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[bookmark: _Toc18008076]Introduction 
The purpose of this report is to discuss about how well employers communicate at the workplace and how to improve the way the employers communicate. Many workplaces recognise the importance of effective communication, the different types of communications and the different recommendations on how to improve communication. It will analyse the different types of communication, how employers and employees handle situations such as stress through effective communication. Books, websites and journals were used to gather information in this report.
[bookmark: _Toc18008077]What is Communication? 
‘Communication is the act to pass on information, this could be either thoughts, ideas, or emotions.’ Communication can be transmitted through ‘spoken words, acts or signs and symbols.’ Technical Media is what we have made to increase communication further for example a mobile phone when calling or texting. Group communication is ‘used where there is a common level of understanding and identification for example a family.’ Interpersonal is the communication between two or more people whereas intrapersonal is the communication you have with yourself. 
Communication can be expressed in various ways, however; it is important to have effective communication. This happens when the sender is able to think about ways to express what they would like the receiver to know, whether the sender expresses this in a form of drawing, words, images or signs. The receiver then receives the intended message communicated. ‘Active listening and self-assurance are communication skills that help make information processing clearer.’ [Maund and Schriek,2017].
‘In everyday life, there are many types of communication within work colleagues, family neighbours and friends. Some efficient and some inefficient’ [NUN, 2015]. In order to maintain a strong working relationship, humans must communicate with one another. Communication can be used in different form such as verbal communication, non-verbal and written. ‘However, if there is a failure somewhere within the communication between the sender and the receiver, the message may not be sent or recognised correctly or misinterpreted. [Ross,2018] 
[bookmark: _Toc18008078]Types of communication	
[bookmark: _Toc18008079]Verbal communication 
Verbal communication is the use of sounds and words to communicate to one and another to listen and comprehend the meaning. This is one of the most common types communication they are often used in phone calls, meetings and private conversations between two people. Verbal communication is crucial as it is very efficient, although it is useful to support verbal communication with nonverbal and written communication. You will need to strong confident speaking voice and on the other side you will need an active listener that shows clear understanding.
At my place of work verbal communication is essential especially when doing double ups. This will allow both carers to communicate accurately to ensure the client is positioned properly to avoid any accidents. Communicating with the team leader verbally is something that is done regularly. This is to inform her of any incidents as well as updates on a client.
[bookmark: _Toc18008080]Non verbal 
Nonverbal communication is the use of things such as; body language, gestures and facial expressions to illustrate information to those around you. It can be done deliberately but also by accident. An example of this is when you grin from hearing a compliment, this covey the message that it made you happy. Nonverbal communication is helpful when trying to understand others’ thoughts and feelings. Negative body language such as crossed arms presents you as angry or nervous. 
‘There are complications regarding the functioning of non-verbal signs and the study of cultural differences.’ [Argyle,1972]
a) It can be a substitute for language.
b) It can help support and confirm the point you are trying to make with verbal communication. 
c) It can illustrate your thoughts and feelings. Whether it be anger, compassion or sympathy.
Shannon and Weaver partnered together with their skills and came up with the Shannon-Weaver Theory of Communication. Shannon and Weaver presented a model to explain how communication is sent and received, according to their model there are eight variables that play on communication; the source, the encoder, the message, the channel, the decoder, the receiver, noise and feedback.
The Source
This is where the origin of the communication begins, the source can be a group or individual that has a reason to communicate something.
The Encoder
Comes after the source of communication has been decided, it is the duty of the encoder to transform a concept into a format that will reach the audience who will need to interpret it.
The Message
This is when an information is sent from the transmitter and sent to the receiver.
The Channel
Is the means to transmit the message from the person delivering the message to the person receiving it, the routes taken for it to be reach the receiver. This can be verbal, written, electronic etc.
The Decoder 
Before it reaches the receiver it must be decoded in the form for the receiver to comprehend the message. Noise can interfere with how the message gets to the person taking in the information.
The receiver
The receiver is the recipient of the message that was sent by the transmitter.
The feedback
This is when the receiver tells the transmitter that they have received the message and has interpreted it accurately. This is only way for the sender to know if the communication was effective, this is when the stages become cyclical.

[bookmark: _Toc18008081]Written communication 
Written communication is the act of writing, typing or printing symbols like letters and numbers to transmit information. This is efficient because it provides a record of information for reference. Writing can be used to share information through books, blog, letters and more. Emails and chats are a common form of written communication in the workplace. In a workplace it is very important to make whatever your writing is clear and simply for those who work with, so it is easy for them to understand. 
Working in a Care Home allows you to practice written communication by documenting everything done with the clients. This could include their personal care, breakfast, medications and activities. It is very important to write down things which has taken place with the clients. For example; If a client refuses to take medication it is important to write this on the record sheet as the next person will be able to read it and understand why the client may be acting a certain way.
[bookmark: _Toc18008082]Discussions 
Communication is essential in every work organisation, employers are happy with communication as long as it does not involve any feedbacks, especially if it’s a good one. According to Jennifer Mccoy, feedback is informing people of an outcome, therefore it could be the good or the bad. In a workplace two-way feedback is usually done between line manager and staff. The line manager may have feedback from other work colleagues and would like to express them to the member of staff in question. The staff must be prepared to listen to what is being communicated by the Line Manager without being self-justifying especially if it is not good news but must be able to improve their performance and or the workplace.

