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Effective communication in a workplace


[bookmark: _Toc502965818]Introduction
Good communication skills are key to success in life, work and relationships. Without effective communication, a message can turn into error, misunderstanding, frustration, or even disaster by being misinterpreted or poorly delivered. (Hereford, )
Communication is a gift given to us naturally, we use it every day to do the simplest things from talking to our family to giving a lecture at a university. I will be talking about communication and its effectiveness in a work place. I will talk about different types of skills there are and why these are some fundamental skills to secure employment. Communication skills are highly sought after when an employer wishes to recruit. Everyone possesses communication skills but not everybody could execute the skills effectively.
[bookmark: _Toc502965819]Overview
 This report will be looking at the different types of skills there are, and will try to explain the importance of these skills as well as giving some examples of personal experiences and how training myself with the necessary communication skills helped me to produce an impeccable workforce and make the overall operation more productive. 
[bookmark: _Toc502965820]Types of communication skills
The ability to communicate effectively with superiors, colleagues, and staff is essential, no matter what industry you work in. Workers in the digital age must know how to effectively convey and receive messages in person as well as via phone, email, and social media. Good communication skills will help get hired, land promotions, and be a success throughout your career. (Harp, 2011). This suggests there are many different types of communication skills that stem through the nature of the relation between the sender and the recipient of the information. Moreover, with the ever-developing influence of technology in the workplace, Harp is stressing the utilization of the varying channels of communication to be key in progress for employees and employers alike.
[bookmark: _Toc502965821]Listening
Listening is a very important skill in a work place, if you cannot listen then you cannot communicate effectively, and the message being received would be blocked. From personal experience I can say listening is the key to solving problems, when I was a manager for Aldi I had a habit of getting things done my way or the highway, this got me in a real mess sometimes because I would not listen. I changed and started listening, this gave me the ability to understand other people’s issues and weaknesses. Because I listened I was able to come up with solutions which everybody benefited from and essentially had a more productive work force.
[bookmark: _Toc502965822]Nonverbal communication
Nonverbal communication doesn’t sound like much, but it is just as important as verbal communication if not more. This form of communication is your body language, you can lose the effectiveness of your message by bad body language. When giving a message it is a must that your body language will match the type of message you are trying to put forward.
[bookmark: _Toc502965823]Clarity and concision
When communicating it is paramount to be clear and concise in how you send out the message, there is no point sending out a message if it is too long and too much information because not everyone will understand it and the message just won’t be received correctly. This can lead to either minor and or even major delays in operations with in a business that will ultimately affect everyone. One major factor that could compromise the clarity of a message or information that needs to be communicated could be the mannerisms of the individual who intends to communicate in the first instance.
[bookmark: _Toc502965824]Friendliness
A message in a work place is sent out to engage and educate the workforce so it is without a doubt that the message sent out should be sent out in a manner that the workforce would find friendly. This should potentially eliminate the possibilities of the purpose of the message to be lost in interpretation.
[bookmark: _Toc502965825]Confidence
When trying to put a message it must be in a way that shouts confidence, because there is no point of sending out a message if you don’t believe in it because 99% chance that nobody else will believe in it either. 
[bookmark: _Toc502965826]Empathy
Empathy is a skill that is underestimated, for a message to be delivered and understood the person delivering the message must also be willing to take the recipient into consideration. By understanding the recipients needs the sender can tailor the message or information and the mode of conveying this in a manner that would be best received. 
[bookmark: _Toc502965827]Methods of communication in a workplace
[bookmark: _Toc502965828]Email
To convey a message, traditionally we had to write a letter and post it, then we would have to wait for a reply. Those days are now truly over, you can now send out a message to hundreds of people in a few seconds at the click of a finger via EMAIL. Email has indeed revolutionised the way we now send out messages. Emails are now the forefront of communication the workplace and large corporations probably couldn’t last a day without them. Businesses can now adapt, make changes and convey important decisions instantly with a reduced long-term cost. This proves to be a strong way to maintain the long-distance operations of businesses which is now becoming more crucial as major organisations operate at international and global scales.
