
Samantha Williamson
Effective teamwork and employability skills.
Dr Gregory Cowan
180807





Contents page

Summary Pg. 3

Introduction Pg. 4

What is communication? Pg. 5-7

[bookmark: _GoBack]Employee and employer performance, my work experience’s and how work experiences can be developed through use of effective communication Pg. 8-10

Conclusion Pg. 11

Reference list Pg. 12

Bibliography Pg. 13
































“Based as much as possible on your own and /or friends’ real life experiences discuss how well employers perform at communicating. Using your findings and what you know from theory, reach some firm conclusions as to how workplace communication and performance of employers can be improved.”


Summary 

In this essay I will report how managers in the past have communicated with me at work. This essay will also discuss the impact management communications have had on my performance. Lastly this document will repot how different forms of communication can be used to enhance employer and employee performance. By using examples of my own experiences and research, this essay will show why effective communication is important within the workplace. 




















Introduction

Workplace communication is vital in order to perform at a high level. Through my own work experiences, I have developed and been able to recognise various communications styles. It is vital for managers to develop good communication skills in order to perform at their best.





























What is communication?

There are four styles of communication. Each style represents a different way to communicate. Understanding styles of communicating is necessary, to understand how a manager should communicate in the workplace. 

Analytical communicator - A person who is an analytical communicator, will discuss various things but will want to back up what’s said by factual evidence. 

Personal communicator - A personal communicator is someone who pays close attention to other, and also listens well. A personal communicator Builds relationships well with others.

Intuitive communicator- A person who is an intuitive communicator likes to focus only on the end result. Mostly missing important information which can result in failed results. This type of communicator fails to pay attention to detail.


Functional communicator- A functional communicator will look at all necessary parts of a discussion and analyse everything in order to reach a conclusion. They can be seen as quite boring people (YouTube, 2017).





Communication can be described as a continuous process, which is active and has no limitations (Burton and Dimbleby, 2002 p. 3), this can be both verbal and non-verbal. In order to be classified as an effective communicator, one must be completely understood, thorough, clear, precise and use suitable verbal and non-verbal language (Maund, 2017 p. 47-59).


Communication is the way in which a person can relay information thoughts and ideas that result in an understanding with all parties involved (Maund, 2017 p. 47). Communication can be broken down into two main categories, non-verbal and verbal in order to effectively communicate. These two main categories must be understood and performed by employers and employees, in order to have successful work communications. “Verbal and nonverbal communication among group members defines much team life” (Maund, 2017 p. 45).
.

Communication can be identified in two ways:
Non-verbal
· body language
· facial expressions
· hand gestures   
· Listening 

Verbal communication:
· Speaking
· written
(Maund, 2017 p. 67-69)


The technical definition of non-verbal communication is “communication other than written or spoken language that creates meaning for someone”. (Ivy & Wahl, 2014 p. 5) cited in (Maund, 2017)  
An acronym to recognise non-verbal communication, through non-verbal body language is SOLER:
Square to face the person speaking
Open when actively listening, do it with your arms uncrossed
Lean lightly lean forward to show interest and listening
Eye contact look directly at the person who is speaking 
Relax relax and listen in order to allow the conversation to flow
(Maund, 2017 p.69)


Through understanding the acronym SOLER both employee’s and employers can effectively communicate. I agree that it benefits an employer by understanding SOLER, as it allows them to grasp what it takes to be a good leader (Maund, 2017 p. 52).


Another acronym to recognise a way for employers and employees to communicate effectively within the workplace is KEYS. KEYS stand for:
Know yourself (the ability to self-reflect and develop)
Evaluate the profession (to understand the relevant profession)
Your communication interaction with others (the recognition of how to interact with others)
Step back and reflect (the ability reflect and evaluate) (Maund, 2017 p. 82- 83).

This is important as a good leader possess good communication skills. Additionally a productive employee is able to use both SOLER and KEYS in their communication to develop work relationships and atmospheres. 

By identifying the different styles of communicating, the reader gets to recognise and identify ways a manager can communicate (verbally and non-verbally) in the workplace. Completely understanding the different ways to communicate, will allow you to have a full picture of what Is needed to develop workplace communications.

In the past I have experienced an intuitive communicator (YouTube, 2017). A dispute between colleagues arose and instead of gathering the necessary information, the manager expressed how they’d like it resolved. Due to the manager missing out important and wanting to get a speedy conclusion, he neglected his leadership role.  If the manager knew all the information, I feel they would have been able to make an informed decision about how to resolve the issue. By the manager using a different style of communication similar situations won’t arise. Time and time again we are told that a good leader, leads through example (Ellis, 2009).This implies that employees behave in accordance with how their mangers respond with them.









