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The purpose of this report is to discuss the types of communication within a workplace, based on personal experience, with positive and negative examples of communication, applying theory and how it can be improved with employers and employees.

With so many ways for employers and employees to communicate with each other, there comes a decision that all are challenged with, how do they communicate effectively? 

With a variety of ways to communicate, people often struggle to find the words they need to express how they feel at work effectively, which leads to relationship breakdown in workplaces, and in turn can have negative impacts on a business.
In most workplaces there tends to be two separate groups, first there is management that consist of managers, assistant managers and supervisors and secondly there is the employees, with personal experience in mind, there always seems to be a system, that keeps the management from really communicating with the rest of the team, often, team meetings are called to discuss work matters.
In these work meeting it can be hard to communicate effectively as there are a lot of things to consider with other comments or judgment from fellow colleagues, also so many people offended so easily it’s hard to know what and when to say something. 
Group chats made on what’s app are made so everyone can message the group and the whole work force see it.
A lot of people find it easier to communicate over text as you have loads of time to word things correctly and avoids long unwanted phone calls getting straight to the point, According to a blog on good therapy by Zawn Villines it says, “Pew Research Centre, 72% of teenager’s text regularly, and one in three sends more than 100 texts per day.” This shows that among young people it is more desirable to text and this is definitely coming across into more adult lives as they need to keep up as evolution goes on with the communication world.
Generally it is found that individuals who prefer to text may be more uncomfortable with in person communication, it is easy to escape communication when it comes from text because you can just ignore the message until it suits you to read it, but when it is a face to face verbal exchange some people tend to close and stiffen up with nerves taking over often leaving them speechless.

Workplaces have people who only talk when it is necessary these types of communicators only tell people what they should do, point out negatives and disregard others feelings to the situation, these can lead to poor coordination in the business along with high stress levels and unhappy employees which leads to unhappy customers and workplace gossip.
It is easy to improve this with just generally talking and being more present. Talking to colleagues more develops better relations and you find common ground talking about your interests and hobbies.
When colleagues have a good relationship, their communication skills become a major step to building a great team continuing onto better problem solving and employee morale.
Even with the best of communication skills among individuals and groups, it is often hard to have everyone share the same point of view, an article on Harvard extension school by Marjorie North says “Even when you understand your communication style and those of your colleagues, you will occasionally experience conflicts and misunderstandings, particularly among groups. When problems emerge within a group, you may need to turn to the team for help in finding a solution.                          
Try organizing a group discussion. This requires good communication, of course! Send out an early agenda, express the purpose of the meeting up front, frame the decision making with key questions, and clarify the leadership. During the meeting, follow these four steps:
Identify the problem. After all, you can’t solve a problem if people don’t think there is one.
Ventilate feelings. We all need to be heard. Be sure that everyone has a chance to share how they feel about the particular issue at hand.
Describe the problem. Does everyone understand all the complexities involved?
Develop solutions. You might want to propose several possible solutions. Discuss all the options and then narrow them down to the best one.”            These are a perfect example of how to solve a problem in a group, allowing everyone to share their point of view discussing the pros and cons to the problem and finding a solution that everyone is satisfied with.
When in a leadership or management position, you have to communicate in many ways with different types of people, as a manager you may have to give some members of staff negative feedback or some like to call it constructive criticism towards a task or a request they did not follow correctly, it is already hard to tell someone they did not do well, but to make this a more smooth operation ensure your staff member is in a private, comfortable and non-threatening setting, making sure you are giving clear feedback and reasoning with the issue you had.
Having to take negative feedback is hard enough for an individual, so being in a private/comfortable environment to establish a common connection between both parties to converse in an adult manner, when challenged on the other side of negative feedback it is imperative that you do no become over defensive or argumentative, feedback should be seen as a positive because it’s a way for you to learn from your mistakes, although its negative feedback a good leader will ensure you feel like it’s a lesson being learnt, but as a leader if you do not communicate correctly it can been seen as being singled out and/or scrutinised.
Along with verbal communication there is also the use of non-verbal communication, the use of body language and hand gestures are also very good tools of communication if used correctly. When two people communicate face to face, there is said to be hidden messages in your body language, facial expressions and hand gestures, so you could be saying one thing but all the other variables could be saying something opposite. Hand gestures play a role in all face to face interactions as explained by Jeanne Segal, Ph.D., Melinda Smith, M.A., Lawrence Robinson, and Greg Boose on helpguide.org “Gestures. Gestures are woven into the fabric of our daily lives. You may wave, point, beckon, or use your hands when arguing or speaking animatedly, often expressing yourself with gestures without thinking. However, the meaning of some gestures can be very different across cultures. While the OK sign made with the hand, for example, conveys a positive message in English-speaking countries, it’s consider offensive in countries such as Germany, Russia, and Brazil. So, it’s important to be careful of how you use gestures to avoid misinterpretation.” In the same article they also say “Body movement and posture. Consider how your perceptions of people are affected by the way they sit, walk, stand, or hold their head. The way you move and carry yourself communicates a wealth of information to the world. This type of nonverbal communication includes your posture, bearing, stance, and the subtle movements you make.” Sometimes it is very hard tell from these signs but most of the time these movements and gestures still have a big impact and play major roles is all communications throughout all cultures.
Moving on to digital communication in a workplace as a business you would need to use many types of technology to contact without these some businesses would fail immediately but all businesses now use all sorts of online communication. Online video meetings are a great way of having business gatherings without the use of a conference room, or even being in the same country this takes communication to all new heights as we essentially have face to face communication over the world wide web. An article by Chris Jackson talks about the advantages and disadvantages of online meetings, in his article he says that,” According to a business entrepreneur, time is precious and similar to money. So time is very important in every sector for the great success. If one can save time and make use of the same for productive purposes, one is saving money.                                                                      By setting up an online meeting, it saves plenty of time. For instance, it can be considered as a method of time management to avoid a business trip. Online meeting can be organized at anytime and anywhere. The only thing that requires for the meeting is internet connection.” With such an easy way to be in contact with business professionals you can see why having an online meeting is effective, time efficient and money saving so it is clear why you would choose this option.
There is also visual communication, this is usually signs, maps and drawings, and these normally compliment and reinforce verbal communication. For example, you are doing presentation and you use slide shows as visual aids to help present the subject at hand, a graph or pie chart is a great example, as you could use one of these in a presentation and with the use of a pie chart it could easily help describe how things are broken down.
In conclusion communication in a workplace comes in many shapes and sizes and is easy to misunderstand at times but as long as you and your work team have a good open communication system in place, so everyone can openly express the concerns or share their ideas.   
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