Below are the feedbacks that help encourage individuals to perform well;
a) Congratulating a member of staff if they done well on a job
b) Praising for taking the initiative and solving a problem. 
c) Discussions with people about their career opportunities and where they are trying to go in life. 
d) Discussion about productivity of the company. 
e) Rejoicing successes when everyone participated collectively, and all things went well. [Mccoy,2018]
[bookmark: _Toc18008083]Workplace communication
Effective communication is important tool in achieving a good work rate and maintaining a strong and healthy relationship with your colleagues. Employers who puts time and energy into conveying clear lines of communication will quickly help them gain trust from their employees, this will result in an increase in productivity and morale in general. Also, employees who communicate successfully with colleagues, managers and customers are a very important piece to the company and it is a skill that sets people apart from their competition when applying for jobs.
Poor communication in the workplace will result to an unambitious staff that may begin to question their own confidence in their abilities. Communication should be strong on both the sender’s part and the receivers. 
In my workplace staff consist of Team Leaders, Nurses, Carers, Domestics, Maintenance, Relatives etc. With all these people communication can get lost. However, we stay on top of things, via Email, Telephone calls, Notice Boards and Face to Face. It is very good to communicate not only bad things but positive things also. Communication and feedback are great way of having a successful working environment as this will help keep staff members involved and reduce the amount of Staff leaving because; 
a) Information is being shared between staff.
b) Opportunities are created for career choices but also personal growth.
c) Develops one’s dedication and confidence.
d) Presents the intelligence of the organisation. 
It is important to avoid communicating to staff in the following ways;
a) Discussing negative feedback.
b) Intertwining the bad news with the good one. 
c) A lot of feedback in one meeting.
d) Not telling the truth with supportive feedback.
e) Not being specific enough.
f)  Being Unprofessional.
g) Wrong medium.
h) Taking things personal, and not motivating the receiver.  
Try these effective communication techniques instead at work.
a) Sharing positive feedback and negative feedback at the right given time.
b) Providing specific and authentic feedback.
c) Communicating at the right time.
d) Prepare yourself to be prepared and detailed with samples and examples.
e) Be organised and do not compare performances. 
f) The employer needs to show a diplomatic rule. 
g) Staffs should be involved by steering the discussion. 
h) Face to face communication at a continuous rate to maintain the meaning of the information that you are trying to deliver.
i)   Do not criticise in public but in private, rather praise in public.
j) Have the correct tools and be truthful. [Marwood,2018]
[bookmark: _Toc18008084]Personal experience 
The care home has a team leader who is responsible for supervising the carers and reports to the Manager. When the manager needs to voice any concern, he speaks to the Team Leader who then talks with the carers. The manager often avoids face to face communication; However, He also uses power and position to communicate. He often jumps to conclusion and does not want to hear when someone else has something to say. He chooses who to involve as a result of poor communication within the home.
I once requested a change of availability and I would be starting university. I gave in my admissions letter, my timetable and the requested days to work, he then told me that I was not going to have these days and rostered me to work on the days I could not. This is a clear representation of miscommunication. His gestured showed me that he was not bothered nor concerned however this situation was taken up to HR and it was quickly solved.



[bookmark: _Toc18008085]Recommendations 
Working in a place where you will have to communicate with other people, it is crucial that you are able to communicate effectively. Take me for example I work in a care home and it is essential that I am able to communicate effectively as I am working with the elderly and I need to ensure their safety at all times. I need to be able to communicate with family members if any accidents where to take place, also with my colleagues we need to be communicate with one another to be able to work together to feed, bath and take care of the residents.
I would recommend that organisations have a training programme for their employees, training them how to communicate with one another and ensure that they will be able to work together to get the job done. Effective communication in a work place will lead to there being result in there being excellent customer service.
[bookmark: _Toc18008086]Conclusion 
This assignment showed the different ways in which you can communicate, it showed how important organisations should always participate in maintaining effective communication, there should be at least a refresher training every 6 months to teach effective communication and how this skill will help in the future. Some managers lack skills and could benefit from any seminars or workshops that are held. 
Having effective communication can result in an improvement in interpersonal relationship between co-workers. Overall effective communication in the work place will increase the rate of productivity and will create a good working environment. The negatives of not having effective communication is that it can lead to tension in the work place as co-workers may not be able to get along with one another; they will not be able to express their motion affectively. Also, this will mean that the rate of which the work will progress will decrease as they will not be able to work in a team. 
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Ex.1. Read the following passage and answer the questions on the next page.
'\ Case Study: A Day With The Chief
i .
Mark is a top-performing salesperson at a pharmaceutical supply company. As a reward for his
performance, he is treated to a trip to the corporate office in California to meet the chief ex;ecutive
officer, Ms. Mills. Ms. Mills is known around the office as the “Wicked Witch of the West” because

