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                                   INTRODUCTION
   

                  This report aims to provide analysis of a communication in a” private household in Fulham” conducting a personal research based on daily activities on what could have done better to 
Improved communication to avoid misconception in workplace thru in an efficient way to be able to 
Work professionally and organised daily routine as well as the relationship between employer and 
Employee could come along well. In addition to that I have listed below all the different aspect of skills that need to have a better understanding identifying the pro’s and con’s will help us evaluate on how to use it correctly.   
 

Communication
[bookmark: _GoBack]Is the medium of expression transferred from one person to another, it can be in a form of oral, written, face to face, pictures, graphics and body language.
There are two types of Communication;
· Verbal is the direct communication such phone calls, messaging, email, web cam, skyping and video calling.
· Non – Verbal communication are those compose of body movements, para – verbal linguistic and Body language.
 


These are one of many examples of Non- verbal communication listed below:
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Communication plays an important role in our lives and is essential to acquire both employer and
Employee to be able to exchange ideas or perform task without having gap or lack of understanding 
Each other without being delay of daily task although in a private household the situation would be different compare to office work or in a retail world. Sometimes, you just pick the urgent one 
Before doing the rest of the routine it doesn’t come with task order normally. However, in my case my boss seems so organised they give me an outline of task at the beginning of a list of things to do daily, weekly and quarterly and gave me a brief instructions Since they have 3 adolescent kids who can be challenging to deal with in terms of communicating  I used my sense of humour by determining each of them what they like and don’t, because for someone like me who grow up in a different environment would have to adjust and adapt the society I am living with. 

 

Writing an Email
Email is important because it creates fast, reliable form of communication that is free and easily 
Accessible. It is characterised by the inconveniences that are generally associated with traditional 
Communication media such as telephone or postal mail.
Writing an email needs to be specific the procedure should be organised not to forget the used of proper quotation that correspond to the messages because it can lead to different interpretation 
Basically. Messages should come orderly, in most cases these are common mistakes we tend to have issue with my boss I encounter how I construct my messages could make different if its accurately 
Unless there was some networks problem then it won’t reached.
Here are some ways in writing an effective email to look professionally:
· Hi (name) in all but the most formal settings, this email greeting is the clear winner
· Dear(name)…….
· Greetings ……..
· Hi there , ……
· Hello, or Hello(madam)…..
· Hi everyone …….
· (Misspelled name)
· Dear Sir or Madam …..

Good pronunciation
According to David Mike of higher educational consultant, pronunciation is about the speaking of 
Language and articulation. A good pronunciation makes listener understand the language. Without 
Proper pronunciation listener would not able to understand the speaker language or words. It plays a key role in speaking. 
Speaking a foreign language can be a challenge, word may not come properly accentuated or 
Pronounced as well as in writing could be tricky to put down the like in French language too many silent words, some don’t spell the same way we need to pay attention at some point, however all of this could be learnt just a matter of practised learning the international phonetic alphabet is one ways tongue twisters, practise in the mirror. Being good at pronunciation could attract you an opportunity in media world.
  

Active Listening
Active listening is very important in a form of communication paying attention to the speakers 
Means you are responding or actively engaging in a conversation to what he/she is saying without saying a word by just simply nodding your head making eye contact. It could add a positive impact to 
Your personality being an active listener could improve your social status in life, academic even 
Your romantic status. According to Nicholas & Stevens, (1957) that listening ability, or the perception of effective listening is inextricably linked to the effective individual performance in organizations, workplace, home or anywhere. Nicholas & Stevens, (1957). Furthermore Haas & Arnold, (1995) says developing excellence as a listener can be difficult, but to achieve professional excellence, you must hone your ability to listen effectively. However, our sense of listening could vary especially when you are not in the mood and stressed out.
                                                                               

Speaking Clearly
Speaking clearly means you recognised what you are saying with the right word sometimes
Speaking politely even when you are mad can save you from a bad day. When we speak clearly make sure it forms a complete sentence for instance, my boss ask me to prepare the guest                                                                           room cause someone is coming over to stay at their home things like this so important  to have a clarification otherwise it would create a problem hence ,the word is incomplete I had to support and modify when are they coming to stay? So, I could prepare the room accordingly  


