelly and Neville, 2010). 

Use humour: The use of humour in communication will help to make the positive image on others’ mind about one. They were motivated incase of the organizationalworkplace. But it should need to keep in mind the mood of the audience and situation also. 
Positive attitudes and smiles: to communicate with the management, positive attitudes will help to be supported by work. Besides, a smiley face can make a positive impression about one to other. So, these are also significant to ensure effective communication in the organization as like in the warehouse (Roebuck, 2011). 
[bookmark: _Toc510145614]Steps to achieve remarkable communication result in the workplace. 
Effective communication is very significant in all of the organization levels. Five step model can follow to get a remarkable result from the communication. The steps are given below-
Stop: According to this step, as a communicator, should need to react slowly or non-response before understand properly. In the meantime, to respond effectively and take proper action it is essential to understand what others are saying, after that an effective response might be out. Besides, quick responses disrupt communication. So, to maintain and ensure effective communication should need to stop and act with intention (Gopal, 2011).
O0bserve: if ones can stop his or her immediate response or action, they have to observe and ask some question internally to gather more information regarding issues. As a supervisor of Reynolds Catering Company Ltd, I always tried to observe more efficiently.
Listen: in the organization, especially in a warehouse where is the more crowded, it should need to listen more carefully. If ones cannot listen what actually saying other, it would be difficult to respond in right (Gopal, 2011). 
Adjust and reframe: Before spoke, it is necessary to understand the mentality of others. If it is possible to adjust and reframe, communication will be effective.
Respond: after all these, it would be possible to communicate in an effective manner to achieve communication goals. To increase interpersonal communication skills these steps will be more effective. 
[bookmark: _Toc510145615]Barriers to interpersonal communication in an organization: 
There are some barriers also faced in communication in the organization. In the Reynolds Catering Company Ltd, to manage warehouse, there are some barriers have been faced which are given below-
Culture, background and bias: communication of an individual is influenced by his or her culture and background as like the past experience or meaning put in mind. In this case, it is difficult to make them understand differently that as not according to their culture and belief (Zaremba, 2010). 
Noise: When ones mention or talk to other noise interrupt to give and reach exact message. Equipment and transport noise make trouble to exchange massage with each other in a warehouse. 
Perception: this is also a barrier to communication. To articulate a message accurately, the perception of sender and receiver has an influence on communication. If one thinks that other is saying fast but not fluently, the interest and willingness will be dismissed (Zaremba, 2010). 
all of these are a barrier to effective interpersonal communication and organizational communication. Besides, massage, environment, smothering etc are also barriers. 






[bookmark: _Toc510145616]Roles of management in effective communication ;
To ensure effective communication in the workplace, management can set different standardsin procedures to communicate with specific departments or the section. In Reynolds Catering Company Ltd,  it has seen that there are some structured communication system difficulties also happened. 
Management can be arranged automatic reporting system or personal access knowthe status of the stock in details. Since the computerized system has been used, more technological development is needed. If the supervisor has power to apply or change anything in the workplace for the better based on the situation, it would be possible to make sure effective communication in the organization (Roebuck, 2011).
[bookmark: _Toc510145617]Conclusion
In an organization communication is a most significantterm to achieve goals and objectives. Without effective communication internally and externally, it is totally impossible to the gain organizational goals. There are various types of formal and informal communication that an organization can practice. In this report, it has found that there is some miscommunication held in Reynolds Catering Company Ltdin the department of the warehouse. Different aspects of interpersonal communication and the principles of interpersonal communication has been found in this report. 
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