of her short and sometimes abrasive demeanour. v

Mark’s co-workers share “horror stories” of their encounters with her, stating that she rarely makes

eye contact, never smiles, and dislikes being approached unless she initiates the conversation.

Although he is excited to travel, he is also nervous about what he and‘Ms. MiI,s might talk about.
He prepares by thinking about how he can share his sales strategies and technic'quéls. On t‘he day of
the meeting, he waits patiently for Ms. Mills’ assistant to call himinto her office. When he is escorted

in to meet her, he is shocked to see a petite woman behind the large desk smiling back at hi/r,n with
kind eyes. He approacies, shakes her hand, and'wz’lits for her permiss/ion to sit. I & \ : . |
Mes. Mills is nothing like the horrible person they made her out to be. Ms. Mills asks Mark several
thoughtful questions about why he is successful, ways the staff can be supported, and how the
company fits in with his professional goals. Mark feels more am{r‘nore comfortable as she leans
forward to listen intently to what he is saying. Mark loosens his tie, crosses his legs, and begins
sharing stories of how he feels his immediate supervisor has dropped the ball'bn"more than one
occasion and that the team would be better if more money were allocated to incentives and
bonuses. Mark immediately sees Ms. Mills’ eye\s ‘b’egin to squint and hér brow furrow. She stands

up abruptly and says in a gruff voice that their time is up and that her assistant will show him out.
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1. Given the professional context, what would you have done the same andj/or differently if you

were in Mark’s position?
2. Do you think Mark accurately evaluated the context? Why or why not?
3. What communication factors led to the change in the chief executive officer’s disposition?

4. How could Mark improve his communication skills?

-_-n‘-.l\lw SN O

_ﬂmrm-
Whe, ou_do

Lecturer’s comments: - Sowe R.\Q)QG-L@: Waony l_-mg Asd
Vand ereousdh Sitattou | Coudey = V\&

Lecturer’s signature: Ty S pate: |4 log] A0(9

N\, » } - 2|Paée
N\ , ) .




image1.jpeg
Trinlty Saint David Effective Team Working and Communication —Term 1

Tonoon BMSW4002

In-class exercise 1

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an A
appendix together with you Task 1 (part of the Assignment for this module).

Student Name:ﬂ%%ﬂﬁ “‘lﬁ’@\g H‘ Student ID: | ? ‘é 7 Z!-é

Ex.1. Read the following passage and answer the questions.

The professor and the village people

A Professor of English at a well-known Welsh University lived in a large house not far from a little village. He
never went into the village, bur shopped in the town near the University because he had nothing in common
with the village people, who were largely uneducated and did manual jobs. One night, the professor fell

asleep while smoking his pipe and the pipe fell onto the carpet and started a fire.
When the professor awoke and saw the house on fire, he rushed into the village, screaming:
“The edifice is being consumed by a great conflagration!’
“The edifice is being consumed by a great conflagration!’ ¢ i
The village people looked at him and continued doing what they were doing\ g
‘Don’t you understand?’ He said. “The edifice is being consumed by a great conflagration!’
They ignored him. /7 \

/ :
When the Professor returned home, he saw that his house had been cornpletely destroyed. He sat down on
the ground and wept. The next day, he went into the village crying. ‘Why, oh why didn’t you help me? My
home has been destroyed by the fire. | came and begged you last night.” He wept.

‘But Professor, why didn’t you say that your house was on fire? We would have helped.”

Q1: Why didn’t the village people help the Professor?
Q2: What should he have done to get them to help him? %
Q3: Whose model of communication do you think can explain this situation? /

Q4: Why? .
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Ex.2. Read the following brief and write a business email according to the instructions.

You are Director of Communications at your company and you would like an employee, Jack Daniels, to join
your Communications Training team.

- Tell JD why you are writing

- Say what you have observed and like about his communication skills

- Tell him why you think he would be an asset to the team

. N
i 2 BN T P AW RS, o o,

A )
SOOI N RMe, ey oo

R0 0y
Ve tka

o N5 LMY o - Monn e
U e ld Scome. Mele FSodax Yoy |
< ” ? N DAV R A . 0 N _ONQ 5 e
Ao oy e |
) L MM N\

O
W= o ~

Lecturer’s signature:

pate: | 24| O anla




