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           Communication and communication at workplace

                                   Introduction
   Communication plays a vital and efficient role in workplace. It is the art of sharing information from one person to another person or a group of people. Communication is very important in sharing ideas managing a team and much more in workplace. Good communication helps to success in career and also helps to build better network.
 The purpose of writing this report/essay is to define communication with its types and analyse communication in workplace plus what are the barriers and how to improve it at workplace.
                                Communication
  Communication is defined as: “Communication is the process of passing information and understanding from one person to another.” In simple words it is a process of transmitting and sharing ideas, opinions, facts, values etc. from one person to another or one organization to another.
Reference: Quora.com

In another definition it is defined as: Communication is the process by which information is exchanged between individuals through a common system of symbols, signs or behaviour. 
Reference: Merriam-Webster
                            Types of Communication
 There are five types of communication.
1. Verbal 
2. Nonverbal 
3. Written Communication
4. Formal and Informal 
5. Visual Communication
                                             Verbal
Verbal communication can also be called as Oral communication. In very simple terms, any communication that happens orally between people is known as verbal communication. The objective of such communications is to ensure that people understand whatever you want to convey. Because of its very nature, it is quicker and more precise then email. For good verbal communication use of simple words are important to understand message.
                                         Nonverbal
Nonverbal communication is defined as:
Facial expressions, gestures, hand and hair movements, body postures all constitute nonverbal communication. Any communication made between two people without words and simply through facial movements, gestures or hand movements is called as nonverbal communication. In simple form, it is not express in words but simply expressed through body expressions. If a person has headache, he/she will express by putting his/her hand on his forehead to communicate his discomfort, this is an example of nonverbal communication. A patience can tell pain to doctor with body moves is also an example of nonverbal communication.
                         Written Communication
Written communication means writer write down their thoughts, ideas and facts in a manner which makes their thoughts clear and comprehensible to the reader. In another definition written communication means the sending of messages, orders or instructions in writing through letters, circulars, manuals, reports, office memos etc. it is a formal method of communication and is less flexible.
                        Formal and Informal
    Formal communication refers to official communication which can be emails, letterheads, memos and reports etc. 
It is simply one where there is nothing official and also known as Grapevine communication. There is no specific channel of this because there is social media involve like Sms, WhatsApp used by the people.
                          Visual Communication
  Visual Communication includes signs, maps or drawings as well as colour or graphic design. Visual aids help to remember important topics and give audience something to look and help to convey the message being presented. Examples of Visual Communication includes conferences and trade shows, websites, social media post and meetings etc. In this modern era video calling presentation are the best examples of visual communication.
Reference: Inc.com, Marketing91
                    Communication at Workplace
 Communication plays a vital role in workplace. Communication helps to achieve goals and give you success in workplace. Different types of communication skills use in workplace to communicate between the colleagues.
     I am working in security industry as a supervisor and different types of communication tools we are using in between company and clients as well with colleagues. The communication tools using in our industry are emails and mobile phone.
                                            EMAILS
    Emails are best tool of communication in between clients and team mates. Our company use write emails to communicate with clients and employees. Company transforms its message to the client in effective way and client reply back to company with its feedback. In this modern era company can give message to one person or more very quickly and also deliver longer message with an attachment. As a small company email helps to solve problems of a customer as a result company and employee achieve their goals in less time. Emails have some advantages and disadvantages.
                                    Advantages 
  Emails have several advantages and one of the biggest advantages is fast communication, emails helps to communicate fast and delivery of the message to another person or group of persons quickly and effectively. Emails reduces time zone and geographic barriers and company can write message to a person when he/she is working remotely and deliver to more persons even they are not working in same place, so reducing geographic barrier and delivery of message in less time. One the best feature of email is automated message handling, in email software can send message such as reminders, newsletter without any command, and also email reply automatically in your absence when you are on holidays. Emails helps to increase the efficiency and productivity of work in less time and helps to solve the problem.
                                 Disadvantages
  Like advantages email has some disadvantages and one of the disadvantages is lack of interaction in between clients and customers. Company use to write emails to their clients and they can’t meet for a long time so lack of interaction with each other. Another disadvantage is more difficult to reply when information is overloaded and your inbox is full of emails. Sometimes you cannot concentrate on important emails due to overload and cannot reply to client on time. Another disadvantage is when emails are too long and difficult to understand and message not conveyed properly due to language barrier. Targeting too many people is a problem in email, when targeting many people sometimes you miss names you want to email and message not deliver to important client and it will cause problem and relationship with the clients will also effect.
Reference: Cron.com, Staff base.
