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In this assessment I am going to be talking about effective communication skills and I am going to be showing my understanding about their types, I will explain how they are useful in the workplace.


Types of Communication

What is communication? Act of transmitting information in the broadest sense of the word including thoughts, ideas and emotions.
Verbal and non-verbal communication skills, are the two main types of communication skills, and it is the way people expressing themselves by words and moments. Both verbal and non-verbal communication is really important and can say different things.

Verbal communication – It is the things we say - use of sounds and words. For example at my work place I need to speak to a manager if I got any questions about courses or my students, as well I use verbal communication when I am trying to contact my students by calling them on their mobile phone, or when students coming to my office then I speak to them face-to-face need to know how to use right voice tone and speed of speech to be understood.
‘As a professional, you must make effective use of your language skills and improve your abilities to interpret other people messages.’ (Robinson and Robinson 1982) concluded that if speakers are to be consistently efficient at conveying verbally their intended meanings to listeners, they must understand that intended meaning may not be fully conveyed by a message and that many factors can lead to a listener’s failure to understand what a speaker means. (A. Maund; M. Schriek; P.K.Tinkler 2017)
Non-Verbal communication – It is the things we don’t say - includes gestures, facial expressions, and body positions (known collectively as “body language”). – My used body language at work is mostly smile as face expression because I always want to give kind approach and straight standing or sitting as I have to look smart. Any other non-verbal communication is our movements what we show to our students or our colleagues by using our hands, fingers for example needed form or where those files at, as I work inside of the office. As well non-verbal communication can be written, I use it a lot for applications, or filling any other needed forms.
‘The literature provides considerable support for the effectiveness of nonverbal communication as tool for conveying thoughts, attitudes, perceptions, and meaning. Research indicates that about 55% of interpersonal messages are conveyed nonverbally.’ (Lavan. 2002). (A. Maund; M. Schriek; P.K.Tinkler 2017)

There is another type of communication that is called written and it is really important in the most of the workplaces, especially business. 
Written Communication - type of interaction that makes use of the written word. It is one of the two main types of communication. Written communication is very common in business situations as I mentioned before, so it is important for small business owners and managers to develop effective written communication skills. 
Some of the various forms of written communication that are used internally for business operations include memos, reports, job descriptions, employee manuals, and electronic mail. Examples of written communication avenues typically pursued with clients, vendors, and other members of the business community, meanwhile, include electronic mail, Internet Web sites, letters, proposals, telegrams, postcards, contracts, advertisements, brochures, and news releases.
What is an effective communication? Is a communication between two or more persons wherein the intended message is successfully delivered, received and understood. In other words, the communication is said to be effective when all the parties (sender and receiver) in the communication, assign similar meanings to the message and listen carefully to what all have been said and make the sender feel heard and understood. 
[bookmark: _Toc456901517]The effective communication includes not just the way you use the words but also covers several other skills such as, non-verbal communication, ability to understand your own emotions as well as of the other person with whom you are communicating, engaged listening, ability to speak assertively.

