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This paper is about the type if communication skills used in my work place . The introduction  outlines an insight  to  my job role and an incident to where   the modes of communication used at work are used and why they are needed  ,definition for the main communication   skills I use Will be discussed and also the importance  of good  communications skills in the work place and also on what happens  with poor ,this Will  be followed by my conclusion. 

“Introduction “
Communication skills are being able to effectively communicate with person's with in the company I.e.  Manager, employees, work colleague, customers and so on. These  skills are very important  in the smooth  and  efficiently running of any business. 
Good communication  skills will almost guarantee a good and effiacnt  work place. Currently I work as a meter  reader  collecting  gas ,electric, water meter  reads and also carry out safety checks. My job takes me to different  destinations on a daily  basis.
 I have to use a lot of written  communication  around 45% on a daily  the rest is made up from oral, verbal and non verbal  communication. working alone the only means  of contact  I have is all done via HHT (handheld terminal) which is pretty  much my life line .  communication skills are key in life let alone playing  a big part of life in any company as far as   communication on a daily basis within a work place.

There  was a time while at work, where I had  been working  maybe around  3 weeks in when I was  bitten  by a dog at work and needed to make contact  with my manager.  At that time as I was unable  to  continue work so called  up the incident line which  is number is installed on our HHT and inform them also contact  the allocation  team the same way . The area  supervising manager was away on holiday so the area manager is next in line as he needs to sign  you off and also to do  follow up reports,  unfortunately  his  number was not on the system nor was the contact number give for him working which lead to my wage for that week being affected  due to the proper protocols  being followed . After  calls where  made and A lot of emails addressing  the situation it was able to be sorted out.

Having good communication skills actually helped in this situation  and the fact that the area manager was unable to be contacted was the company  fault they resolved  the issue  and also hopes up more channels  of communications by not only updating his information  on to the system but by up grading  the software  making more type of communication  accessible to us.


“INSIGHT  OF COMMUNICATION “
An insight  of the communication skills  used in my work ,in a work place it’s vital communication is transferred between one person  to another  or a group Of people  in the company. This includes emails text ,voicemail (J.lamborado.L8.study.com2003-2019) . Effective communication skills are made up of different  parts here we take a look at a selection  that I relied on at work and when communicating with management. 
 
COMMUNICATION SKILLS.
To convey information to another effectively.

 Business manager's need to have good verbal  and written  communication skills In order to help facilitate  the sharing of information with people  within  a company  for it’s commercial benefits. (Communication  skills.BusinessDictionary.com.webfinance,Inc,January 2018).
While at work all means of communication  are done via  the HHT , I use a lot of verbal ,oral and written communications whilst at work

VERBAL COMMUNICATION 
This is usually used when sharing information between individuals where face to face or on the phone , all business need verbal communication so that things are understood by all,  as  well as making sure that the enunciation, stress and tone of voice  with witch the words are expressed is appropriate open delivery. (Verbal communication. BusinessDictionary.com.WebFinance,Inc)

WRITTEN COMMUNICATION
I use written  communication on a daily  basis as I have to not only to put In the reads but to update  information  from customer  detail  change reporting   faulty meters  ,dangerous  premises, dogs on property and tampered  meters and locations of hidden meters to make it easier  for the next work colleague that he is to that site 
Written communication involves any type of message that makes use of written words. Not only is it important it is one of the most effective of any type of communication types used within a business ,here are a few examples of types of written communications
· Reports
· Memos 
· Email
· Instant messaging 
· Postcards
· Letters 
· Employees manual 
(A.manker.2003-2009 Study.com.)

ORAL COMMUNICATION 
Oral communication is expressing information by word of mouth, which is very useful in business, academic and every day life, types of oral communication:
· Face to face 
· Telephone conversation 
· Discussion that take place at meeting/on the job
· Presentation at work
I get  to use my oral skills  daily as I go to around  240 per day and speak to a vast amount of people from different  nationality so this is very important  (D.Swarthout.2003-2019.study.com).

LISTENING SKILLS 
Listen skills are yet another  company that is needed for successful communication being able to listen to the other . As,no one likes to be cut off in mid conversation  as the message will not be sent successful  communication. Being able to actively  listen and paying close attention  to a question  you may be asked .
Some would say that it’s an active process that involves focusing on what is said and not allowing  other thoughts to invalid the process.(L.Mooney.chron.june,29.2018) .WORK out in the field when the manager contacts me I have to listen very carefully as traffic  is normally  around,  he may have important  information  to give me at any moment so I have to focus and nor get distracted,so that I can complete  any instruction  given and also to be ask to also ask if  didn’t under stand what is asked due to accents .


NON-VERBAL 
Non verbal communication  is the use of body language  facial expression  and gesture rather  than more common forms of communication, never the less used upon heavily some times with out being know.

“COMMUNICATION THAT NEED IMPROVEMENT “
All though we are given  (HHT) THE programme is now out dated and are causing  problems with communication and having no signal can potentially stop you from working. The camera doesn’t work so can’t send photographic evidence in, to have more than one manager as the amount  of people  and area can’t be effectively run by on person. And a better system for reporting accident/injury. 
And taking notice  of the notes that are being updated to save time and have a more effective  kpi at the end of the week.


“IMPORTANCE OF COMMUNICATION SKILLS “

Communication  skills are more that just for work as we use them in out day to day life ,no matter where you come from you need  communication, because no one can survive  without it communication skills ,spoke and written  are all a part ,not leaving out non verbal  communication which seem to be universal  bit at the same  time can be misconstrued if judgement  is wrong.
Communication is the heart of every organisation. Everything you do in the workplace results from communication. Therefore good reading, writing, speaking and listening skills are essential if tasks are going to be completed and goals achieved. As you develop your career you will find various reasons why successful communication skills are important to you, for example:
To secure an interview; 
You will need good communication skills to make sure your application letter is read and acted upon.
To get the job;
You will need to  communicate well during your interview if you are to sell yourself and get the job You want .
To do your job;
You will  need To request  information, discuss problems, give instructions, work in team's, interact with colleagues and clients. If you are to achieve co-operation  and effective  teamwork, good human relations skills are essential. Also, as work place is also  becoming  more global, there are many factors to consider if you are to communicate well such a diverse  environment.  (S.Taylor.com.2013)
Poor communication in the workplace will inevitably lead to unmotivated staff that may begin to question their own confidence in their abilities and inevitably in the organisation.
The importance of strong communication runs deep within a business.
(Michaelpage.sourced.january 2019.)
Communication skills  are very  important to any work place in order for a successful running  business. At my company  we relied upon oral verbal and written  methods  ,these all play key roles  in work life routine  but can become  very frustrating  if your messages are not being opens or returned ,as your left stuck or even worse  had an accident  and are able to report it yet the manager consent open  the massage  to start off protocols  and your then stuck and left trying to explain  to higher  people  what 
“conclusion “
After looking at the many factors  that have been brought up,it’s made very clear that a key part of my work life and also daily routine  at work is that I get to communicate with people  of all ages from all walks of life , cultural , even  wealthy  and I have to communicate with management  keeping notes and information  up to date ,they have to be short to the point and clear for interpretation. 
I currently  have more communication  with my manager and the company  seem to  agree  on updating the (HHT),we are now able to take photos  send emails when incidents/accident happen  instead of waiting  for some one to attend a meeting and do 30 sheets of form filling.

Communication skills such as active listening and assertiveness help make information-processing more transparent actively trying to understand and interpret the verbal messages of others.(Griffiths, B.A.Dunham,E.B.2017.Pg50).
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