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Communication is the exchange of thought, information or ideas that results in mutual understanding between two or more people(Griffith and Dunham,2015,p.47). There are two ways In which communication can take place, verbally and non-verbally. Verbal communication involves the use of speech and written words or sign in sharing of information or ideas. While non-verbal communication  is the transmission of ideas and Information without the use of speech or written word , but with the use of expression and  gestures. Body language or facial expression are examples of non-verbal communication. Very little communication takes place in isolation(Morgan,2017,p.245).But in the workplace, where there are employees and the employer, communication is very vital. 
         In an organisation, an effective communication is used to maintain good working relationship between employees, as well as with the employer, and this enhance productivity. Ability of an employer to communicate in a way that ensure information are received and understood by the employees, and also the employee having received the messages, and then  give a feedback to the employer shows an  effective communication process. Good communication enhance effective team work between employees. A team of employees without good communication between them will not function as a team. Griffith and Ethan (2015) written  that “ team can achieve extraordinary result, but they also deteriorate in an ineffective and I mobilized group of frustrated individuals”. This report contains  how well my employer perform at communicating within my workplace and how workplace communication and employers performance can be improved.


I work as a supervisor for a cleaning company  named ABX facility company.ABX as an organisation with a large number of employees needs information to be delivered to there operatives in a way they would understand. The supervisors are acting as the communication link between the managers and the operatives .Both verbal and non-verbal methods of communication is used on daily bases .
   














   
  Verbal communication. 
as a supervisor, my manager passes information or instructions to me using communication Channels like Mobile telephone, Email, Memo or letters. It is my duty to decode this information, and as supervisor I make sure it is been passed on to all other operatives in a way they would understand. Relating to shannon-weaver mathematical model,1945, my manager is the is the information source, having encoded the message he intends to send, he will call me on my phone to relay the message to me or send it as an email which is the channel used, when I receive the message , I have to decode it and understand the purpose of the message. Then I have to pass the information onto the team leaders of various group of operatives to pass the information to members of their teams. Meaningful communication takes place when the receiver accurately understands the message transmitted by the sender Griffith & Dunham(2015,p.48). In other to ensure all operatives understand the message, the feedback follows the same process. I get feedback from the team leaders and I give the feedback to my manager, either by calling him back on his mobile or by emailing him because communication is not complete if the receiver of the message does  not give feedback to the sender. The communication between the supervisors and the managers  is more common with the use of email. An email address is created with the company's name for all supervisors, where information that are vital to job are  been sent. If there are jobs needed to be done in any of our sites, or if the company’s  client lodge a complaint about jobs not be done by our operatives in any of our sites, these complaint are always sent through an email to the managers, which sometimes accompanied with a picture evidences . Then manager decodes and understand the complaint, then he forwards it to relevant supervisor through and email to go their and investigate .
              Mobile WhatsApp : A WhatsApp group is been created by the managers for the supervisor and the managers to be able to have an easier and quick communication regarding the work. this channel of communication between the supervisors and the managers has really yielded positive results in satisfying the clients needs. It is quicker and it enhances team work between the supervisors. If any supervisor is having an issue with materials in their sites, asking other for assistance on the group chat makes it easy  for the situation to be quickly resolved. 
     The use of Tool box stock : This is another communication channel used by my employer to communicate with the operatives within my workplace. A toolbox stock is a post incident  briefing document that is normally given to all operatives to read and sign if an accident or incident happens to one operative in the course of doing there work. A tool toolbox stock: This contains information on what accident or incident has happened, where and the time it happened. It also contain how to prevent such accident from happening to any operative again. A signing page is always attached, this is where all operatives have to sign to confirm they have read and understood this information the management has passed onto them. This is then taken and submitted to the manger for feedback.
     According to Morgan(2017), “your ability to communicate in a way that ensure the message you are trying to pass across is understood in the way you intend, is critical to being able to perform well in nearly any role at workplace”. As a supervisor ,briefing operatives that are new to the site on what task they are to do and also familiarizing them with the site including health and safety procedures are part of my job. All these has to be done by verbally communicating with operatives describing in detail what they need to do in other to work safely.
              At ABX facility company, operatives work in teams, and some individual are chosen as team leaders. According  to Griffith & Dunham(2015), “as team members work together to understand problems and manage projects, hundreds, if not thousands of verbal comments are exchanged”. But the ability to communicate effectively can enhance effective team working. That’s why every  team leader are been given a mandatory site person in charge trainings which includes training on how to communicate  effectively with there teams. For an effective communication between the employer and the employees, all ABX employees  are given mobile phones, this is used strictly for every work related activities such as booking on and off the sites , the  mobile phone is used to communicate with the supervisors on work related issues such as reporting absent and booking of holidays. These can be done either by verbally communication with the supervisors or by sending texts messages.  




Non-Verbal communication : 
As verbal message are being communicated, an equally important process of communication is taking place on a non-verbal level(Griffith & Dunham,2015,p.49). Verbal communication is the most common method I use to pass information across to the operatives am supervising, either by physical conversation with them or through mobile phone. But there are  operatives from different ethnicity backgrounds, people whose first languages are not English. Briefing them is very challenging, so I have to use nonverbal method of communication to complement my verbal communication with them. I use facial expression and body gesture in a friendly manner to explain the task to them .Base on what  Morgan(2017) said, that what we do with our head, our arms and our hands adds to other's interpretation of messages that we give.
          My employer are  not doing  well in communication directly with the employees. When it comes to the managers having a direct communication  with the employees, there is always a breakdown in the manager communication with the employees because employees are not given chance to Express their view regarding the work. Managers do not come to the site to see how the staffs are doing and how employees welfare can be improved. On so many occasions the company's Client has made complaints about the job and the management made decisions without communicating with employees who are on site . Listening is part of communication, it is not the same as hearing. The most important thing you can do for anyone else is to take the time to listen carefully to what they are saying. Communication skills such as listening and assertiveness, help make  information processing more transparent (Griffith & Dunham,2015,p.51). Operatives are not happy  to be committed to the work because they feel they are not been listen to by the management. 
How work place communication can be improved.
 Communication break down in the work place can have negative effects on employees ability to work as a team. Therefore measures have to been taken to ensure that there is an effective communication with the workplace. 
          Offering full focus during communication with anyone at workplace can enhance effective communication , during a conversation, in a meeting or during conferences,  a full focus shows that you are actually interested in whatever information is been conveyed. In addition, taking time to listen during a conversation within a group or with someone is an effective way of communication, don’t try to do all the talking , give people chance to talk and listen, do not interrupt . Try as much as possible to master your body language in other not be misunderstood.  Employers should always encourage employees to share their thoughts regarding the job, and be open to feedback from the employees. And finally, a free telephone line should be created where employees can speak to the directors of the company so that they can be listen to. 









Conclusion 

         In conclusion, The importance communication of can not be overlooked in the workplace. Communication plays a very vital role in building good working  relationship and it helps the team to over come work related difficulties. Our voice tone and our body gestures can effectively be used to convey messages in way we can be able to work with each other without  creating any conflict. 
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