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INTRODUCTION
I will be writing a report on how communication takes place in the organisation environment. In order words, how well or unwell communication takes place presently and what can be changed, improved and corrected in organisations at large and probably in the company where I work.
It is inevitable that change is essential. Any organisation that does not change will be left behind by other organisations and may eventually close up at some point, there is always a need for improvement and advancement. As organisation change so does staff members, because there are lots of competition out there. Changes has its own advantages but also comes with challenges and cost. The change and improvement boost the orientation of the organisation and impression from outside. If any organisation in 20th Century still uses typewriter it brings the reputation of the company down. Hence, change is not optional but a must. 
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HOW DO EMPLOYERS COMMUNICATION NOW? 
There are various types of communication in an organisation. Some of them are as follows; verbal and non-verbal communication, written communication, formal and informal communication. And lastly, we have visual communication.
Verbal communication is just one of the ways in which communication is being transmitted in a workplace. Communication also takes place by non-verbal ways. Examples of such are facial expressions, audio, kinesthic, this includes body language, physical and distance. Written communication is also another way of communicating, and this includes; emails, journals, meeting notes and so on.   Some companies likewise use, text messages, chat box and WhatsApp.
[bookmark: _Hlk6914136][bookmark: _Hlk6914092]There is also formal and informal communication which is quite acceptable. The formal ways of communication is referred to as the officially recognised ways of communicating in an organisation. However, this type of communication has been a bone of contention and calls for research, (Litterst and Eyo, 1982). Also, some said it has led to job dissatisfaction (Holtzhausen, 2002).
Informal communication is based on the level of interaction in an organisation. The way the staff 
5
members socialize and relate to one another, (Anderson and Narus, 1984; Litterst & Eyo,  1982; Guffy, Rhoddes & Rogin, 2005). So, the informal way of communication has nothing to do official duties, it is just the ways staff members communicate and relate among themselves, perhaps during lunch break or out for a drink after work.
Visual communication is another recognised way of communicating within the work setting environment. This has to do with pictures, diagrams, images and so on. Some people tend to grasp information faster through this means than other known methods.
At my place of work, my immediate boss communicates mainly by WhatsApp. This in itself is okay, but the problem is that he does not paraphrase, so it is very lengthy and could be boring. Virtually all staff members complain about his method of communicating.  Also, the impression that people get is that he is trying be bossy and could be arrogant. He once said he is new in the industry of health care.
According to Festus, he said ‘in today’s world, communication is an important component of organisation activity’. Festus (2014). This is because most organisation has to be reached through communication, without such there can be no progress in the any industry. Communication is tool used to 
6
negotiate deals, like price agreement, commercials, productivity, oneness. With the rise in globalisation no organisation can operate on its own without liaising with other organisation, both locally and globally and communication is the tool needed to negotiate. Communication has such a great impact, either pros and cons in life and in the market industry in order to reach objectivity. 
[bookmark: _Hlk6915923]Communication is the exchange of thoughts, information or ideas that results in mutual understanding between two or more people. (Maund A, Schreik M, Tinkler P 2015).   It is sad that some employer’s ways of communicating to the organisation is not up to standard. I also believe a good leader should be able to break big words down for every member of staff to understand. As the definition states, that it is about two or more people communicating with each other, so it is mandatory for the second person  or second party to understand the information, discussion or instruction that is being passed across before it can be considered as communication.
At my place of work, the manager pass information through group WhatsApp. Unfortunately, he does not know how to paraphrase, so this put everybody off. The last time I was at work, the staff members replied back with an insult, one after another. I will write about how this can be improved later on. 
7


There are different types of communication. Some of them are as follows; under what is called Group Communication Observation System, (GDOS)
Verbal and non- verbal communication. Under verbal communication we have eight different types of expression. They are: 
· Dependency statements
· Counter statements
· Fight statements 
· Flight statements
· Pairing statements  
· Counter pairing statements
· Work statements 
· Unscorable statements 
(Maund, 2017, p.48) 
 
1 Dependency statement: this is about part of the group trying to prove that they made certain statement themselves and not so much as a group.
2 Counter Statements:  This group of people try to say they are independent and resists all forms or authority, direction or leadership.
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3 Fight Statements: This group of people like to argue and challenge all forms of commitments to the groups 
4 Flight Statements: They demonstrate lack of any kind of loyalty and patriotism to the group. They always find an excuse not to turn up for work, they have the mind of their own.
5: Pairing: These are some kind of gentleness, warmth and friendship. They tend to be supportive to others in the group.
6 Counter Pairing Statements: Try to avoid being intimate in the group, so have little or no friends and keep their opinion to themselves.
7 Work Statements: This set of people tend to be extremely supportive of the laid them principles of the organisation. They also appreciate hard and committed people in the organisation.
8 Unscorable Statements: this are the so called unintelligent ones, they kind of feel intimidated from time to time and contribute little or nothing to the group. They feel insecure and if they make a statement it shows their insecurity.
9







HOW COMMUNICATION BE IMPROVED?
Communication can be improved in so many ways. One of the ways it can be improved is by listening to staff members, by so doing, the management will know where their grievances lies.  The organisation needs to hold meetings periodically, pass memos around for comments. Feedback too is likewise essential. 
It is known that successful leaders are leaders who can reach out to others effectively.  A leader must be able to break down and  slow to down to enable slow listeners to understand what is being communicated. Some of the ways to improve communication is hereby listed with explanation.

