Name: SABRIN NAHAR
ID: 1806630
Module Title: Effective Team Working &Communication
Assignment title: Communication performance within my workplace
Lecturer Name: Anupam Mazumdar
Module Code: BMSK4002




Introduction
We are going to discuss about communicational experiences at our workplace, how can be improve and the barriers.
[bookmark: _GoBack]Being human, we need each other’s help to do activity in our life. Communication based on sender and receiver. By communicating, we are able to express our feelings, ideas and so on. (Uk Essays, 2013)

Communication
The way we exchange information between us called communication. We use communication on a daily basis by speaking, writing, visual and the last and important would be using technology to communicate. (Rohn, 2018)
Some effective methods of communications are:
listening to what is being said and appropriately evaluating carefully to have higher chance of success.
observing what being said and taking note of it to have successful communication skills.
using body gesture, which improves communication and increases others attention towards you. 
when using technology depending on the circumstances such as writing email or texting someone, it is important how your layout the email comparing to the text to have successful communication. 
asking question is good to have successful communication as it will give necessary knowledge to get the work done and clearly understand what is being said.

Communication at Workplace
At workplace we hire different types of people with different culture, background, ethnicity, religions, language etc. People who are from different country may have different culture, different ways of doing things and speaking. However, if we do not try to understand these persons and talk the way we want it will create misunderstanding within workplace, which can affect the business and create a lot of issues, so it is important that communication within the workplace is effective.
(Deluliis, 2016)

Types of Communication: 
· Verbal Communication 
· Non-verbal communication 
· Listening 
· Speaking 

Verbal communication
Most of the time when we have conversation face to face or by phone calls that’s what we call verbal communication. We can say this is one of the important communication skills we do most in our life. Good communication increases good relationship with co-workers as it is important at workplace. Face to face communication is better as we can see them, understand how they are talking and what they want. (Educba pricing, 2018)
Barriers to verbal communication & improving ways: 
As mentioned above due to different background there is a language and understanding barriers. Any business is not solely built of one cultural people. If one of the persons cannot speak in English or find hard to understand it will create poor communication between the employees. Also, if there is a group task it will be difficult to complete it. (Bussinestopia, 2018)
As we have technology now, we can understand someone better. You can use a translation app to prevent language barrier
One-way verbal communication can be improved is having regular meetings where all that employees with any issues are allowed to speak out loud about any improvements that can be made within the workplace.

Non-verbal communication
Non-verbal communication is when we do not need words for sending and receiving information. It involves body language(kinesics), touch(haptics), distance(proxemics) and physical appearance (para language).
Some study gave important to the interaction to individual. It has been divided by three main areas: “environmental conditions where communications take place, physical characteristics of the communicators and behaviours of communicators during conversation” It includes the process of encoding and decoding. (Educba pricing, 2018)
Definition of encoding and decoding:
Encoding: is the action of changing thoughts from one person to another. (Techterms, 2018)
Decoding: is transferring a simple message what is important for following processes to receive. (Techopedia, 2019)
Barriers to non-verbal communication:  
Such as inappropriate emotions, distractions, conflicting signals and difference in perception
How to prevent barriers:  
For preventing barrier, need to know where we are lacking.
Facial express: Our face carries our emotions. Naturally most of us can guess the mood other person is having
Distance: while standing we need to see if the person, we are talking is comfortable. If no it means we need to make a bit more distance.
Eye contact: In UK specially eye contact matters, it shows you are interested in.
Tones and sound: Sounds convey our thought as we disagree on some topic, we raise voice. Need to carry a voice tone what is not too loud and not too soft or talk calmly.
Posture: while communication we cannot just sit back, moving leg, crossing hand it also shows you are not in there.

Listening communication
Listening is the way of understanding the message and give response correct. Communication also include listening and speaking. Two way of communication need to do by at least two people. As we want to talk, we need someone to listen to us as well. (Paul Newton & Helen Bristoll, n.d.) If we do not listen to the person, we talking it shows disrepect as well.
Barriers for listening communication and prevent: 
If we do not listen properly, we may give a wrong answer to the subject was being discussed, it can be embracing sometimes, or it may make another person angry depends on the topic.
We should give full attention to the person talking so we have the correct response for them. It will also make the speaker happy. If we are busy with something or not in right mood to listen things, we should let the other person know so it does not make any of us angry.


