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Introduction

The report aims to present the Communication in the workplace and performance of employers, which is extremely important for the development, growth and permanence of an organization in the market. An organization that does not have one philosophy to create a work atmosphere focusing on communication skills may fail in the market, as Communication is the key for one health company.  However, it is essential to have a great leader, who can manage and to motivate the group and apply the balance between listening and make decisions.  Thus, it is crucial to find a manager that has leadership skills to promote effective control and influence people in an organizational context.
[bookmark: _Toc8649869]2.   Definition of Communication 

Communication is defined as the process in which individuals can transmit information's and understanding the results in the workplace.  According to Hartley (1928) claim that Communication is the basis of society that occurs between people through interaction and interconnection.  Furthermore, "communication science" is the earliest discipline to analyse pieces of information as an object of study. Hartley (1928) state that a communication scientist must examine the nature and measurement of information in order to solve problems encountered.
The Communication process is quite broad and is divided into two groups classified as Verbal and Nonverbal and is described below.
[bookmark: _Toc8649870]2.1  Verbal Communication

The verbal Communication uses the symbols, speech and or writes a method that is identified and learned to create connections among people following the symbology and rules. The lack of properly Communication into organizations at the workplace can cause negative impacts on employee’s performance in daily work.  Maund et al. (2017) claim that effective Communication encompasses verbal messages interpretations through language.
There are different types of verbal Communication such as Informal Communication; Media of Communication; Oral Communication; Face to Face communication; Visual Communication; Audio-Visual Communication and the last type - Computer-based Communication.
[bookmark: _Toc8649871]2.1.1 Informal Communication

Informal Communication is defined as a concept and is often processed as the category in organizational theory.  From this perspective, informal Communication remains as the ways of rules and hierarchies are eliminated from coordinate activities. Furthermore, it can be defined as a natural, vibrant and interactive method of Communication. According to March & Simon (1958); Tushman & Nadler (1978) and Ouchi (1980) informal Communication can be coordinate through feedback, networks or even by clan mechanisms and the essence of natural communication systems is considerate the lack of pre-specification.
The objective of informal Communication into the workplace is to provide directions related to the job; explain policies and procedures; to evaluate the employees and company performance and also to explain the logical basis of the job. However, it is vital to highlight the limitations of informal communications can create in the workplace, such as strain, forfeiture of information, lateness and resentfulness by junior staff (Chandra, 2013). 
Managers should be appropriately informed and clear to communicate and transmit the information accurately and to the right time and person to make it useful. Furthermore, it is essential that the manager provides feedback to the team, to promote harmony and suggestions to keep the misunderstanding of Communication short.  Figure 1 below represents the channel of Communication, a model created by Shannon & Weaver in 1949.
[image: ]
Source Figure 1: The Shannon Diagram: The Elements of Communication Process (www.people.seas.harvard.edu)
[bookmark: _Toc8649872]2.1.2 Media of Communication

According to Chandra (2013), all types of written includes letters, reports, forms, questionnaires and manual is part of media communication.  Moreover, it can help to reach a large number of people simultaneously and fix responsibilities. However, it can also present limitations such as time-consuming and lengthy clarification. 
[bookmark: _Toc8649873]2.1.3 Oral communication

The oral communication method provides organizations to save time and cost, to receive immediate feedback through face-to-face conversation, over the telephone, interviews and even from group discussion. However, immediate clarification it is not possible to be utilized from people in the absence of mechanical devices. Furthermore, it can elevate the chances of misunderstanding, cannot be retained messages for long periods and it is not easy to fix responsibility. 
[bookmark: _Toc8649874]2.1.4 Face-to-Face Communication

It is an important method utilized by people in the daily work companies to provide effective Communication through expressions and gestures and to discuss employees performance and new strategies to overcome the weakness and threats.  However, it is not suitable for large organizations and ineffective for not attentive listeners.
[bookmark: _Toc8649875]2.1.5 Visual Communication

It involves gestures and facial expressions, and it is suitable to communicate easy and simple ideas. Moreover, if used in combination with other media can be very useful to an organization to transmit information.
[bookmark: _Toc8649876]2.1.6 Audio-Visual Communication

Is common utilized by television and cinema films, which combine narration with the visual impact. 
[bookmark: _Toc8649877]2.1.7 Computer based Communication

The computer-based Communication is the quickest means of Communication, which includes e-mails, voice, cellular phones among others. The videoconference can substitute personal meetings and help organizations to storage and retrieval permanent record quickly. However, uncertain legal validity and virus malady can be described as the limitations of this communication method.  
[bookmark: _Toc8649878] 2.2 Non-Verbal Communication

Non-Verbal Communication is a method utilized by people to express knowledge and doubts without the use of words at workplaces. Non-verbal clues are more reliable than verbal clues. However, it is necessary to interpret non-verbal clue concerning their context. The most important aspect of non-verbal Communication is the study of body language, which encompasses gestures, facial expressions, eye contact, body movements, Posture and touch. In a large proportion aims to complete, confirm and even deny Verbal Communication.  
[bookmark: _Toc8649879]3. Body Language aspects of Non-verbal Communication 

