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1 
Introduction:

The aim of this assignment is to discuss the communication between employers and employees in a work environment. This piece of work will delve into the term communication, analyse the distinct types of communication and forms of communication, commination styles used in a work place, the consequences of communication and its positive and negative effects on employees. Finally, I will be making recommendations on the communications type I feel are best suited for today’s work environments. 
 






















2 Definition of Communications
The word ‘Communication’ has been defined by several scholars over the years. It’s a word that is very vital in our day to day interaction in a workplace and in our homes. As lack of effective communication in all spheres of lives often leads to incorrect assumptions being made and inevitably causing unnecessary rancour. 
Any means whereby information or data is exchanged between living beings and electronic devices can be classified as form of communication. Human beings have also be known to communicate with their body parts without making audible sounds, this is widely known as body language. 

Garbner (1967) defines communication as a social interaction through messages. Communication is further defined as the exchange of thoughts, information or idea that result in a mutual understanding between the sender and receiver. For communication to occur, the process requires at least one sender and receiver and a message that is transmitted with a communication medium (Andrew Maund, 2017). 

McQuail D & Windalh S, in their journal, communication is the transmission of information, ideas, attitude or emotions from one person or group to another primarily through symbols (Theodor-son and Theodor-son 1969).

Communication occurs when a system medium influences another or causes another to behave in a certain way. The destination ‘intended receiver’ by manipulation of different symbols transmitted via different means. (Osgood et al 1957).

The hallmark of any successful relationship or organization is more often than not predicated on effective communication. This encompasses the clear, concise and effective communication of values, ethos, objectives and ideas within an organization. Highly innovative organizations tend to be those that encourage an open door policy and matrix reporting structure where cross functional and cross departmental exchange of information and ideas is facilitated and encouraged. Such organizations are better primed to react to change in a timely manner without any adverse resultant effect in productivity or bottom line.
3 Forms and Types of Communications
      In general, human communications can be grouped into two distinct types:
· Intra personal communication
· Inter personal communication

3.1 Types of Communications
3.1.1 Intra Personal Communication:
This communication applies to an individual. It means that the individual sub-consciously have a conversation alone. A message originating from the brain travels through the channel of nerves to reach a different location, no matter how close it is to the originator, where it is translated and understood.
Examples of intra personal communications are, thinking, dreams we have when sleeping, monologue and voicing our inner thought and the process of meditation.

3.1.2 Intra Personal Communication
Intra personal communication is the exchange of information between 2 or more people. It can be further broken down as follows:
· Inter personal communication: This is the simplest form where two or more people communicate with one another.
· Group Communication:  This involves a number of people involved in an exchange of views on a particular topic which is of mutual interest to all participants. Examples are politicians, class mates, football team etc. 
· Organizational Communication: This is kind of a straight line communication where a director or manager is passing instructions to his staff. The communication exercise would follow the needs of the organizational communication.
· Mass Communication: This is a communication coming from one source after an extensive research has been done and directed to the multitude all over nations. This communication does not have any restrictions on distance, religion or nationality. This means of communication relies on the use of technology 

3.2 Forms of Communications
In everyday operation in most works of life, there are two forms of communications which are used in exchanging messages. These forms of communications are: 
• Verbal20
• Non-Verbal

3.2.1 Verbal Communication

Verbal communication is made up of all messages spoken and written in words. Text we read and see in magazine and books, words heard on radio, televisions and blogs sites are all medium of verbal communications. Again, it is fair to state that the industry and technology based on verbal communication is enormous.
Verbal communication has played a great role in the significant events in history and events of common human interest. A great deal of human civilization, growth and spread of religion all owe it to verbal communication. It is on the basis of verbal communication that the world can communicate despite the location and businesses are able to interact across the globe.

In a workplace, Verbal communication is the most commonly used form of communication. Employees are able to interact with team members offshore on a day to day basis. With modern technology, team members are able to communicate verbally through skype, video conferencing and other means. It is even more interesting now when a conference is taking place in an office and the offshore teams dial in to participate in the conference. Another example is how we are able to watch programmes produced in different countries from where we are based.
In Verbal communications, the message to be delivered is passed to all recipient through a face to face encounter or through other means e.g. telephone, skype, emails, letters etc. The recipient is able to translate the details of the message and respond accordingly. Effective communication then takes place when the processes of interpreting a message is successful.

