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                                                   Introduction

In this assessment aims to analyse how performance can be improved using different types of communication skills within workplace and how this skills can be developed In different work situations. In this assessment I will speak about verbal communication the importance, advantages and disadvantages. Also this assessment will reflect the main types of communication used within my workplace its importance and the impact of employability. How they could be improved or give proper solution. Here I will talk about oral, written, and body language communication which has a major importance within organization.
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2.1 Written communication 
Involves any type of message that makes use of the written word common in business situations so it is important for everyone in any organization, from the employee to the chief of organization, to develop effective written communication skills. Effective written communication should be clear and clarity of the information it is encoded trough the communication at the workplace, it should be correct, simple, and easy. The writer must be careful regarding correctness, knowledge of the subject, using language that most will interpret relevant and use a formal type of written communication because the receiver might not know the writer personally and could create a misunderstanding between the sender and encoder.
According to (Workspirited, 2019), Importance of effective written communication;
· Written communication within the workplace carries as a record of its daily business.
· Communications such as emails are key means of keeping contact with workers, contractors, clients, suppliers.
· Advertising different forms of written communication are given to attract potential customers.
· Written communication at the workplace place play the role of the legal evidence.
· Helps the delegation of work with the other departments of organization.

 Types of written communication.

Emails: Now days, handwritten letters are not actual they were replaced with emails however the structure of letter writing remain the same and different skills of writing apply even for writing emails. There are also special departments responsible and specially appointed to check and ensure the smooth connection within and outside of organization. They monitor all emails detecting informal writings around the workplace. Emails as workplace communication can be used as evidence.
 
Agreements and Contracts: One of the most important type of written communication at the workplace. It  includes everything from the contracts to licenses to different types of written communication at the work place,  like terms and conditions, business introduction, like a letter to a potential employee. All these written documents are to protect both parties, as they are valuable legal documents.

Intranet: It is a network group of organization used instead of using telephones or personally meet other colleague, companies use internet which giove them facility to be connected in one group via network to the workstations of  the  co-workers.

Magazines and In-house newsletters: It help employees know each other better when they see them in the journals and explore their hidden talents.

 There are also used other forms of written communication at the workplace include posters, memos, notices, circulars. These seen within workplace and can be changed frequently. Although they have a limited validity but can be very important forms of written communication.


These are most forms of written communication at the workplace that is used to improve the performance of the job. Formal business writing is very important matter.


2.2. Oral Communication.

Oral communication is most popular and common in personal communication and at the workplace communication. It is what allow us to interact with other people using the word of mouth. Oral communication can be informal and formal the used at the workplace. Improving your speaking skills can help you at every stage of your career. There is some advantages and disadvantages of oral communication some of which will be shown below to create you a meaningful idea.

Advantage and Disadvantages of Oral Communication.

Organizations are using oral communication for its own benefits and interests. Here are illustrated the main advantages of oral communication within the workplace 
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· Time saving 
Using oral communication allow you to send messages rapidly.  On the other hand written communication takes a lot of time to reach to the encoder of the message. By communicating through the telephone call make a big time saving which is a big advantage in the business world.

· Reduction of cost
 Advantage of oral communication is basically free and it does not require materials comparing to written communication. That is why it is time saving and money.

· Effective for people who can’t read or write 
 Illiterate persons who cannot read but they perfectly understand oral communication. So it is the most common communication used by the illiterate people.

· Easiness
 Easy to communicate because it needs a little preparation to understand information and send messages.

· Quick feedback
 The receiver can give instant feedback to the sender of the message using oral communication within the workplace.

· Coordination
  An organization to achieve its goals require full coordination of all departments. So it is more possible through oral communication because it is faster to motivate and instruct the employees as is required.

· Reliability
 Employees feel themselves more comfortable when communicate orally.
 Oral communication at the workplace provides instant feedback and clarity.

· Motivation
  Within oral communication at the workplace Supervisors and employees can discuss face to face and exchange their experience; such arrangement motivate and inspires workers and with better performance.

· Flexibility
   Comparing to written communication the messages can be changed and the information is controlled by the sender.



