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                     Communication at workplace 

Communication is the process of passing and receiving information between speakers. The main part of it is understanding from one person to another such as sharing ideas, opinions, facts, giving messages, expressing feelings, and bringing explanations. 

The technique of communication is performed by verbal, non-verbal, and written communication.
Generally, people manipulate verbal techniques such as their body language, skills of speaking, words, and sound to express themselves. Some of them are non-verbal communication which is known as speaking without words. That includes facial expression, tone of voice, eyes, gestures, and body language. Written communication is performed as communicating without speaking, sending messages, writing through letters using manuals, reports, emails, telegrams, office memos, and journals. This is known as a formal method of communication. 
In my opinion, at many workplaces, people use all three types of communication verbal, non-verbal, and writing. The communication brings people together, closer to each other. The communication is an important management process closely associated with all other managerial tasks. It is very important because it's the only way we can effectively work together on anything. At our workplace, we are responsible to communicate effectively to encourage a good working relationship between customers and staff.


This is a report on the workplace. I will describe what type of communications have been made and how that affected staff and customers.
I work in a hairdressing salon for the past two years as a stylist and in our daily workdays we always deal with different types of people. Hairdressing is a very responsible job for me because you meet very different personalities and you know more about characters. As a stylist, I often try to be close to the clients, so we can run the business smoothly, and make them welcome, so they can get to us next time as well. In our daily life i meet many characters such as conversational, confidence, not being positive, and unwilling to communicate.
That makes my job even harder because sometimes I felt difficulties being close to them and try to understand their impressions about their expects. In this case, I always listen to their opinions and try to understand their expectations. We often use verbal communication with them one of the most important ones is to speak with compassion. In my view that is the best way to be able to communicate effectively with them. In our salon, the relationship between me, staff, and managers is very powerful but that's because we always communicate very familiar and positive to each other. I think the most important thing at your workplace is to be able to communicate positively and effectively in your workplace that involves verbal, non-verbal, and written communication. 

Communication is very important in your business. It is very important to create strong relationships with peoples. Trust and commitment are key factors in any relationship and both are improved by communication that is directed on meeting personal needs, conveying important information, and providing feedback. To be able to carry out effective communications the key factors are to be positive and constructive with your team. In businesses, it is significant for managers in the organizations to perform the basic tasks of management such as Planning, Organizing, Leading, and Controlling. For managers, it is very important to perform their jobs and responsibilities that's why in their position they need to have good communication skills. Communication is very important to companies because it allows companies to be beneficial and manage effectively. Employees can experience an increase in motivation, productivity, and commitment if they are able to communicate up, and down the communication chain in an organization.
A positive workplace means happier employees are interacting with the public and with consumers furthermore allows team members to understand their roles and the roles of everyone else on the team by having a effective communication.
Effective communication creates job achievement among employees as it increases mutual trust and confidence between management and the employees. It is very important to make sure that the lines of communication between managers and employees are clear. At the very core of true and effective communication is respect. Managers are responsible to make sure that each one of their staff members feels respected and valued as people and as members of the team, through their words, actions, and attitudes. As an employee firstly my responsibility is to be clear and concise. Secondly is to set the tone of your voice and show understanding. Asking questions also is one of the important things, face-to-face, meetings, and messages electronically. To create better communication with the manager you have to make sure that the messages are heard from both sides. Understand and respond to show your attention and interest in your work it is also fully concentrating on what is being said rather than just passively hearing the message of the speaker.
Communication makes us closer and sometimes it is very important for us to know to keep the safest distance that includes meeting new people and different cultures. In many meetings it is very significant to understand how humans use space in communication, the study of space and how do we use it, how it makes us feel more or less comfortable, and how do we organize topics and ourselves in relation to space. There is another type of communication where people use their body movements, such as gestures and facial expressions, and that presents the person active and social. 
Self-awareness stands first in communication that's when you begin to know your self and others. That includes 
us to clear understanding of our personality, including strengths, weaknesses, thoughts, beliefs, motivation, and emotions and allows us to understand other people, how they perceive you, and how you are in your relationships with others.

