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Executive summary
Communication skills at a workplace was a case study that I was given to read and learn about what could be improved to make a workplace better. I was given question about the topic which I must answer by using diverse ways on how you could make your workplace be more effective. I will also mention about how I used models and theories of the communication styles. 























Introduction 
Communication skills is important at a workplace. It helps everyone understand each other and knows what each other supposed to do. Without communication skills, the workplace will not be able to operate in a smooth way and then there will be a lot of disagreement among the staff in which it will have an impact on the business. At a workplace it is always good to have a someone who could be a team leader. By having a team leader, they can control on how they could run the employees of the company. It also makes it easier for the employees to discuss if they got any problems with anything’s. so, they must have good enough relationship among themselves. I will be identifying key issues with the communication skills of the business and the explaining how they influenced the business and their organisation. I will also discuss on how important it is to have good communications skills at a workplace and I will include conclusions where I distribute my findings on how to improve the workplace and keep it sustainable.


















Communication issues:
Verbal communication skills at a workplace is essential. It helps build a relationship within the team such as the co-workers, bosses, employees and the customers. Without communicating with each other, things will not be done and there will be several problems among themselves. Communicating with each other will help each other feel more comfortable to speak and come up with innovative ideas to help the business. By not communicating properly could have an impact on the business. Such as employees not coming to work because they do not seem to know what their role is at work, so the manager must recruit someone who either will have a little or no experience at all. Plus, they will have to go through the entire process of training them on how the business is running. 
Having to recruit new people on board of the business, it is good to communicate with them in a satisfactory manner. It will help the new employees feel a lot better for them to speak to anyone if they need help on what they need to do, otherwise they will not be doing their job probably and a lot more mistake will occur. It will also help the managers or the supervisor to get their job done so they do not have to take time off their job to go and help the others.
When thing is not going to plan at work, the worker may not get along together, and it will cause them to argue among themselves or it could get physical. So, it is good to have eye contact to the people who you are speaking to otherwise they may feel that either you are hiding something, or you feel inferior or shy.
A lot of employees stop turning up to work because they did not seem to know what their role was in their respectable roles as they don’t get enough attention by their work colleagues, so this resulted in them leaving. The organisation has a quick turnover constantly recruiting and letting go staff members due to the lack of training given to new members that joins the business.
Additionally, this impacts the large workload given to new employees as they weren’t given the relevant introduction and training to finish all their tasks. The lack of knowledge makes them leave as they feel it’s a bit too soon to come out of their shell and ask new work colleagues for help which then results in them leaving which points back to the quick turnover.
As social workers were out of office throughout most of the workday due to visiting different families around the city there was a deadline to be met by the time they got back into the office about all the files and paperwork to be completed. So due to the lack of communication within the office and no leadership to task people with different tasks the deadline was hardly met and that would cause a rift within the office which then again points back to people leaving the workforce.
When the head of the workforce has the occasional face-to-face meeting with employees it always seemed to be a one way talk as they were no chatter amongst how the workforce is doing and no concern about welfare. A lot off the workforce will have great ideas as to how to improve the work/job but that just gets ignored by the head, hence a lot of the heads emails sent out to the workforce tends to get ignored also.  (Maund. A, Schriek. M and Tinkler. P.K. 2017)
Impact these communication issues have had on effective team work within the organisation
Teams being isolated and separated tends to have a negative impact on the business as they are unable to share one another’s ideas and properly communicate. They also cannot track each other to see how well they are doing or too see if they are achieving their targets or not which can then lead to them thinking that if they are not hitting targets then there will be no help on hand to improve performance and targets. This then impacts the companies’ reputation and the organisation in whole. 
Also the constant turnaround in hiring and firing does not help either as employees do not get enough help as it is, so as all employees will have deadlines to reach they will hand in the casework they’ve done without having anyone look at it beforehand which can then lead to negative impacts for the company due to the full assignment not being completed properly and due to the work environment and isolation and separation, colleagues are unable to help
Trust was another key issue the workforce never had, workload being done with a colleague not having another colleague check it over was very poor for business and this will go on constantly due to the turnaround of staff within the business
There was no team bonding exercise also team meeting was very rare, this has a negative impact on the business as the head is unable to track his staff targets and performances which then causes the quality to dip. This can put the heads position under threat which will then cause more tension within the workforce. 










