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Introduction
Communication is an essential tool in achieving productivity and maintaining strong working relationships at all levels of an organisation. Without communication skills employers will most likely be ineffective in terms of challenges and conflicts. Therefore, it is vital for employers in all workforces to perform good communication skills as it is the key to help businesses run smoothly and successfully. This report will discuss how well employers communicate in the workplace within their team. Communication methods discussed in this report are verbal, non-verbal and active listening. The report will also identify a theory that employers can adopt to improve communication abilities within an organisation, as there is always room for improvement. 
Verbal and non-verbal communication can define team life, goals and success. The team may manage relationships through interpersonal interactions and task. However not all interaction is positive. Therefore, any group performance may be compromised (Griffiths, 2017, p.45).

Verbal communication is essential to maintain successful business relationships. Employers who deliver clear communication will be able to build trust amongst the team. Therefore, it will lead to increased productivity, output and morale’s. The most common ways staff communicate with each other within the team is by using verbal speech. Workplace colleagues work together to manage projects and understand problems, as they exchange hundreds, if not thousands of words (Griffiths, 2017, p.48). Verbal communication forms can be face to face meetings, written, phone calls or video conferences.
From experience of working in Viking Primary School for one year, I observed how these communication methods are being used by the Head of School and the teachers. Face to face communication is far more used than any other form of communication, as it is a direct and effective way to get information across. Indeed, this method can determine if members of the group are committed, resistant, compliant or disengaged (Griffiths, 2017, p.49). I observed face to face interaction through meetings I was involved in. 
In the meetings, all members sat around a table facing the Head of School as she was the focus. The Headteacher was engaged making eye contact with all the members and used facial gestures to convey an oral message. Her face to face statements created better understandings in terms of what was being discussed. Her voice was loud and clear to make sure she was heard. She further asked if everyone understood or had any questions.  Having a face to face meeting cleared what the Head of School wanted to achieve, in fact it is the best form of communication to inform, consult and negotiate with the school members.
Another tool commonly used for verbal communication at Viking School is the telephone. The Headteacher uses this method to call and text employees who may not be working in order to receive a quick response regarding any issues that cannot wait. For example, if a team member is unable to attend their class for any emergency reasons, the Head of school uses this form of communication to contact employees to find another cover as soon as possible. With all the advances in technology, the Head of School and other members are taking advantage of this communication method as every member carries a smartphone with them. On some occasions, I was called into school via a phone call to give cover to a class due to the teaching assistant’s emergency absence. 
In addition, written form such as emails or text messaging has taken over workplaces with advanced technology. Most phones people use have internet and email already installed in them. Therefore, it has changed how people communicate drastically. Emails are more instant than sending letters by post (Blog.udemy.com, 2018). Emailing and text messaging is the quicker way employers send information to team members and therefore is the most popular written form of communication in the workforce. The school uses this form of communication to inform staff of any meetings, teachers’ trainings, scheduling and rescheduling events and so forth. For example, this method was always used to inform me of class changes, staff training, meetings and any other issues or plans. Having said that, text messaging is used more when communicating with parents informing them about children’s’ absences, medical updates, or if trips or dinner money are due. Many other issues may arise such as weather issues and more.
According to the Head of School, sending emails saves time on unnecessary administrative tasks. The school also saves money on printing and photocopying. The school also sends teaching materials and resources via emails to the substitute teachers who may be new or giving cover to ensure they are equipped with the necessary resources that they need in class.

Non-Verbal cues such as body language, eye contact and posture can all either augment or determine what is being said. The cues can help emphasize, punctuate, reinforce and enliven the verbal statement (The Balance Careers, 2018). Non-verbal cues used by the communicator such as eye contact, smiling or fidgetiness all help listeners understand the meaning of the word behind the message (Griffiths, 2017, p.49). Here are some different non-verbal cues used by the Headteachers and teachers in Viking School.   
Facial expressions: During the meeting the Headteacher used facial expressions to emphasize her verbal statement. She used facial movements such as the eyebrows, eyes and mouth. One time over a question from a member she reacted with a confused gesture on her face. An expression she used most of the time was a smile which gave members of the team confidence to share their ideas and opinions.
Body language: During an assembly the Headteacher walked in with arms besides her, head high and stood with a straight back in front of the staff and children. She spoke using hand and arm gestures which added emphasis to her speech. For instance, she used open arms to talk about respect amongst each other. This kind of body language showed effectiveness, acceptance and trustworthiness, whereas a hand in the pocket would have showed nervousness. Furthermore, crossed hands or legs would have suggested weakness or timidity. 
Eye contact: Over a meeting we had in school, the Deputy Head made eye contact with all members while she was talking to convey her interest and emotions. When other members were talking, she was constantly making eye contact and nodding to some of the ideas she agreed with which indicated that she was listening to what was being said. The speakers who make eye contact with listeners are more confident and powerful people. In short, making positive eye contact will only increase the quality of face to face communication. 
Posturing: How a person carries themselves including physical appearance, stance, bearing, and uprightness. Messages are conveyed via posturing and positioning whether arms or legs are crossed. Or whether sitting rigidly on the edge of a chair or leaning back with eyes closed. While working in the school I have seen how the Headteacher or the Deputy Head sit. For example, in a discussion with a teacher about attendance she sat in the classroom chair with a straight back whilst relaxed on a seat keeping an open posture without crossing  her arms or legs. She sat with her hands on her lap and spoke with her body leaning back on the chair.