1 Listen, listen, listen. It is the norm that people like to know that they are being heard, as such it is very essential for bosses, directors and managers to listen to their members of staff in order for there to be a progress. If a manager says something he or she must ensure that every member of staff understand what was said, even if only one member does not understand it is not good enough, it must be repeated.
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2 Who you are talking to Matters.  Who you are relating to matters in the choose of words to use, if you are addressing your boss you must be professional and respectful, you cannot afford to use colingual languages. Also, you may assume that people understand your abbreviations, but not everybody does.
3 Body languages matters. This matters a lot especially for video conferencing meetings. The way you compose yourself matters, you should not cross your alms and legs. Smiling when is not necessarily is not really professional. Occasional smile is acceptable, but long laughter will not show that you mean what you are trying to teach.
4 Check your message before you hit send. This is very important, if you are writing an email, memos or journal, it is of vital importance to check your grammars and spellings before you send off. Mistakes has consequences, impression of the senders, educational level, the readers may honestly not understand what the sender was trying pass across. It also shows that the sender was either not concentrating, or does not have full knowledge of what he or she was talking about.
5 Be brief, yet specific. This goes for written communication, the writer should be brief but not too brief, he or she should also be specific.  Being brief and straight to the point, but most ensure all points are covered for full understanding.
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6 Write things down. It is very essential to make notes, it makes the person  more organised and not to lose or forget what ought to be done. You can likewise set a reminder on your phone to avoid missing deadlines.
7 Sometimes it is better to pick up the phone. Occasionally, it is easier and faster to just make a phone call to speak to the person than writing notes and emails.
8 Think before you speak. It is a good idea to pause   in order to quickly think of the right words or phrase to use in a conversation. This will help you to avoid embarrassments and having to apologise time and over again.
9 Threat everyone equally. It is important to threat everyone the same and not to humiliate anyone in the group. Everyone deserve equal respect. 
10 Maintain a positive attitude and smile. Maintaining positive attitude is very essential. When speaking on the phone, you can still be polite and positive, while stressing your point and driving it home. 
(Career + Work, 2015)
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According to Patel he has 14 different ways to improve communication at workplace. He said ‘successful leaders are able to communicate with others’ 
Patel D, (2017).
 So, in other words, one’s ability or level of communication can be measured up with one’s competence. I will mention some of his facts;
1 Learn the basics of nonverbal communication. In his opinion he said a certain research proved that 55 per cent of listeners comprehend non-verbal ways of communicating. 
2 You have to over- communicate just to communicate. According to Patel, he said researchers found out that at times the level of what listeners know and comprehend is under estimated. 
3 Avoid relying on visual aids. It has been realised that visual aids does not help people understand but on the contrary hinders their understanding.
4Ask for honest feedback. Requesting for honest feedback is always very helpful to the organisation and presenter.


13
5 Engage the audience in discussion, it is important to involve the listeners. This is very helpful, as it help their understanding, concentration and ability to retain what they have heard and understood. When the audience participate, asking or answering questions or sharing opinion or personal experience they are very unlikely to forget the discussion.
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As conclude my report I will like to stress that there must be room for change in any given organisation. Organisation must be willing to improve and upgrade themselves, especially in the area of communication. Without adequate and effective transfer of information there will be lapses and it slow down efficiency and productivity. They must also be willing to take advice and correction, likewise act on any feedback given.
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SWOT analysis template    

Strengths    -   I   am  a  g ood listener   -     I   get to work early    Weaknesses   -   I   find  it  difficult to be blunt to either  client or col leagues   -   I   find  it  difficult to report my colleag u e   

Opportunities   -   I   will like  to  increase my knowle dge  in the NHS .   -   I  will like to extend t he knowledge  acquired     to Africa   -   I   will to  know  more in other part s of  NHS.  Threats   U sing  the  computer   is  one of my  greatest   challenge     
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SWOT analysis template


		Strengths 

· I am a good listener


·  I get to work early


		Weaknesses


· I find it difficult to be blunt to either client or colleagues

· I find it difficult to report my colleague 



		Opportunities


· I will like to increase my knowledge in the NHS.

· I will like to extend the knowledge acquired  to Africa


· I will to know more in other parts of NHS.

		Threats

Using the computer is one of my greatest challenge 
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