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                                                                  Introduction 
The purpose of my report is to see how effective the communication is between myself, colleagues, and my employer within work. I will be listing my employer’s strategies of communication on a day to day basis. I will be discussing about my place of work alongside my colleagues, and employer on how we all come together, and communicate throughout the week effectively as a team. However, some of my report will show you the different outcomes you can face when employers don’t have the correct strategy form of communicating with their employees i.e. not having regular meetings, bleak information given, and overall lack of communication. I want to look within my work environment and see how different types of communication methods that we use to help us, and how it makes communicating between each other a lot easier throughout our working hours. I want to research different types of communication styles that we face in everyday life alongside friends, family and co-workers. I will also be looking up communication barriers within different organisations that employee’s face with their managers in work, also to minimise the lack of communication and what could be done to improve this, Identifying when and where to use the appropriate type of communication when dealing with your managers. 
                                                      
                                                      Communicating at work
The different types of communication that I come across each day at work are oral, verbal, non-verbal, face to face, and written communication. 
Verbal Communication is the main sources of communication within my school on a daily basis with children, colleagues, and my employer. Sometimes when using verbal communication as the sender, we can become forgetful as the recipient when passing the message on, due to other priorities and distraction going on. This is quiet common when working in a school environment with over 18 members of staff; it can become quite stressful communicating this way. So what we tend to do is communicate verbally, but also write things down on the memo board in the staff room which helps us to remember. Verbal communication is our main form of transmission, but we can also become mis-understood when using a harsh tone of voice for example, you could feel really stressed out that day and give someone a message in a pass aggressive way, that person will automatically feel that the sender is not happy. This is how passing on a message verbally can become construed. Theories spoken by (Rocci Andrea) verbal communication is the main structure of human language, it’s all about how we as human beings relate and use our brains to send structured signals. My job being a TA is an important role, as I have to converse frequently with my teacher, parents and employer regarding any enquires or urgent information given. Conveying messages verbally can sometimes become lost or misunderstood in transition due to listener’s lack of understanding (Morgan Peter, Communicating effectively) but my employer is the perfect model when verbally communicating with us. Inside and outside of work he makes a great effort to keep in touch, and informs us of any changes to work schedule. He is very professional and consistent when giving us instructions or forwarding information i.e. any changes in work schedule duties, discussing with us training opportunities and change in staff meeting times.    
Witten Communication is essential when working alongside children for example, parents that call the office normally leave messages to pass on to their children or their teachers. So receiving any form of information, we do tend to write down any information given as it does get very busy in our work environment. My employer demonstrates good practice when taking messages i.e. writing messages on the notice board in the staff room, in the office, and if members of staff are not in the building a text message is sent to keep them updated. Writing additional information on the staff’s notice boards and calendar supports us in remembering appointments, things needed to be done on particular days, and children and colleagues that are absent. No lack of communication is accepted as it makes the place of business look unprofessional. So it’s our duty as employee’s to comply and maintain the routine of our written communication as a team. We also need to look at our staff emails daily to see of any amendments on future dates for example extra curriculum, trips, sport activities, and assembly. This is another example on written communication although this way sometimes can seem a bit slower than other translation. You might have an issue with your mobile, computer, or internet, it does have its pros and cons but these are all brilliant types or communication (Berger Jonah 2013 journal of customer research). My employer’s written communication is very effective and has a good technique of getting his message across. Setting up meetings, doing presentations regarding what we need to practise then implement into the school, preparing inset days with helpfully academic exercises to help improve our performance in class. These are all set up by confirming future events via email, newsletters, and reminder via notice info board. Using this channel of communication I personally find this effective. But most colleagues prefer to converse via email to receive basic information, letters, reports, or to have an informal discussions with their employers (Linjuan Rita Men 2014) I work as a TA in a primary school, and the teachers and TA’s have a WhatsApp group that helps us to share each other’s ideas, future activities reminders, and inform each other of any cancellations on class outings. 