Employee and employer performance, my work experience’s and how work experiences can be developed through use of effective communication 

A workplace team consists of members of management down to cleaning staff, they are all classed as team members. In order to work effectively in a team, one will have to communicate clearly as well as actively listen (Maund, 2017 p. 5)
. This helps build work relationships. Understanding how to effectively communicate in a team can benefit both employee and management performance. In the past I have also had functional mangers, effectively communicating by clearly delegating jobs. This was effective as employee’s knew how to complete tasks and what was expected of them. I believe this allows employee’s to accomplish their task’s and use team work to make firm decisions. 


Verbal communication also consists of the use of vocal expression. To communicate vocally a person needs to address the tone, volume, pitch, slow down your speech and know how to also actively listen. The tone in which a manager speaks is appropriate to the different circumstances within the workplace (Maund, 2017 p. 73).

Managers can show assertiveness through tone (Maund, 2017 p. 55). The tone in which a manager chooses to speak can have a positive or negative effect, on the working relationship and productivity. An example of this is when a manager once asked me in a rude and abrupt way, to hurry and finish a complicated task in order to serve a customer. My work experience has taught me that “customers always come first” the manor and tone in which he asked me was very harsh and offensive. As a result of his choice of tone this made me less interactive with customers and un-engaged throughout wok. By speaking in a lower tone and speaking softer the manager can communicate in a more suitable way. The tone in which my former manager used with me had affected how I performed at work. I remember feeling like I no longer wanted to be at work and quite deflated. This was unproductive for the workplace and temporarily broke down work-based communications

The importance of managers effectively communicating within a work setting, is paramount to work productivity. Effective communication from leaders sets precedence for their staff to follow. This enables staff to work in an honest environment in a structured way. A previous manager shouted at me in front of my colleagues, making me feel embarrassed, uncomfortable, deflated, upset and angry. In my opinion my manager should have communicated using a functional and personal communication style to address any concerns. In my opinion the issue should have been addressed in a private place, using appropriate communication techniques. Without disrespecting an employee, a manager can still express his assertiveness in a more work appropriate manor. 

Managers can successfully communicate through their body movement (Maund, 2017 p. 77)
. Body movement is a form of non-verbal communication used by all members of the workplace. “Affect displays” and “Adapters” are amongst the various different ways to communicate through body movement. Rolling your eyes during a discussion is an example of using “Affect displays”.
 Walking away during a discussion is an example of using an “Adapter” show a person’s way to control the situation. Not only can body movement be used to expressed negative feelings, they can also be used to encourage, celebrate and build relationships in the workplace (Maund, 2017 p. 77).

In the past my manger effectively communicated with me non-verbally. My previous employers have effectively used non-verbal communication. They have showed they were listening by looking at me and gave non-verbal cues such as nodding in agreeance. This form of non-verbal communication used by my manager made me feel heard, appreciated and valued as a member of the team. This built a good relationship between myself and my manager, resulting in a productive employee and work environment. 

Face to face communication consists of how to communicate in person. Face to face communication allows a person to communicate both verbally and non-verbally. Managers need to be aware of body movements and non-verbal communication, in order to develop themselves as leaders. This in return helps employees recognise different ways to communicate at work. This will develop their communication skills and effectively create better employee’s. 
I remember a work experience where I had had a bad morning and arrived late. Whilst at work a manager noticed me looking upset, not being my usual bubbly self and went on to identify my problem. By using the personal communication style, my manger was able to address my issue. My manager payed attention to my mood, identified the problem, and then listen to what I had to say. This resulted in me feeling understood, appreciated and cared for at work. In return my attitude towards my job improved and overall my manager and I built a stronger working relationship (Maund, 2017 p. 61).


Virtual communication is how people communicate through virtual platforms. Virtual communication is important to everyone at work as it allows information to be shared privately and swiftly. This in return allows the manger to communicate faster and effectively through technological aids (Maund, 2017 p. 61). Virtual communication has helped me in the past when I was not at work. Through virtual technology my manger was able to contact me and update me on work related issues. This enabled my manager to build a better relationship with m through a different way of communicating than normal. This helped my manager as they were able to deal with situations quickly and effectively, despite not physically being around employee’s.






















Conclusion

Due to my manger’s intuitive communication style in the past, it has left me feeling as if communication within the workplace was not used effectively. My mangers hasty decisions and choice not to consider my feelings have led to me feeling un-inspired and uninterested in a few of my previous employment positions. This made a bad impact on my work performance. 

To conclude this essay showed you why workplace is important in order to have a productive and successful working environment. This essay demonstrates the importance of managers understanding different communication styles and techniques. This is in order to understand how communication can affect the development of an employee. This also demonstrates how communication can help a manager produce exceptional work rate and furthermore how a manger can use communication to benefit my own personal work experiences.
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