[bookmark: _Toc502965829]Meetings
To be able to chair a meeting is a fundamental skill in a workplace. A meeting is an effective way to communicate messages throughout an organisation. There are now many ways to hold meetings opposed to the old-fashioned face to face. You can now have a meeting over the phone on a conference call saving time and money. You can also have a video conference call so that you can still be at own individual places of work yet still meet all the board members and conduct the meeting.
[bookmark: _Toc502965830]Memos
This is a coomon way of communicating a message to a mass group. Memos are usually the most vital points of a meeting needed to be distributed to an organisation. This highlights only the main points into bitesize portions for everybody to read and implement. This echoes the importance of how concise a message needs to be for efficient and effective interpretation. The need to communicate in this manner has been growing so much so businesses are adapting to advances in technology to do this more effectively through social media.
[bookmark: _Toc502965831]Social media
Services that allow you to connect with other people of similar interests and background. Usually they consist of a profile, various ways to interact with other users, ability to setup groups, etc. The most popular are Facebook and LinkedIn. (Grahl, ).
With social media now, people are closer than ever, even in the workplace. Organisations now set up social media platforms and add their employees. This is used to mediate messages for everyone to see at the same time, it is also used as a motivational tool to keep staff engaged and feel that they are a part of the team. It is not always appropriate to call meetings during the day to day operations of a business. This platform allows all participants to receive and instantly feedback queries or misconceptions.
[bookmark: _Toc502965832]The Shannon and Weaver Report
The Shannon Weaver model is a great explanation of what communication is, it breaks down the process into chunks understandable. This leaves very small room for errors allowing careful consideration for each step of the process. The Shannon Weaver model says, for there to be communication there must be a sender who must encode the message and find a channel to transmit the message through, which then is decoded and received and followed on by feed back to the sender. The Shannon Weaver model also suggests that the potential noise affecting the message being channelled across and being decoded must be acknowledged beforehand. It has broken down the steps of communication for the sender of a message to anticipate the audience the message is going to and the medium in which the message is sent, thus making sure that the message sent out is effective and understood.
[bookmark: _Toc502965833]Personal Reflection
Within the retail industry there are many instances where the communication system can be seen to be weak. At lower level positions I noticed that communication was always very vague where not all the information was being delivered and received accurately. This lead to inefficiency in the workplace as tasks were done below standards due to the lack of clarity. Furthermore, there were times that health and safety would be compromised due to a lack of communications, an example being when a member of staff used a new piece of machinery without being informed they are not to use the machine before being adequately trained. This lead to an accident which could have been very easily avoided had they have communicated restrictions effectively. 
Upon climbing the career ladder in retail to a management position, it became apparent as to how important communication is within a business. There were several occasions where meetings needed to be held, this is where the Shannon Weaver model was most effective It allowed for preparation and made sure relevant information was delivered in the most appropriate manner and received by the right group of people. At a management level it was clear that not all information had to be communicated to everybody in the same way.  The information had to be modified every time for different groups of people depending on their position at the business. Consequently, information was successfully transmitted while allowing there to be a channel of communication for feedback between the sender and the receiver. Adopting this model of communication as a standardised practice allowed all those involved to build familiarity with the system. This then meant that information being communicated was done efficiently and any misunderstanding was able to be identified and clarified within an appropriate time frame. 
Conclusion
Through the exploration of the intricacies of effective communication it can be established that both informal and recognised modes of communication are crucial to ensure an efficient operation in any business or organisation. The initial reception of any communicated message or information will impact the interpretation. By acknowledging the areas of communication explored in this writing such as being friendly, concise and being mindful of body language will set the tone in which the message is being interpreted. Failing to acknowledge this and acting upon it will lead to miscommunication. Following this the importance of formal modes of communication must recognised as stressed through the study of the Shannon and Weaver Model and my own reflection of working within the retail industry. Communication is crucial at all levels to allow for a more efficient running of operations within a business. It is key as important information that are in place to protect the health and wellbeing of all those involved in the business could potentially be compromised. It is important to ensure a standardised practice for communication to ensure quality assurance of the conveyance of information within a business. By establishing a common language and method in which to transmit information, businesses and organisations can ensure the wellbeing of all those involved and the success of the business itself.
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