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INTRODUCTION 

In the class during term one I have learnt about verbal communication, nonverbal communication and listening skills. I will explain how these three skills impacts my routine at workplace and how it could be improved.
I work as a supervisor for Tommy Hilfiger, a company with very high standards and prestige where the quality of the products and the customer service is always the priority.  The reason why I have chosen these three skills is because are the most useful for me and I would like to have more knowledge about and to improve them, it will help me to perform at my workplace.
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VERBAL COMMUNICATION

I have learnt that verbal communication is the understanding of the meaning of our words when we have a conversation with another person. To have an effective communication it is very important to make sure our words have been understood and vice versa by being clear and using an easy vocabulary while having the conversation, to make sure it was successful we can always ask the receiver before we move on. 

At workplace it is necessary to have a clear communication between the team, management and customers as it will be much easier to reach the targets which in my workplace are very common, every week on Mondays my manager shares with me the week target which is based on how much we need to sale that week. My job is to communicate that very clear to my team and to make sure is going to be completed at the end of the week. However, if I see any difficulties to complete the task, I need to re-train my team and explain them again very clear the target.

Based on my experience during a meeting with the management team is really important to listen carefully and communicate effective as the purpose of the meeting is to talk about business and in my case as a supervisor after meetings I have to inform my team about changes or any others challenges that may occur at workplace during the shifts. Last changes at my workplace can occur very often for example some items of the new collection must be out within two hours or items that we need to remove from the shop as soon as we can.

I believe that my communication at workplace at the moment is quite good as I have more than two years’ experience as a supervisor and I try always to pay attention and understand what I have been told by my manager or area manager in such a way I can pass the message to my team if it is necessary , sometimes the information given by my manager is not necessary to be shared with the team.

I watched a very interesting video called How to speak so that people want to listen by Julian Treasure, it says about the importance of the human voice. 
From this video I learnt how to use my voice at my workplace, a rich and a smooth voice it will help a lot. I will focus when I speak on my volume and I will learn how to keep a moment of silence when is necessary, which I think it gives you the change to clarify your ideas and give a better answer. 

I will try this tip from Julian Treasure when I will be back to work, before a meeting or before I need to have a conversation to anyone important also for an interview, I think it will be very helpful. I will warm up my voice following his instruction, I found them very interesting and I think it will help me to get ready and communicate better for important circumstance.

I would also like to write about another video which I have found helpful and I can not wait to start practising. The video is called 10 ways to have a better conversation by Celeste Headlee. I will only mention one way from that ten which I think is the most important and the most useful. Celeste Headlee tells us the importance of being present in that conversation in that moment, which means focus on that conversation without thinking about something else. Usually people may look like they are in that conversation, but they are thinking about something else for that reason misunderstanding are a problem.



NONVERBAL COMMUNICATION  

I have learnt that nonverbal communication consists in all those ways we communicate, without words (Ivy & Whal, 2014, p.5). For example: Body movement, Facial Behaviour. 
People used nonverbal communication to transmit feelings, attitude and generally messages (Porter, 1969) also to support or replace verbal communication (Phutela, 2015).

Being honest before I started my research about nonverbal skill, I did not imagine how important is and how can affect your professional career and your personal life. It is very important to know how to control your emotions specially at workplace, most of the times your nonverbal communication does not says the same thing as the verbal one, for that reason it will be great to know how to coordinate them.

At workplace it this very important to have knowledge about this skill , the way I use my body language when I have a conversation with customers or my team it is very important as it says everything about my personality and the way I feel in that moment . 
At the moment I think that I do not have this skill and my personality it does not help me neither as I am a very expressive person  when I have a conversation with someone I tend to move a lot my hands and also when I am sad usually I do not keep my back straight . I really need to improve my nonverbal communication skill as soon as I can.

I have watched a very helpful video which I am going to apply from now on, not just at my workplace, on my daily routine as well. I am sure looking at my notes which I took while I have been watching the video it will help me to improve my nonverbal skill specially my body language which is the one that I am really focus on it to improve.

According to Cuddy (2012) and based on her experience to improve skills that you might not have she said, “Do it enough until you actually became it and internalize”.
I will start to introduce this into my routine especially at work, when I have a bad day and I feel down I will change my attitude and I will act like is just a normal day. I will also pay attention on my body language and how I react when I am having a conversation in such way, I can fix my body language mistakes. 


Listening 

During my research about listening skill I have learnt the importance between hearing and listening. 
Hearing is a physical ability to detect sounds listening requires concentration on the verbal message being sent to understand the meaning of the message (Quintanilla, K.M. and Wahl, S.T).

At workplace in mi opinion listening is the most important skills because is the most used by people every day specially for that person who does jobs based in customer service experience. It is essential to know how to listen to the customers it will be more efficient to provide them what they need in that moment and to make their experience at your workplace unique.

My listening at workplace is good  with customers as I have many years of experience working with them, I know to listen to them carefully and help them, I am also a good listener when I have to get any important information from my manager but I am not that good listening to my team specially when they just want to share with me their personal information 
I consider this happens because I am not focus in that conversation, I just hear what they say but I am not listening.

I would like to improve my listening skill specially at workplace with my team and I think the best way is to find sources to help me understand the importance of having a good relationship with them as it will be much easier to create a nice environment and make our shifts together enjoyable . 

I have watched a very interesting video called Listening to the Employees so they’ll Listen to you , which made me understand the importance of listening at my team not just when is about work, the key to create a good environment at work is to motivate them and to get engaged. From now on I will listen to them and I will try to help them when is possible I have understand the importance of creating a community at work, my team it will feel much better and confident which means they will come to work happy and they will completed the tasks even better. 


Conclusion 

During term one in class and my research I have improve highly my knowledge about important skills such as verbal, nonverbal communication and listening. At the moment I feel very confident that I have understood those skills and I know how to apply them during my routine at workplace or on my personal life. I have learnt the importance of verbal and nonverbal communication and the difference about listening and hearing which before I thought they are the same thing.
I found very helpful the videos that we watched in class, I was not conscious that is another good way to discover new and interesting information. 
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