 Disadvantages of oral communication
There are many advantages and disadvantages of oral communication. Many peoples does not this kind of communication because of its limitations which are below:
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· No record
In oral communication the messages are not saved or recorded. The messages cannot be recovered in the future.

· Distorted meaning 
      Poor listening can bring to chat being distorted or lost. People listen all of the time but not everyone give attention how to listen effectively. As the messages are not being understood may be easily distorted

· Misunderstanding
   Because of human’s memory capacity, oral communication is not kept in mind full context. Being distracted in hearing the message can lead to misunderstand the meaning.

· Lack of accuracy
  There is a chance of inaccurate message to reach to the encoder or because of the noise the receiver did not get the whole meaning or point.

· No legal validity
   Unless the oral message is not recorded it is not relevant in the court so it is easily denied by the speaker if the situation goes against him.

· Leakage of secret information
  When message is delivered orally its content or secret information may be leaked.

· Emotion
  When communicate oral the speaker can become emotional this can make difficult to the receiver of communication.

· Less effective
  Oral message give less weight than written communication. In many cases policies, instructions, programs are less effective.

· Expensive
  To send oral messages to distant receiver it is needed to use radio, television, phone sended through mechanical devices.  

3. Types of communication skills used at my workplace.
Oral communication.
   Working in construction industry it is also necessary to have skills in different type of communication. At my workplace oral communication it is more common starting from the early morning toolbox talk (morning chat will all the team were supervisors explain us daily tasks and objectives we have to accomplish and discuss the method which will be followed and the different site hazards), Downsides of oral communication at my workplace is that we the workers are responsible of the most mistakes made on side because we follow only oral instructions from our managers and there is no proof that they were wrong even if that happens in many cases.

 3.1. How performance could be improve using oral communication within workplace
When giving a task to a employee this way it is going to be recorded and it is a clear evidence of information given by the sender and minimize misunderstanding and argues within workplace with management. Other issue with oral communication it is when using mobile phones or radio it is difficult to hear and understand because of high level of noise on the construction site. The language barrier is also a downside, construction site is a multicultural family not having a well enhanced vocabulary may lead to misunderstandings.

4. Written communication.
 Written communication at my workplace it is crucial starting from signing the time sheets to reading the building plans. Construction site it is a place where the information it is displayed everywhere in terms of health and safety that’s why every routes you take on a construction site are marked and have written information of direction and warnings of hazards. Emails is other important written communication as we send our timesheets and invoices. 

 4.1. How to improve written communication skills within workplace.
The written communication can be improved at my workplace using a group chat through social media messengers, this will improve productivity and work efficiency. Using modern technology and social media apps will help to communicate within our group, receive faster information and instant feedback, faster decision making, tools needed or different materials needed to do the job. Within this type of communication the performance will be improved and much better productivity as we will more unite and familiar with each other.

5. Nonverbal communication within the workplace 
  This type of communication it is very important within our organization.
  From the first day when you get employed, body language is the key of employability. After doing several researches, I can say this is most important type of communication. Sometimes body language help you to exrpess yourself stronger than any words, starting with your posture or the way you walk you show everyone around who are you and what you represent, which is very important. For example I work as a supervisor, my posture and gestures give a feeling of self confidence and leadership as I supervise a crew of fifteen lads, which rise the productivity of the tasks we have to accomplish. People feel comfortable and in some way protected ether from the company organization or from the clients. By non verbal communication you can communicate even with the lots of noise made on site just using gestures to sending messages to each other which also improve the performance of the company.

5.1. The downsides of nonverbal communication.
   Within our work place it is a lack of body language as we are spread over the major sites so in most of cases we use telephones or written communication where nonverbal communication does not send any message. Construction site is a multicultural work place which also leads to misunderstanding between the sender and receiver. Written communication is more efficient when reading the building plans where body language cannot deliver to the receiver detailed message.
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6. Conclusion.

From all the research and study made, I can say that communication skills are crucial within a workplace. All the progress and enhancement within organizations stand on communication. As all the tasks and objectives of a business is operated within communication skills. Communication skills is the key point of finding a job and future career. Communication is a important life skill, improving your communication skills can benefit you in all your life aspects, from your personal life to social gatherings.
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