Communication in the Workplace

Why is it Important to have effective communication in the workplace?
Effective communication in the workplace is very important for companies to work efficiently and be productive. Employees can experience increased morale, productivity and commitment if they can communicate up and down a company’s communication chain. Employers who spend time and energy to create open communication lines will quickly create trust among employees, resulting in productivity, performance and overall morale. At the same time, employees who communicate effectively with their colleagues, managers and customers continue to be valuable assets to a company. 
For example at my work, I work as marketing officer at ‘Elizabeth School of London’, it is an agency company who helps students to find the right course and university.
 At my work it is really important to have effective communication, as we getting people from many different countries same as our staff, sometimes we might need help from each other as anyone might know more about students from their country. I think employee satisfaction can be very much dependent on their having a voice and being listened to, whether it is in regards to an idea they have had or about a complaint they need to make. Consolidated communication lines should enable everyone to communicate freely with their colleagues, peers and superiors at any level. Sometimes we shear our made advertisers or help each colleague to make them if help is needed. Our team got group chat on ‘Whatsapp’ application on mobile phone and we use it for any kind of questions we have that has to do something about work. 
We also getting diplomas from students from different countries and we need to check what level is it here in England so we can see what courses there are available for students and provide right information. We do all applications so it is really important that we don’t make any mistakes as after we need to send it to Admins to confirm it and students need to get emails about interviews. In this company written communication is very important especially at this year 2020 as we got COVID-19 situation, we have to work from home. So all interviews with our school and universities is going through online platform. It is really important to speak clearly that everything would be understood from both sides. Before COVID-19 we used face-to-face communication. Students have been asked to come to the office for English tests, or to do applications such as with universities or student finance.
 As I mentioned before it is really important to have effective communication not only with colleagues but with students as well as this company represents Universities around London, Manchester and Birmingham, we need to look and speak professional with our students. We need to make sure everything is explained to them into the smallest details, and all their questions are answered.
Poor communication in the workplace will inevitably lead to non-motivated staff that can begin to question their confidence in their skills and organizations. For example in my work if our team would have poor communication work would be barely moving farther. At this company everyone is doing different things, many colleagues represents different university, or responsible for bookings, or student finance applications or anything similar. If the message we sending wouldn’t reach receiver and it wouldn’t have right information, it would be counted as work had been not done and we would have to do it again or might even miss place for a student. 
As marketing officer I get targets a month, if I won’t reach it might affect my workplace or my payday. As we got this COVID-19 situation it had been very busy and difficult time to anyone who works in my company. I already had problems at my first month as I started working after 2 weeks all this country have been in lockdown. All my students had problems with bookings for tests, as communication been poor with one of the admins as it been difficult to communicate only through online. Our online platform is really bad we should change it, because everyone had this problem when this platform logs them out of it. 
Our job is to get people into the courses while places are still empty and here is over 100 colleagues working at this company, places getting filled up very quick. As I had communication problems at first months, I kind of lost motivation for this work, it was really hard for me as I just started to work and I wanted to get recommendations so I can get more students, but I couldn’t because of poor communication with an admin and all this COVID-19 situation. Until this day I don’t know whose fault is it and I won’t blame anyone as it had been very hard time for everyone and it wasn’t only me from this work who had this problem. Anyways I am happy to be working in this company with all this friendly staff and be able to still provide our services from home as many people lost their workplaces. 
I would improve only one thing at this moment at this job which is our online platform. I tried another online platform with this ‘University of Wales Trinity Saint David’ which is called ‘Microsoft Teams’ connection was way better and admin of conversation was able to show slides to the whole class at this case it was teacher teaching us from home. I hope soon everything is going to be over and our team will go back in the office to work there as usually.  

Conclusion
‘Communication Climate reflects communication on both the organizational and personal level. On one hand, it includes items such as the extent to which communication in the organization motivates and stimulates workers to meet organizational goals and the extent to which it makes them identify with the organization. On the other hand, it includes estimates of whether or not people's attitudes toward communicating are healthy in this organization.’ (Clampitt, P.G. and Girard, D. (1993) ).
The way people express themselves can mean a lot in the workplace, and most of the time if its good communication, it becomes to effective and effective communication lead into reaching your goals at the most of the workplaces.
[bookmark: _GoBack]‘First, job satisfaction tended to be highly related to the communication satisfaction factors (Pincus, 1986; Avery, 1977; Nicholson, 1980). Personal Feedback, Communication Climate, and Supervisory Communication were the dimensions that tended to have the strongest correlations. Second, most employees were inclined to express the greatest satisfaction with the Supervisory Communication and Subordinate Communication factors and least satisfaction with Personal Feedback. Third, all the dimensions were perceived as having an "above average" impact on employee productivity (Clampitt & Downs, in press). The Personal Feedback factor was perceived as having the most significant impact on employee productivity while the Co-worker Communication, Media Quality, and Corporate Information factors had relatively lower impacts. Finally, the communication satisfaction instrument has proven useful in a wide variety of different organizations and with many types of workers’ (Downs, Clampitt, & Pfeiffer, 1988).  ((Clampitt, P.G. and Girard, D. (1993))
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