This form of communication is welcome in every workplace today because it’s a favoured style of communication and comes naturally to all employees. 

Key advantages of Verbal communications are as follows: 
· [bookmark: _GoBack]It is persistent and very easy to understand
· The receiver can clear his doubts immediately 
· It is convenient and can be verified.
· The legality of its content can be verified
· It is easy to prepare.
· It saves money and time.
· It has clarity.
· It encourages group participation.

As we have loads of advantages in Verbal Communications as a preferred method of communication within a work place, we also have disadvantages of Verbal Communication. 

Key disadvantages of Verbal communications are as follows: 
· A lot of inapplicable information can slide in during a chat, this can result in unnecessary time and a gap in delivering the relevant information
· Misrepresentation of meaning in verbal communication. 
· It is not appropriate for long messages
· [bookmark: _Toc532224387]It can cause differences of opinion

3.2.2 Non - Verbal Communication
Non-Verbal Communication is the secondary means of communication which normally includes body language, pantomime, gestures and do not use any arranged form of conceptual letters or sounds. It is believed that some signs are more meaningful than words. Verbal communication can also be described as part of human communications involving human senses – sight, taste, smelling, hearing and touch. Some scholars have argued that 90% communication takes place through their senses while the other 10% is through the use of word as a language. 

Mehrabian’s (1981) seminal research on importance of non-verbal communication, suggests that messages especially those that express feelings are more readily understood through non-verbal communication cues. (Andrew et al 2016) Page 50
Goleman (2016) accurate perception of non-verbal communication helps listeners understand the intent of the speakers and is strongly related to social intelligence and interpersonal sensitivity.  
From the above quotation, we can relate this to mean that for every verbally transmitted message, a form of non-verbal communication is equally transmitted to lay emphasis or help the intended recipients translate the message.  Examples of this can be a raised eye brow, a raise in voice tone, of posture of the body or movement. The ability of the communicator to accurately deliver the non-verbal aspect of a communication, can affect how well the message is received.
Non-verbal Communication can be considered to have been effective if the intended impact is correctly transmitted and decoded via non-verbal means.

Examples of Non-Verbal Communications are:
· Facial expressions: This includes eye contacts, eyebrow signs, movement of the lips, movement of the eyes or a facial expression can translate a message.
· Hand Gesticulation: This can mean different meaning to different people.
· Sitting Position of an individual
· Leg movement of an individual
· A human touch
· Dancing
Advantages of Non-Verbal Communications are as follows:
· It helps to better translate verbal communication
· It is an effective and reliable means of communications with customers and employers, e.g. A Firm hand shake suggested approval or a success.
· It communication can be an effective means of relating the importance of sensitive information without the need of verbal expression.
· It communication can be used to regulate flow of conversation or discussion through expressions.

In the course of this assignment the main disadvantage I found of Non-Verbal Communications is the ability for the intended message to be misunderstood or misread if sent incorrectly or the recipient is not paying attention. This is so relevant to the body language and to some extent facial expression. 
In general, both verbal ad non-verbal communications are always used in most work places and business environments. 

4 Conclusion
[bookmark: _Toc456901523]From the study carried out for this assignment, it is quite apparent that Effective communication is crucial for a company to survive and Communication in itself is integra in the success of any organisation. 
Verbal communication is the most reliable method of interacting between two people or groups in a work environment. The verbal communication provides an effective means to run the business on a day to day basis and provide a means to easily handle everyday tasks and helps in getting a quick result as the feedback is quick and the message conveyed in verbal format is quick and direct to the point. Verbal communication forms a great chunk of our daily communication. 
However, Non-Verbal communication is equally very important in a work environment. In an auction house for example where sign language is used to indicate yes and no and a deal is closed from the gesture of the buyer. 
It’s an interesting how the combination of both verbal and non-verbal communication can make a very strong tool for a workplace to be successful. When I look back at all the places I have previously worked I recall a combination of both verbal and non-verbal communications were used as a strong piece for effective communications.  In a workplace when a product is deployed in production and it involves several locations, the teams liaise via skype and video conferencing and when the deployment is successful, from the verbal and non- verbal messages (images, graphics) been posted and the enthusiast of all participant drives a message to all the participants that the project is a success. 
Verbal & Non-verbal communications have both become very important in a business and both have their roles to play in achieving effective communication. I strongly recommend that a combination of both types of communication are used as an effective means of communication. 
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