Speaking communication
Speaking communication means the way we interact with each other and speak. There are many types of speaking communication. The way we speak with friends and family may be different to the way we speak at the workplace. There are formal and informal ways of speaking. However, nowadays a lot of people use slang language which are widely spoken between teenagers. 
Formal speaking: means that you’re using the correct English terms to speak and being polite. It also means that you are talking to this person as you have not met them before. Formal speaking means you talk slow so they can understand well. You may speak to your boss formally as they are superior than you.
Informal speaking: means you are talking to other person as you known them for long time. You may speak to your friends or family this way. In this type of communication if you make any mistakes it wouldn’t matter compared with formal communication. Informal communication is fast paced. (Bartley, 2006)
Another form of communication which are widely used between teenagers is slang language. One of the best examples of this would be Rasta mouse, which often used as an example to describe slang language.
Barriers between speaking communication and ways to prevent: 
Few barriers that can happen, if you are at work place and use slang language it would be very difficult for elderly people to understand. You will not use slang language with your boss as that would be disrespectful and also with customers as it may feel rude. At the workplace with your boss or customers best form of communication is talking to them formally. If you are talking to your friends, family or you have good relationship between other staff members you can talk to them informally. You must be aware of the situation and with who you use formal or informal language.

Models of communication
[image: Image result for Shannon-Weaver model of communication]
Shannon- Weaver’s model: 
It has two more names one “Bell System Technical Journal”, another called a “Mathematical Theory of Communication”.
This model aim was to make an effective communication between sender and receiver. It wanted to help with Technical communication. (Communication theory, 2018)

Communication at my workplace Experiences here
I would like to share an experience of my 1st job. I used to work in a company called SSP The Food Travel Experts. It is a chain company. My shop name was DDF (Delice De France).
My work place communication was not effective. The way our team leader used to talk that was not formal at all. They were mean and rude. I did not feel comfortable to talk to them. One of my team-leader has mood swing problem, what I find really irritating. I prefer friend to be good and enemy to be bad. If someone is good to me and after sometimes bad to me, I can’t accept this fact. With my manager communication was not good also because I prefer to talk face to face. As I was on evening shift, I rarely met my manager for that a communication barrier was building.
Berlo’s model:
[image: Berlos Model of Communication]
Source: Source also known as sender. It is the sender information or message to the receiver in organised words.
Message: When a person transfers some thought into words, that’s the way of creating a message.
Channel: Channel is the medium flows of the message from source to receiver.
Receiver: After any message received, receivers try to understand the thoughts of sender and respond accordingly. (MSG Presentations , 2019)

Communications that need to improve at my workplace
Some of the organizations or business use email, software, gadget or video calls to have successful communication and saving data, as a result everyone will be up to date what is going on and can remember well.
Using Social Network (video calls): suppose if colleagues cannot attend an important meeting due to their personal problem or health issues, technology will allow those people to be present virtually. Popular software use for business or at work is skype. It is a video call and chatting app. Though living far away still not missing anything important. It is easy to install in any device, better with what has front camera.
Written Communication: For any reasons a staff of member need off, they must make sure that they let the manager know. Otherwise there will be complication. If the communication is poor, there will be issues within the business. If one of the staff members need someone else to cover for them, they can Email or message the manager. Messaging anyone will have a proof of not lying but need to proof read as there is an option called auto correct in device can change the meaning into something else.
Telephone Communication: can also be used amongst each other to communicate. If the same scenario was to occur the staff can call other staff members or the manager to ensure the work environment is running smoothly. Calls are much better than Written communication as there will be no misunderstanding. Need to make sure you are standing somewhere have network service otherwise low network service can be a barrier to your communication.

How performance will be improved through communication
As I have already explained the types of communication that need to improve at my work place and how it will implement. I will now tell you about how this can benefit the business also. First of all, as I mentioned above phone calls, written, and video calls would make everyone’s awareness much better and communication using these methods in my work place will also mean that there will be no issues amongst the staff when someone is unable or unwell to come work using those methods of communication that I have mention above will reduces the chances of having any problem at work as there will be someone to cover the shift. It is important that the staff uses these methods of communication to communicate with other staff as this will create good relationship between staffs and drastically reduce chances from occurring issues

Conclusion
If we can do some course of customer service and formal behaviour in our job, it will help us to make a good relationship with co-workers and remain the same or better in life. If we get the opportunities to do behaviour course at our workplace it will also help us in our personal life to analyse others mood, observe the person and try to talk in their way. We should always try to make our communication effective at workplace as it will show our value too. Due to time contrition I could not finish all the description.
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