Shannon and Weaver were the first to present the Linear Model of Communication in 1949′s. This model is used for email communications and is a one way of communication. The main disadvantage of this model is that the response and feedback is not immediate.
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The model starts with the sender. They are the person who has the information to begin the conversation. The sender starts the process by choosing a message to send via call or email it to the receiver.
Noise could interrupt our understanding of a message. There are two types of noise: internal and external. For example, an internal message is when you misspell a word or when someone misinterprets a sentence when reading an email. External noise is for example when we’re having a conversation by a busy highway and the receiver is having trouble hearing over the sound of. That is what happened between Maria and Pedro. While they were in the conversation they had a misunderstanding. That was because Pedro was at work and he had an external noise at his workplace. To avoid that misunderstanding they should of use the Schram model and he should of move somewhere quiet or Maria should have sent a message. 
In 1960, David Berlo expanded the linear transmission model with the sender-message-channel-receiver.

[image: ]The sender and the receiver hold both roles in Schramm model, it recognizes the presence of feedback creating a two-way process of communication it is also 
includes the expression. Berlo model describes the different components that form the basic process of communication. Berlo’s Model has mainly, four components to describe the communication process. They are the sender, message, channel, and receiver. Each of the component is affected by many factors. 

Effective communication is crucial for any business. In my workplace, effective communication is very important for us and that's because I often deal with different types of people in my everyday life. Customers usually expect great service and respectful communication such as giving information, solving their problems, and providing good customer service. It is also important for employees to have the skills of speaking with managers and their teams. 
In my experience i found that through communication you can find out how satisfied your customers are, how did they find our services and service providers, of course sometimes there are problems and misunderstandings between us and customers but i have been always remembered that effective communicating is the best solving method and i love doing it.
In my workplace, appointments are compulsory we are not taking any clients that haven't been booked an appointment. To book an appointment we communicate generally vie phone. While the conversation there can be misunderstandings and i can book it wrongly and that is in my responsibility to make sure that everything is done in the right way. My action is, before i end the conversation i confirm the time date and the service ones again. I find that very useful because we get the change of correcting any mistakes we have done. I often meet people like they not sure of their wants and they get confused. In this case i have to provide very effective communication with them. I'm trying to be familiar with them so they can feel free to talk with me about their needs. Before starting i start communicating with them i always make sure that I'm paying attention and listening for their expectations and i try to ask questions which will be likely to respond, It’s always better to ask too many questions than to not ask any and end up more confused. My conversation always begins by paying attention to my tone of voice and most important It’s not what i say, but how i say it. Secondly, i always want my client to feel a stronger bond with me and my style of communication should always fit theirs if they are more casual and playful i respond similarly. Part of great communication is adapting my style to the person that I'm speaking with. In this way they feel comfortable and welcome. 
In every business, there are misunderstandings and difficulties. In my experience i had a couple of clients with appointment issues or service issues which i had to deal with. I will give an example in practice at my own workplace. Somedays one of the staff needs to dismiss their workday because of family problems or health issues. If they don't turn up to work i have to call her clients to cancel their appointment or to arrange another one. Few clients are not happy with that and they are much harder to deal with but i always find a way to calm them down and provide a service that will please them. For example, if they are booked in for nails and the nail designer is not available i try and offer them deal for a cut or a blowdry with a discount for them. At this point, they rebook the nail appointment and they attend the service I offered them in. Between me and my managers exists forever polite conversation. There can be occasional misunderstandings and issues about the business but we always communicate politely and clear to each other. The meetings are not really common for us because we are a small business with limited personnel sometimes that can course difficulties with new staff. Difficulties can start happening when someone is not clear about what needs to be done and they can get lost with their duties. In this case, i believe that the meeting is compulsory when we have new staff the manager should have a meeting with all the staff and introduce them.
In my opinion, communicating is not just words it is a mixture of tone and body language. You can effectively manipulate your voice tone and body language to convey your message across. It is often advised to establish eye to eye contact wherever possible rather than other forms of indirect communication.
Improving communication between managers and employees is one of the most important steps your company can take towards creating a move cohesive and collaborative workplace. Break down those barriers, clear out the blockages, and start communicating with respect and simply. 
 
      Thank you for your time. 
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FIGURE 6.5: OsGoop & Scramm CIRCULAR MODEL