The gesture has characterized by the movement made my head, hands or legs to represent an idea, emotion and sentiment caused by an interview or a delegated function at the workplace, While Body Movement refers to the movement or position of the body.  The Facial Expression is the manifestation of minds. According to Chandra (2013) depending on the glance of someone’s face is enough to provide clues about the subject’s mental state.  Furthermore, Posture defines the way which a person usually stands, sits or holds the shoulders, neck and back, becoming crucial for people to get new job opportunities at interviews or promotions at the workplace. Moreover, Eye Contact regulates the interaction and is a very subtle aspect of body language while the Touch aspect is known as the earliest methods of Communication among human beings and represents a critical form of people to express their feelings in daily life.  
[bookmark: _Toc8649880]4. Performance

The first step to getting a result of excellent Communication in an organization is primarily the knowledge of the theories and techniques that provide the best teamwork. It is essential to communicate well; it is necessary to evaluate how Communication has been within the company. Excellent Communication brings countless benefits as better leadership, reduce 're-work', increase sales, improve motivation and quality in relationships. It is essential that a manager has a good relationship and be a good leader because their team needs are feeling valued, needs to be part of that company and not just someone in the payroll.  
It is essential in all industries, but for a Health and Social Care the focus are in providing emotional and physical support to patients and their caregivers. If the employee is not well, it will not do the job effectively compromising the lives of others. Proper management provides the delivery of excellent health service to any organization primarily through Communication.
Leaders need to communicate to the others ensuring that there are available resources and applied to produce the best results. A good leader has some differentials such as, able to work synergy in their team; are charismatic, emphatic, decisive, uses creative problem solving and care about and transform the environment. 
According to Rimm & Masters (1979), interpersonal behaviour encompasses a relatively honest and direct expression of feelings and thoughts that are socially suitable and take into account the feelings and well-being of others. Furthermore, Lawrence & Lorsch (1967) relates the concept of assertiveness to interpersonal behaviour and state it into the ability to learn how to apply solutions which prioritize the positiveness and avoid the negative consequences at the workplace. Another essential skill for a leader at the workplace which is related to interpersonal behaviour is empathy. Hoffman (2000) affirms that an effective and appropriate response to another's situation is the characteristics of a person who possess empathy.
Among the many characteristics that a good leader has and becomes Communication more assertive, I have highlighted some essential characteristics for the best positioning of teamwork such as Empathy, Identification, Assertion, Ignore filters, Re-framing, Valued, Feedback, Assertiveness. 
	Essential characteristics of a good leader position of teamwork

	

	

	         Empathy        Put yourself in the other’s place; be open to listen and seek alternatives together; 
	         Identification Look for points of visual, auditory, ideological similarity;
	         Assertion         Do not use negative aspects to command a task;
	         Ignore Filters       Pre-conceived ideas, personal opinions, pre-judgment;

	         Re-framing Observe that there is another side to be analyzed (positive);
	         Valued         Seek to fulfil the needs of each in the team. Many people switch jobs where they earn less because they feel valued. 
	         Feedback: Create the right time to give feedback;
	         Assertiveness        To say clearly and openly /avoid ambiguity; 


However, there are many other characteristics that it is also essential for a leader to have to ensure the tasks successful such as: 
· Be an example: As a leader, before demanding, be the first to present what your team needs (punctuality, honestly)
· Proactivity: Finding the meaning, having goals;
· Begin with THE END in mind: Goals/ time to perform a specific task;
· First things first: Establish what is urgent and essential and seek to eliminate distractions.
· Win-Win: All parties satisfied;
· Synergise;
· Sharpen the Saw;
· Emotional Intelligence;
· Consistency.
[bookmark: _Toc8649881]5. Conclusion

After presenting the various forms of Communication is possible to reflect on how it affects the organizations and the performance of the activities carried out in each segment. No matter what type of Communication is used between verbal and non-verbal Communication, cannot be ignored the impact of feelings and emotions. 
The leader who possesses Communication’s skills presents one clear thought, deeper understanding when read or listen to the others. Presents a better position that helps in an interview, guarantee better reports. Fell more confident in social situations, have more interest to collaborate with others, presents consistency and good relationship, precision in their functions, tasks and expected results effectively. A good leader needs to build a team based on forces, allowing the best that team are highlighted and not failures.
Health care delivery and patient circumstances are frequently varying and are challenging. Managers need to continue to learn new abilities and skills to keep up. They also need to understand the fundamental technical aspects of the services delivered. For most of these competencies, continuous education and learning, mentoring, coaching will provide new insights, opportunity to meet others managers to share experiences and get the necessary support, which are essentials for employers to achieve the goals successfully. 
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