Note Taking and Time Management
Time management is the ability to control the use of time in managing, organising without being delay stressing yourself and tension. While note taking is something you put on the list to do important matter it could be a schedule of daily activities, doctor’s appointment, business plan and food Shopping. In workplace it can be the list of daily routine schedule. Note taking could be beneficial a lot. Both note taking and time management save you from rushing it helps you remember the certain task to do on time. According to Bretton & Tessier, (1991) being good at managing our time is vital, crucial, and important and so on, a lot of different ways. For a student research has shown that ‘being good’ is more important (Bretton & Tesser,1991).
 I totally agree with that doing task ahead of time can save us from tension job would be done properly, neat, organised unlike when you are in a rush hour, things turn into miserably like going for work in a rush hour end up so late the result boss would likely upset. For some reason there are some important deliveries awaits to be taken it can be food shopping, important document or some sort of online delivery for you to take care and handle. To avoid such scenario its good to be updated with boss what is the plan for next day and make sure to know what is on the list of things to do first and what’s urgent by note taking regularly and plan of time.
Taking Turns
To alternate doing something.
To do something in turns
(more than one people) do something in sequence or alternately
It is important to learn and adapt in taking our turns one way to pay respect or show respect towards other secondly it emphasized how well behaved we are as a person. It can impress somebody having that sense of humour. Least likely to form an argument it could be easily seen that you are fair personality, gentle and matured.
   

Team working 
Team is number of individuals working together as one to achieve the same goals and are all mutually committed. Teams posses’ similar characteristics to a group but with some notable 
And important decisions. It can be concluded that in Katzenbach & Smith, (1993) says, looked at teams which were performing well and those which were performing badly, and identified a number
Of key factors that made the difference between low – and high-performance teams. Namely small,
Complementary skills, common purpose, specific goals, common approach and mutual accountability

In workplace especially in my case who worked in a private household most of the time I dealt with
Independently because my boss could only afford one housekeeper so if I must go away for urgent 
Matter I need to find someone to replace me for a while in behalf of their consent instructing what comes first based on a daily routine the sort of things needed urgently the like of children school outfit needs to be ready, sport shoes, swimming outfit for the girls, school uniform the daily run
Of course, while I am away I need to update both my boss and the second person to see if things go well so in this scenario it would recognised as team work although it doesn’t seem professionally. however, the way it works could modify the same way. After all the goal is to finish the same task.
                      

                                         CONCLUSION


 To summarise all the given aspect above on how communication could improve in my workplace 
First thing is understanding the basic principles or key skills such as way of communicating being aware the use of para – verbal linguistic is vital our facial expressions, determining our action putting in a proper way considering other feeling being sensible especially the indirect way such as the non – verbal communication, that mostly it can affect our credibility sometimes we don’t even realise we crossed the limit those thing are important to consider to pay attention. Fact that Kinnick & Parton, (2005) says communication are fundamental aspect of individual, teams, and organizational success. Truly without proper communication even personal relationships collapsed it is like watering plants to grow consistently. Writing an email or messaging should understand the format very well to avoid a problem. To have a fast and Clearly exchanging of both email or messaging between employer and employee the need to check the whole paragraph, grammar, spelling, date indicate clarifying before sending it would be much Better. Good pronunciation is important knowing that it would be easy for the opposite person to understand what you were trying to say because there are so many words sound the same but has a different meaning in that case we should know exactly where too use it and when to used it. 
In the sentence especially in speaking that might be a little bit challenging however, it is vital to familiarised word like FLOUR & FLOWER, MEET & MEAT, SEEN&SCENE, FARE&FAIR These are some of many words that we use daily in our conversation denotes different meaning. It just a matter of putting it in a proper way in a sentence to achieve perfection. Active listening is the key to accurately understanding with Another person it requires effort and discipline and the right attitude. According to Kegan, (1994). Active listening in workplace can apply to sort out misunderstanding unavoidable problem many have failed to know these skills even professional peoples sometimes lack of it or perhaps they refused to listen because of their ego is bigger than their ears. However, to be heard you need to listen first the law of give and take is crucial just like the taking turns. It is vital to speak like a professional benefits is you are looking dignified, reputable and well-mannered person. 
Time management and note taking are two inseparable skills managing time without putting it on a note is impossible to work out. These skills are very useful in saving, organising our daily lifestyle helps us evaluate the need for urgent to attend which one to prioritise in life and those can wait 
Truly it gives us peace of mind save us from stressing, tension and without being delay. It is important in sitting goals most successful people use their time wisely and can perform task more than those who don’t sit goals and to live without goals is like sailing to nowhere in the sea eventually you won’t reach your destination at a certain time. Same way at work. 
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