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ASSIGNMENT TASK
Based as much as possible on your own and/or Friend’s real life experiences discuss how well employers perform at communicating. Using your findings and what you know from theory, reach some firm conclusion as to how workplace communication and performance of employers can be improved.

INTRODUCTION
The aim of this report is to analyse communication in the workplace based on experiences and then conclude as to how workplace communication and in turn performance can be improved.
Communicating is an interaction between two or more people by speaking, writing or other medium.  Communication is a form of sending and receiving messages or information.
The main types of communication are Verbal, Non-verbal and Writing communication, listening and speaking.
Verbal communication seems to be the most important type of communication. It is what we say and hear in order to understand what a person means.
Non-verbal communication are the things that we don’t say but communicate such as physical appearance, facial expression, level of eye contact, body movements, vocal qualities and physical distance between people. All of these contribute to how a message is understood.
Speaking communication is being able to express your ideas and views clearly.
Listening communication is the ability to accurately receive and interpret messages in the communication process. If a message is not listened to effectively then it can be misunderstood.  Within the workplace good listening skills can lead to better customer satisfaction, greater productivity with fewer mistakes and increased sharing of information that can lead to workers being more creative and innovative which can lead to enhanced performance.
Written communication is the most common type of communication within most workplaces this is because it is effective in relaying complete, clear, accurate and concise information in the correct tone.  Examples of written communication are official letters, circulars, memos, leaflets, departmental reports and personal letters.
Most workplaces are comprised of teams even if it is one manager and one assistant they are a team.  Good communication is vital to team building and being effective at completing the work. Good communication can help bring a team together by ensuring that everybody knows what is expected of them and others and also lets employees know that the communication can be used if they have any issues or ideas for management.
Bad communication within a team can let employees feel like some workers are appreciated more than others or where there are issues to be dealt with they may not be raised by employees if they feel they will not be listened to.  This could lead to having a detrimental effect to the performance of the company.
Even if you work in a call centre for a national company sometimes you are required to log (type) what has been said by customers when they call.  This is then kept for all colleagues to see the history with that particular customer.   It is very important that what has been written has all the information, is clear and is factually correct.  It has been known for customers to take companies to court or seek compensation and in such cases a correct record of what has transpired previously would be very important.

Communication at my workplace
In my experience as a part-time worker things that have occurred on the days I am not at work have not been communicated to me. Speaking with friends of mine they agree with this experience of feeling lost or not a full part of the team. Shift workers have complained that information is not communicated to everyone as changes are not communicated everyday so if you don’t work on certain days you will not hear the information.
Also as a part-time worker I have also had part-time managers which has meant any issues I have raised is passed from manager to manager until one actually deals with my issue after I have chased it up.
As a non-technical worker you may not always be on the computer and mostly use mobile phones for social media and reading emails. My friend who works for a national supermarket has complained that managers do not always communicate changes as they assume you can log on to the supermarkets platform to check for what is happening in the company.
The same friend has also stated that one good thing about her work in the supermarket is that there is a notice board which always displays the workers incentives such as when the staff discount is increased and the stores performance rate which affects the annual bonus for staff.

Communication that needs to be improved
There are many factors that affect employee performance and all of them are to do with communication. If these factors are not communicated effectively then employees may not perform to the best of their capabilities.
Most workplaces have targets for employees and for the company as a whole. Most employees will be aware of how long certain tasks will take to complete. If employees know what is expected of them then they will work to achieve this.  This is why employers need to give performance feedback to inform employees on how they are performing, if they are meeting targets and how they can improve.
Sometimes employees are expected to take on tasks which were not included in their job description upon joining the company. If these tasks are permanent then the job description needs to be amended and explained to the employee.
Likewise employees need to be informed on exactly how their responsibilities should be carried out.  This should be documented so employees knows exactly what is expected of them.
A good wage alone will not enhance performance, employers should find ways for rewarding staff for meeting targets this could be by setting up bonuses for example. Or having procedures for customers to nominate good employees who could be rewarded with a voucher.
Good supervision enhances performance as supervisors can act in the best interests of employees by dealing with issues in a timely manner and passing on relevant information clearly.  Good supervisors ensure employees have all they need to complete the work and also know when to trust employees to complete their work without being overly supervised. Supervisors who thank their team members and let them know when they are working well or not well build strong teams.
In larger organisations it may be possible for employees to be mentored by other workers in different roles this will help or influence the employee to perform well so that they may change role or be promoted in future.

How performance will be improved through communication
Within a team everyone needs to know their responsibilities and exactly what is expected of them and others. If employers do not ensure all employees are aware or their responsibilities then performance will be affected.
Expressing sincere words of appreciation or praise for a job well done helps increase the morale of workers.
Listening to employees as to what would make their workplace a great place to work makes employees feel they are an important part of the company.  Some workplaces have staff suggestion boxes or a noticeboard for staff to make suggestions. If communication between employees and management is encouraged then employees will be more willing to voice their opinions.

Conclusions
Managers and supervisors need to be able to communicate well in order to deal with all the factors that affect workplace performance and affect employee motivation.  The lines of communication need to be open so employees feel they are being listened to.  Employees need to feel that they are supported and need to receive regular encouragement so that they continue to perform well.
Employers need to ensure that all employees receive the information relevant to their role in clear and concise manner.  They need to ensure that information relayed on a person’s off day or if a person has been off sick or on maternity leave is relayed to them upon their return or by another medium.
When interacting with employees’ managers and supervisors need to use effective communication skills such as maintaining good eye contact, positive body language, wearing a smile and regularly check that they have been understood.  Managers and supervisors need to be clear and confident and should not be distracted when dealing with employees.
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