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[bookmark: _Toc523232512]Introduction: 
The workplace is like a second home for people as they have to spend half of the day or even more in their workplace. So, it is very important that the environment in the workplace should be a comfortable one and they will enjoy working there. But there are many big and small workplace issues that create problems for the employees. The aim of this report is to raise awareness among students about communication skills fundamental to success within the workplace. 
[bookmark: _Toc523232513]Workplace issues: 
The environment of the workplace is very important for the adults who have to spend one-third of their day in their workplace. So, the workplace issues create great problems to meet the expectations of their office (Carter, 2012). The employees should be challengeable to face the problems and they have to go to that place daily and there is not any work without any problem. The common workplace issues are:
· Communication problems
· Interpersonal conflict
· Lack of focus 
· Discrimination 
· Low job satisfaction and motivation 
· The problem to fit in the job
Interpersonal conflicts arise because there are people with different personalities, communication styles and worldwide interacts. The employees who are less smart and less capable of work, feel down and ignored which also creates interpersonal conflicts and jealousy (Carter, 2012). To avoid this, every employee should be treated equally and the employees who do something great should be provided with awards and praises. 
Motivation gives workers oxygen to work hard on a daily basis and lack of motivation leads to lack of job satisfaction. Employees should be motivated with praises and awards for their good performances and should be given proper advice and instructions if needed (Grønbæk and Trigg, 2015). They will work even harder in this case with love for their respective organizations. 
It is very common for the new workers to find it difficult to adjust to a new job. New environment, new co-workers and new job seem a new challenge to them. This is the duty of the other co-workers to make the newcomers feel ease and comfort. The newcomers also should try to be familiar with everyone and get adjusted to the new situation.
Lack of focus: Nowadays, there lots of instant social channels to get distracted from our focus and goal and this harms the works. Works become more frustrating, slower and it downs the work standard. The best thing that the workers can do, is to get detached from all the distracting elements in the working hours and focus on one point until they reach a set stopping point. It is not possible to turn off the phone or internet but it is definitely possible to be self-disciplined (Grønbæk and Trigg, 2015). Self-discipline will help the employees to focus only on work during the working hours instead of social media.
Discrimination in the workplace is a second most serious issue and the persons who go through discrimination, suffer from shame, sadness and anger. People who are treated negatively can be traumatised due to intrinsic characteristics and broken mental health (Henderson, 2014). A big example of discrimination in the workplace is women from male discrimination based on careers and experiences. Discriminations can also be in extending rights and benefits for certain groups, being ignored and treated differently. 
[bookmark: _Toc523232514]Communication Issue: 
Communication issue has been chosen for this report which is the biggest problem in the workplace. It may arise when the relationship among employees is not friendly and opinions vary most often. Different opinions arise from the different cultural background and personal experiences which lead to disagreements (Irmsher, 2005). Cultural background is a big reason behind this communication issue. Culture can impact communication in three ways: 
i. Cognitive constraints with which parties share different views and variant references. 
ii. Behavioural constraints can be acceptable in the eyes of an authority in some culture and can be unacceptable in other cultures. 
iii. Emotional constraints create differences in the expression of feelings and emotions of different persons. 
Communication issue can also arise because of mental or physical breakdown and some situations can be equally responsible for communication problems. The situations include childhood stress, trauma, misinterpretation of another person’s statement or motivation, failure to understand the point of view of another person, inaccurate assumptions, stonewalling, deception and secrecy and poor listening skills (Irmsher, 2005). 
[bookmark: _Toc523232515]Communication issue creates the following problems: 
Overwhelming workload: In this case, the employees should talk to their manager about the excessive workload. They just should pick a time when the manager is not that busy and can give time to listen to their problems. They should tell the manager clearly that workload has become frequently riotous and it is harming standard of the works too. 
The job seems different from an assumption: When an employee finds that the job he is hired for, is completely different from what he/she was told about, he/she should talk to the boss directly (Karsten, 2013). He/she just clearly tell that the workload he is being given is not meant for him. The voice tone should be calm and collaborate and not irritated or angry. If there the job has been changed already and nothing can be done with it, then the employee should tell his/her boss to organize and adjust his work according to the new duties. 
Continuous conflict with a tough co-worker: First of all, the employees should understand that they should build up a professional relationship with their co-workers and it is not necessary to like them to work with (Karsten, 2013). They should just tell the co-worker directly that they do not want to argue with him. They should be positive about the fact that they definitely have something to learn from that co-worker which will be really helpful. 
Bad review of performance: If something terrible happens in the work team for the mistake of an employee, her performance will have a bad review to the boss. In this case, the employee should just accept his mistake and apologise directly. This will not help in getting back his reputation and so, he should try to make up for the mistake with hard work and tricks. The person who is at fault, should not only focus on defending himself. This will distract him from what he is told to do differently so that he can do something for the mistake. 
Boss does not notice hard works of employees: It is very normal that the employees want the boss to notice their hard works and achievement on his own but some bosses and managers do not pay attention to this. So, there is no necessity to sit around and wait for managers to notice rather they can become their own advocate (Pinner and Pinner, 2008). They should focus on their own achievements and highlight where needed. There is nothing to be ashamed of here because this is a world of competition and they will do this only to let the boss know that they are doing their jobs properly. 
When colleagues badmouth the peers: This is a tacky situation when one co-worker try to gossip about other co-workers. The situation is worse when the person is who is gossiping, is the boss and there is not a lot to be done here. If there is an HR department, the employees can take help from there in this situation. If there is not an HR department, the employees can inform the manager and can tactfully handle or avoid such conversations.  
Too much small talk in the office:  Too many small talks is another way to get distracted from focus like social media and employees are not necessarily join in every small talk of the office. One of the best ways to avoid this is by using a headphone and hear music or just pretend to. This will send a message to the colleagues that he/ she is in the zone. If a deadline is near and using headphones is not possible, then the employees can just politely explain that they have to work and cannot join in the conversation (Pinner and Pinner, 2008). 
When the previous boss quits: It is slightly tough to adjust to working with a new boss as employees were friendly and comfortable working with the previous one. But there is nothing to be panicked and the new boss can be just good and even better than the previous one. The employees should just concentrate on their own jobs and talk to the new boss to be free with him/her. Eventually, this will help to be comfortable working with the new boss too. The employees should try to be helpful to the new boss to also make him/her comfortable in the new environment.

