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Introduction
In this assignment I will be discussing how well employers perform at communicating in the workplace and how communication and performance of employers can be improved. 
Communication is an act of delivering information for creating an understanding. It is also a vital part of everyday life, as we communicate daily. There are many types of communication for example verbal communication, written communication, face to face communication and non-verbal methods of communication which are all important. According to MTD Training (2010, p. 10) ‘’Communication is the art and process of creating and sharing ideas. Effective communication depends on the richness of those ideas.’’.
It is important to have effective communication skills in the workplace as it helps management to grow the business and helps with productivity in the workplace. Communication skill is key because with effective communication skills you can convey message in an effective way. Having effective communication skills also helps improve the culture of the workplace as can be used to build relationship between employers and employees. Building a good relationship with employees will help to meet the goals of the business.

How I communicate with my employers
I am currently working in the retail industry, where face to face communication is vital as I need to communicate with my colleagues as well as customers. It is important that I am verbally clear so both my colleagues and customers that I deal with understand what I am saying. This is also important as instructions need to be passed on from one colleague to another, therefore if I do not make myself clear or if my colleagues do not understand the message I am trying to get across it will cause a problem when carrying out tasks.
Non-verbal communication is also important at my work place, as I am an employee of a business dealing with customers first hand. I am the face of that business and need to ensure that I am neatly dressed and wearing the correct uniform, eye contact, body gestures and tone of voice are also important. ‘’Non-verbal cues affect how people understand what you are attempting to communicate, and their reaction corresponds to how you delivered your message’’ (Hunting, M, 2018).  
Verbal communication includes both our words and our verbal fillers (e.g. uhh, um, like). Verbal communication is also created through language and to be effective in verbal communication you must be able to interpret the message of others accurately ‘’Effective communication involves accurate interpretations of others’ verbal messages as meaning is cocreated’’ (Maund, A, 2017, p. 67).
I communicate with my Outside of work I also communicate with my colleagues and employers. This is done either via text messages or phone calls. In the case of an emergency or if an important matter has arisen, in this sort of an occasion I would call my employer and communicate with them over the phone instead of contacting them by text message. I find that speaking directly to my manager face to face and over the phone in most cases is more effective as we can comprehend each other and discuss and elaborate on the matter.     
Contacting the management team via text message is also effective but limited as not all discussion’s can be had/done via messaging. This is because written messages can be misinterpreted. An example of this would be when the management are drawing up a new rota for the coming week and have put down a colleague for overtime without confirmation. This then causes confusion and complication on both ends as the ‘sender’ may think the ‘receiver’ is available while they may not be and not turn up for work which effects the running of a shift and there may not be enough staff for the shift. Another down side to this method off communication is the ‘receiver’ not receiving the message on time and vice versa. 
Another down side is when management puts up the staff rota in the staffroom without informing staff. Situations like this cause confusion in the workplace as a member of staff who is only working part-time may not know about the changes in their shift, which will lead them to not turning up to work and therefore the team working on that shift will have less manpower. This form of communication is not effective at all as the message is not being received by all employees.  

How employers communicate with me 
The types of communication used by my employers are face to face verbal communication, oral communication over the phone, written communication via text messages, emails and letters. All these types of communication are effective to an extent.
Written communication has understandable advantages over verbal communication as it can be frank in meaning when getting your message across, but written communication is not always the best as there is a possibility of miscommunication. An example of this is when managers or team leaders are not happy with the performance of an employee and express their views on how the employee should improve through written communication via text message, which is then interpreted as an insult by the employee as the ‘sender’ and ‘receiver’ may read it in a different tones and so one person may think the other is angry or annoyed. According to the article The Disadvantages of Written Communication (2017) it is because of misunderstandings and confusions like this it requires ‘’people to write in a more formal, serious tone, contributing to the impersonal nature of written communication.’’
Written communication is also time consuming as the feedback is not immediate and so encoding and sending the message takes time. Poor writing skills also have an impact when communicating via written communication as the receiver may not understand or misinterpret the message sent to them.  
My managers also communicate with me verbally which I find is most effective. This is because there is instant feedback and explanations, this is one thig that written communication lacks. When communicating verbally face to face, both me and my employer can see each other’s gestures/ facial expressions and hear each other’s tone of voice which can be adjusted depending on the situation, whereas in a written response it cannot be adjusted immediately. 

How communication can be improved at the work place
The use of Shannon-Weaver’s Model of Communication by the management team would be useful overall. As this method would work when having a team meeting or to overcome the confusion of the staff rota when staff have been put down for extra shifts. Using this method would mean that the managers/ team leaders will need to think about what type of communication it is they need to use, and which one will be most effective and have the best results. This means that the management team will need to be precise in what it is they what they want their staff members to know to send a complete message. The language that they use is also important as the reader/ receiver needs to be able to understand.
The is the method that is used to convey the message is the Channel this includes face to face conversations, phone calls, written communication such as emails and text messages. Each of these has its advantages and disadvantages for example giving criticism via text message will get a bad result another example is giving instruction over the phone which the receiver may find difficult to follow. The message then needs to be decoded ‘’this is the process of receiving the message accurately and requires that your audience has the means to understand the information you are sharing’’ (MTD Training, 2010, p 15). Therefore, if the receiver is not able decode the message you are sending it means that you will need to resend it in a unique way or help them understand the point that you are trying to get across.
The message that the management send out will be thought out and so they will be clear in the result that they are expecting. But it is also important that they acknowledge that each person that receives this message will interpret it through their own individual expectation. Despite the channel that has been used to send out the message, the feedback that they will receive will determine how effective/ successful they have been in their communication. 
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I think that using the above method will help improve the performance in the workplace. This is because both management and employees will need to think about which type of communication will be most effective and suitable. For example, a team meeting will be most effective at face to face value rather than through text message through a group chat or through a memo which only states key points. This will have better results as management and employees will be able to get instant feedback and employees will be able to co-operate and raise any concerns that they may have.  
Written communication is also important as it is a presentation of ideas that are trying to make a clear point. It is also important because it sends messages that may be lacking other elements of communication for example voice, body language/ gestures. Written communication is more formal the verbal communication and to be effective in written communication you need to be careful in your choice of words and make sure that they are in the correct order in the sentence. A written form of communication is more reliable and valid. For my managers to be effective in written communication their sentence structure needs to be simple because a complexed sentence structure may cause misunderstandings, this is important then they are communicating via text message in a group chat where they are communicating with more than one person. Language used should be understood by their audience (employees) and they should be specific as often as possible.  

Conclusion
This shows that the communication process is important. The source of the communication is the sender, which in the situation above will be the management team. For the management to be a thorough source (sender) they need to be clear about the message that they are trying to get across to their employees. They need to know and be clear in what it is that they are trying to communicate and what outcome it is that they are expecting. If there is uncertainty in this matter, then the message that they are trying to get across will fail.  
Managers need to be able to communicate effectively with individual employees. This means that they need to establish an open and trustworthy environment for communication and be able to demonstrate good/ effective communication techniques to the employees. If managers communicate well with the employees, the employees will take this on board and communicate effectively with the employers and overall this will help them work effectively as a team achieve the goals of the business. 
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