Face to Face communication has been researched to be one of the most effective communication channels when communicating with your employer, as well as communicating with other members of staff. With the right approach having a FTF (face 2 face) with your employer leads to better clarity in translation. With this channel you see facial expressions, body language, and gestures. With my employer we do have face 2 face meetings as a group but not on a one to one basis. This could be improved in my work place, as employees we do value our providers professional opinions and feedback on appraisals. This would help with self-improvement when facing future opportunities. This is best for adopting employee’s engagement (Mishra Karen, Boynton Lois, Mishra Aniel 2014) engagement with in the work place builds a positive relationship between co-workers and trust between each other (Woocheol Kim 2012). My employer and I have a good relationship, we share any concerns that we have regarding the children’s education, behaviour, or important information is given face 2 face. In the past I have come across a great deal of lack of communication in my place of work. I’ve had an issue with a member of staff, who wrote down an important message for me, but forgot to pass the message on. This was happening quiet often (which is un-professional) so management had to call a meeting regarding lack of communication, and stressed how important it was for messages to be passed on verbally or written. But the same problem continued to arise, so I asked my manager to have a face to face meeting with that employee. I think my manager should have approached that member of staff from the start regarding information not being passed on, considering it continued to be the same person. The same situation probably wouldn’t have happened again if the manager spoke to that employee face to face. 
Oral Communication is another everyday channel of communication, whether it’s talking to family and friends or conversing with employees. When we speak to our employers we tend to use oral communication in a formal way with employees, but with friends and family it’s comes across as informal. When having a discussion with your employer using the oral communication channel it makes the conversation personal and clear on what has been spoken about. Oral communication in my employment takes place every day throughout the day. For example, having small class room meetings regarding all the lessons taking place that day, every morning my employer holds a staff room meeting before school starts, and having a discussion one to one about children reports with the Educational Specialist. Having internal meetings helps making communicating easier with no confusion or distractions. You’ll be able to see emotion( non-verbal communication). Also do presentations help with oral communication? Recent theories look at getting your words across orally in presentation is an effective channel. Most employers wish for their work force to have this as a skill which will help with confidence. Doing presentation as students develops their communication skills, but presentation can sometimes make people apprehensive (Journalist Shanahan Dan 2013 High Oral Communication Apprehensive) however, there are a few activities that could improve your oral communication skills. By doing a group presentation should help build confidence within oral communication but using this method doesn’t seem to be as effective (Jackson Denise 2014 The International Journal of Management Education) my theory is being confident in oral communication does help when doing a group presentation, but I think it’s something you would have to do quite regular in order to gain that complete confidence.   
Non-Verbal communication is something that I use in a professional and personal manner every day. Using my facial expressions to indicate to people that I understand, feeling confused, or smiling showing that I am generally happy. If I have been asked by my employer to come to his office to have a chat, and he has a smile on his face, I would feel that it’s nothing serious. If he were to frown and his tone sounding serious and had sharp eye contact then I would feel nervous. For example when attending an interview your communication should come across clear and relevant. Make eye contact, sit up straight, look interested, and smile. These are a few of the main non-verbal contacts that would help when preparing for an interview (Doyle Alison 2018) having this skill will leave the employer impressed and might make you a desirable candidate. When I attend training days I take notes. While taking notes I also use non-verbal communication that indicates to the trainer that I fully understand what they are explaining, by nodding and smiling with body language shows that I am an active listener, I am focused and interested in what is being relayed ( Matsumoto David 2013 Nonverbal Communication) with saying that when preforming a presentation you have an audience that gives you all different types of non-verbal communication that you might find daunting. But sometimes not everybody’s non verbal communication will come across clear.  
[bookmark: _GoBack]Analysis verbal communication is only one part of communication that is effective when not misinterpreted. Making sure you’re connecting with that person and have the right tone when talking on the telephone. Also taking down notes while speaking so as the recipient you are clear on what has been sent to you. With verbal communication you need to speak with confidence. Written communication such as taking notes, sending emails, and writing reports will help when you need to look up something pacific or use the written information as proof for something having notes will help for future purposes. Face to face communication is very effective as it is personal and can be one to one, and you get to see the person’s character which could make it easier for both parties to express more in conversation. To have a Face to face you need to take time out and schedule to speak with employees, this will show your employees as the manager that you are valued as an employee. So this being implemented more into workplaces will put in place employees satisfactory. Transmitting Oral communication should always be formal while dealing with employers, this is seen as being respectful and professional. Speaking informal would be talking with friends and family. Non-verbal communication is using gestures i.e. handshake, facially expression, thumbs up, hugging etc. this is something everyone uses, along with verbal communication. Myself I tend to talk a lot with my hands and have mixed facial expressions when talking to my peers.      


                                                                   References
Berger Jonah 2013 Journal of customer research
Doyle Alison 2018 Non-Verbal Communication Skills
Jackson Denise 2014 The International Journal of Management Education
Linjuan Rita Men 2014)
Matsumoto David 2013 Nonverbal Communication
Mishra Karen, Boynton Lois, Mishra Aniel 2014)
Morgan Peter Communicating effectively
Rocci Andrea verbal communication is the main structure of human language
Shanahan Dan 2013 High Oral Communication Apprehensive
Woocheol Kim 2012 



 


conversing with close colleagues, friends, and family. One an everyday basis we tend to speak more informal than formal. 
 
         