[bookmark: _Toc523232516]Ways of communication can also lead to different problems. Communication can take place in four ways: 
Assertive: Such employees are clear, direct and honest in expressing their emotions and thoughts. These persons can talk to and stand up for their personal rights but they are careful enough not to violate the rights of other individuals (Worth, 2009). These employees are smart enough to handle any situation and also to deliver work within time. 
Aggressive: These employees also express their feelings and thoughts clearly and not carefully. Their way of expressing is inappropriate which violate the rights of other individuals. These employees create problems for organizations and ruin the environment or the workplace. 
Passive communication: The employees who talk passively with one another cannot express their feelings openly and honestly. Their opinion is disregarded by others and they cannot have the courage to express themselves to others (Worth, 2009). These employees create problems on their own and also create misunderstanding among others. 
Passive-aggressive: Such employees always say everything in a confusing and unclear way. This is their trick to keep themselves on the safe side but this type of communication creates problems in the workplace. These employees are powerless, stuck and offended by their present situations. 
[bookmark: _Toc523232517]To improve communication skills, the people in a workplace should abide by the following rules:
· The speaker should develop an emotional connection with persons they want to communicate so that they can understand what he/she is trying to explain (Green, 2018). This will end up with many previous misunderstandings and will not create any new one. 
· The speaker should be ease and relaxed before starting a conversation. Otherwise, he/she will not be able to express his feelings and thoughts properly. 
· The thoughts and speech of the conversation should be concise because the listeners can concentrate on a short conversation (Green, 2018). Lengthy speech loses concentration of the listeners and becomes boring. 
· The speaker should avoid talking on behalf of another person. If he/she cannot express what exactly he/she was told to say, this will create misunderstanding. 
· A good speaker should be a good listener also. To express feelings and thoughts clearly, it is important to listen to the other party carefully. 
[bookmark: _Toc523232518]Conclusion: 
The environment of the workplace is very important for the adults who have to spend one-third of their day in their workplace. The employees should be challengeable to face the problems and they have to go to that place daily and there is not any work without any problem. Their main focus should be only their duties and profession and they should be positive about any issue or challenge that comes to their way of working. 
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® Interpersonal conflicts arise because there are people with different