[bookmark: _Hlk522396476]Active listening is needed to develop empathy and understanding within the team. Listening is crucial in terms of understanding what the other person is saying (Griffiths, 2017, p.52). Active listening can help negotiate and defuse any potential conflicts. From experience of a meeting in school I observed how active listening was being performed within the meeting. 
The team sat around the table in a circle as this allowed members to see and hear each other better and allowed full interaction with all members. The members were all sitting relaxed on their seats quietly listening to the Headteacher and noting down relevant information. All members were engaged making eye contact and using facial gestures with the Headteacher. Over a statement, the Headteacher looked directly at a member and she confirmed it with nodding her head. At one point, one member leaned forward to be closer to the Headteacher to hear her speech clearly. At the end of the meeting members asked questions to get more of a understanding and paraphrased some information to clarify what they heard. Over some questions from the Headteacher, members responded with words such as ‘I know’, ‘sure’ and ‘I see’. 
Accurate understanding is essential before giving a meaningful response. Active listeners always pay attention to their speakers’ posture. It helps them focus on what the speaker is saying. The acronym SOLER will determine how five behaviour traits can encourage listening posture.
S - Square: Face the person squarely.
O - Open: Keep an open posture without crossed arms or legs.
L - Lean: Slightly forward to communicate interest and engagement. Head nods and verbal encouragements like “uh-huh” and “yes!” are also effective. 
E - Eye contact: Maintain direct eye contact according to appropriate social norms.
R - Relax:  Stay relaxed. Listeners should be comfortable with silence where appropriate and allow the conversation to unfold without force (Griffiths, 2017, p.52).

Communication in Viking Primary School can be determined through using this model of communication.
[image: Shannon and Weaver communication model](Businesstopia, 2018)

Information Source: The Headteacher is the sender who comes up with a plan for a trip to LEGOLAND to be organised for year six pupils as a reward for working very hard in their SATS exams. She thinks about the best channel to use to get her message across to the Deputy Headteacher.
Transmitter: The Headteacher uses face to face communication and encodes the message into language through the channel to send her day trip plan message directly to the Deputy Head. It is significant to plan everything very well as it evolves small children. Risk assessment is the main part that needs to be looked at in this trip.
Noise: In the middle of the conversation the Deputy Head hears a pupil cry and walks away from the conversation. The message gets disturbed by the cry for help and does not get received by the deputy Head as it was sent. 
Receiver: The Deputy Head then decodes the message but misses the vital information sent by the Headteacher due to the interference of the cry for help. She receives only part of the information.
Destination: The Deputy Headteacher arranges another meeting to give her feedback on the plan for the trip. From the feedback the Headteacher understood that the message received by the Deputy Head was incomplete. The Deputy Head gets the full message only after her feedback.
According to the model, we understand that a meaningful statement will only take place when the person receiving the message accurately understands the message that the sender has transmitted. However, this may not happen accurately all the time. All kinds of problems can delay the procedure and cause misunderstandings (Griffiths, 2017, p.48).
 Conclusion
[bookmark: _GoBack]The different types of communication methods I have discussed through this report are for example, verbal, nonverbal and active listening has covered communication process in Viking Primary school. I have learnt how communication can be important part of employers to work with employees to perform excellence in the workforce. This report shows how non-verbal cues are as important as oral communication and how gestures can emphasise the verbal statements. Similarly, Body language, facial expressions and posturing can all define communication. The theory that was discussed in the report, Shannon and weaver model shows how communication methods can be improved in school.  
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