                                Mobile Phone 
    Mobile phones are one of the fast and best communication in our work place. Calling with Mobile phone helps to deliver the message more quickly and effectively. With mobile phone message will deliver with video call and text messaging hence communication becomes fast and interesting. It is because of mobile phone we communicate at any time and any place without time and geographic barriers. Mobile phones help you to communicate in emergency with your employees and clients and solve of problem in less time.
                                       Advantages 
    Mobile phone has lot of advantages in communicating within workplace or outside, one of the advantages is that with mobile phone give indoor and outdoor coverage and call to customer easily inside as well from outside the company. Roaming is also good advantage and helps to stay connected from one place to another with customers and employees. Security is also a great advantage in mobile phone providing by networks, so with security with data is secured and no access to other persons. Mobile phones are cost effective because of wireless connectivity no need of wires, cables and hence its cost reducing and less expensive. Mobile phone makes communication speedier and within minutes company can communicate its message to client and employees with no interruption. Accessibility with mobile phone is great, without wireless technology a person can move anywhere and talk freely. With mobile phone there is constant connectivity in emergency with quick mobility.
                                  Disadvantages  
   Mobile phones have some disadvantages and one of the disadvantages is network problem, sometimes when a person has no network, he/she cannot connect call to another person hence bring problem in communication and sometimes connection disappear while talking to another person and it causes disturbance and problem in delivery of message. Mobile phones have short memory and cannot store large data like heavy files, photos and videos. While talking on mobile phone battery is another problem and if battery is not charge mobile problem will power off and again it causes problem in communication. In mobile phone receiving of spam calls and message is another disadvantage and it also disrupt communication. Mobile have small screens and it will not show proper data like on video calling, a person cannot see proper information on video calling due to small screen and message cannot be delivered. Mobile phones cause health problems because of its sensitive rays its effects health and a person having hearing problem also effects communication.
               Barrier in communication at workplace
  Barrier are the problems in communication at workplace. There are many types of barriers in communication and one of the barriers are physical barrier i.e. poor instrument and bad network, in a company if there are old instrument like computers and mobile with bad network then it’s a big barrier in communicating with clients. Another barrier is bad attitude in communication, nervousness and bad behavior also effects communication and also effects relationship with clients. Language is also one of the big barriers in communication, in a company there are different people with different languages and a person cannot communicate properly if not known to other person language and difficulty in delivery of message and communication. Physiological barrier also create problem in communication. A person has health condition like hearing and eyesight problem create in delivering a message to another person. Information overloaded and also creates problem in understanding message, too much information like long emails and long text cannot deliver message properly and a big barrier in communication. Cultural and social values with different religion values also create problems and barrier in communication. Last but not the least jumping directly to conclusion is also a barrier, sometimes person shorten its message and jumps directly to conclusion creates problem in communication.
      How to Improve Communication at Workplace 
   There are different ways to improve communication at workplace and one of the ways is to be friendly with your client and employees, more friendly you are with your client more effectively and easily delivery of message. Another way is to use simple words with client so it is easy for to understand the message for them. Coordination and dialogues with clients help to improve communication at workplace, two-way communication and coordination always helps to improve communication and solving problem at workplace. Video call also improve communication at workplace where your client is working remotely and you cannot talk with him/her face to face and communicate message more effectively with video calling. Proper command on subject also improves communication, if a person has full command on subject then he will give proper message to another person and communicate properly and answer to question effectively.
                                     Conclusion    
  In this report focused on communication, definition and types of communication, communication at workplace and barriers of communication at workplace and how to improve communication at workplace.         Communication is delivery of message from one person to another person or group of people by using different channels and different ways. Communication plays an important role at workplace in delivering message. Message can be delivered by using different types of communication. At workplace deliver of message through verbal, nonverbal, written communication in form of emails and text messages, formally and informally on office memos, with reports and using visual communication like videos and presentation to a person or group of persons. 
 Every workplace has different modes of communication, in my company we use emails and mobile phones to communicate with clients and employees and company find best way of communication with these two channels, though there are benefits and disadvantages with emails and mobile phone but still best way to communicate between clients and employees. Barriers create problem in communication at workplace and discussed few barriers like language problem, network or old machinery problem, health problem like hearing and eyesight, cultural and social values etc., these all barriers create problems in communicating but we improve our communication at workplace by friendly relationship, using of simple words having full command on subject and coordination and good relationship with clients.
 In last conclude that effective communication is very vital and important to achieve goals and objectives at workplace. Good communication helps to improve our business standards and helps to build up relationship with clients.  
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