personalities, communication styles and worldwide interacts.

® Motivation gives workers oxygen to work hard on a daily basis and lack of

motivation leads to lack of job satisfaction.

® It is very common for the new workers to find it difficult to adjust in
a new job. New environment, new co-workers and new job seem a

new challenge to them.
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® Lack of focus: Nowadays, there lots of instant social channels to get distracted
from our focus and goal and this harms the works. Self-discipline will help the
employees to focus only on work during the working hours instead of social

media.

® Discrimination in the workplace is second most serious issue and the persons
who go through discrimination, suffer from shame, sadness and anger. A big
example of discrimination in the workplace is women from male discrimination

based on careers and experiences
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COMMUNICATION ISSUE

Culture can impact communication in three ways:

O fi, Cognitive constraints with which parties share different views and

variant references.

O ff} Behavioral constraints can be acceptable in the eyes of an authority in

some culture and can be unacceptable in other cultures.

® jii. Emotional constraints create differences in expression of feelings and

emotions of different persons.
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Communication issue can also arise because of mental or physical breakdown
and some situations can be equally responsible for communication problems. The

situations include:

® Childhood stress, trauma, misinterpretation of another person’s statement or
motivation, failure to understand point of view of another person, inaccurate

assumptions, stonewalling, deception and secrecy and poor listening skills.
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THE PROBLEMS THAT COMMUNICATION ISSUE
CREATES :

® Overwhelming workload: In this case, the employees should talk to their
manager clearly that workload has become frequently riotous and it is

harming standard of the works too.

® Job seems different from assumption: When any employee finds that the job
he is hired for, is completely different from what he /she was told about,
he/she should talk to the boss directly. The voice tone should be calm and

collaborate and not irritated or angry.
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® Continuous conflict with a tough co-worker: The employees should just tell the
co-worker directly that they do not want to argue with him. They should be
positive with the fact that they definitely have something to learn from that co-
worker which will be really helpful.

® Bad review of performance: If something terrible happens in the work team
for the mistake of any employee, her performance will have a bad review to
the boss. In this case, the employee should just accept his mistake and
apologize directly.
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® Boss does not notice hard works of employees: There is no necessity to sit
around and wait for managers to notice rather they can become their own
advocate. They should focus on their own achievements and highlight on where

needed.

® When colleagues badmouth the peers: If there is HR department, the
employees can take help from there in this situation. If there is not any HR
department, the employees can inform to the manager and can tactfully

handle or avoid such conversations.
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® Too much small talk in the office: One of the best way to avoid this is using a
headphone and hear music or just pretend to. If a deadline is near and using
headphones is not possible, then the employees can just politely explain that they

have to work and cannot join in the conversation.

® When previous boss quits: The employees should just concentrate on their own jobs
and talk to the new boss to be free with him/her. Eventually this will help to be
comfortable working with the new boss too. The employees should try to be helpful to

the new boss to also make him/her comfortable in the new environment.
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TO IMPROVE COMMUNICATION SKILLS, THE PEOPLE IN A
WORKPLACE SHOULD ABIDE BY THE FOLLOWING RULES:

® The speaker should develop emotional connection with persons they want to

communicate.
® The speaker should be ease and relaxed before starting a conversation.
® The thoughts and speech of the conversation should be concise.
® The speaker should avoid talking on behalf of another person.

® A good speaker should be a good listener also.
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