Models and theories of communications
Communication cycle:
Message Signal Received Signal Message
Having the Shannon-Weaver model of communication in a work place can be very helpful. It can be helpful for the manager as well as the employees. It is an old model, but I do consider it to be one of the best models.
Information source: is the person who makes the message, chooses the channel and sends the message. The managers can ask about the cases and checking the updates of the cases. Ask the managers a daily report on their employees and their case.
Transmitter: is the sender who uses machines or binary data. It might also directly refer to the machine. Once the head of service makes the messages he can send the messages by email, by creating a managers group chat on the phone, have a one to one meeting at least once or twice a week or even writing a letter and sending it through a third person. By sending a message does not mean that it’s the end, they will have to reply to any questions received by the managers and conclude if any problems occurred.
Channel: is the medium used to send message. This is where they see if the message has been sent. If the message was sent via an email it will show that the message has been sent. Wi-Fi to use the computer or a laptop, mobile network for the group chats and pen and paper for the letter.
Receiver: is the machine used to convert signals or binary data into message or the receiver who translates the message from signals. The computer or laptop can be used for emails. A mobile can be used to group chats. And peon to send letters to the managers.
Destination: is the person wo gets the message or the place where the message must reach. The receiver provides feedback according to the message. The managers should let the head of service know that they have received the message by replying to whichever form they received the message. If there are any questions in the message they can let the head of service know that they will get back to them as soon as possible.
Noise: is the physical disturbances like environment, people, which does not let the message get to the receiver as what is sent. For instant if a manager receives a text message and they had issues to what it said on the message, they should message back saying that they have not understood and that if they can please to explain. (Communication theory, 2017).



Management communication methods:
Forming Storming Norming Performing Adjourning
Forming: in this stage, team members are positive and polite, they haven’t understood what work the team will do. This stage can last for some time as people start to work together. In the case study we have seen that they already were in the forming stage. They did not have a clue in what to do.
Storming: where people start to push against the boundaries established in the forming stage. Often conflicts between team members working style. In the case study we seen that they had begun the storming stage but to work as a team they will need to understand everyone’s role and be there when they need each other, whereas they only understood their own role and kept it to themselves.
Norming: when people start to resolve their differences, appreciate colleague’s strength and respects the leader. In the case study no one communicated in any way, they all got down to their own work, never asked for help or gave help. They can have a team meeting once a week to talk about their roles and any differences they have.
Performing: when hard works leads, achieve the goals. When the team work together the work is done easily without any complications. Helps to understand the whole team and their roles.
Adjourning: celebrate the teams achievements. Giving feedback to the team and each one will make them happy to see that they have achieved the goal they were set to do. (Mindtools).








Verbal and written communication on effective team work:
When you communicate effectively with your team it eliminates confusion and can foster a healthy and happy workplace. Effective communication with your team will also allow you to get work done more quickly and efficiently. Once the managers get the line of communication open with their team, the process of completing tasks and projects will probably go by much more smoothly. (Chron, 2018).
















Conclusion
In this report it has talked about the communication issues within the organisation, where the case study was included. It even talked about the impact those communication issues had within the organisation. The impact the employees, managers and the families that were involved. Using the Shannon-Weaver model showed how the organisation can communicate well if they follow the model. The Tuckman theory was a good example for managers communication methods. It showed how by each step the manager can get a team working together.
















Recommendation:
Communication is a key ingredient needed for a business to thrive. Having happy and helpful staff and the right training and introductory services within the business can help it grow far as everyone will know their role. Many different workforces have different methods of a happy workforce but as long as it helps the business grow that’s the main thing.
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