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Paying attention is very important when it comes to communication, as it allows for people to understand one another and it is important to listen in order to have good communication between each other. Active listening is when a specific person is listening carefully and paying full attention to the other person(s), this allows for them to motivate and ask questions if they are unclear of what is being said. Active listening allows for someone to answer back correctly about the subject they are talking about and after understanding the lecturer (The Balance Careers, 2018).
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Communication is very important in a work environment. Positive communication takes place at work when colleagues are understanding the strengths and weaknesses of the situation and informing one another, also, demonstrating how the customer’s complaints and issues can be resolved quickly and efficiently from finding a mutual decision together.
Dividing the work load with colleagues allows for the aims and objectives to be met quickly and the work can be done effectively, as everyone is taking the time to complete the work, instead of rushing to complete the task.
One of the benefits of working part of a team is the tasks set at work are shared equally between everyone. Instead of each person going through the work load individually, it is better when each person is going through one part of the task, so it is not repeated and all parts of the tasks are covered and completed. This can be concentrated on both big and small tasks where working in a team decreases the work load. Working in a team also means to help one another with tasks, selecting your own task before helping others, which is an advantage as helping one another helps save time and energy (wise step, 2018).
Another advantage of working in a team at work is that an individual can get ideas from a different angle, this includes the way someone works, which can save time and is more effective than the usual routine; then it will be easier to complete the task. 
Those working as part of a team does not mean one has to follow others people’s ideas, certain parts which one thinks is a better method than their own, can change their style to fit with the situations. 
Every professional manager(s) follow a code of practice at their workplace, and this is following the rules and regulations which are some laws and ethics at work which is compulsory for example; confidentiality of staff and the public; data protection act 2012 and much more. 
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There are different types of leaders working in all types of work places and the managers need to make sure they need to be working in the right setting which best suits them. Goleman’s theory explains the 6 types of leadership styles which can benefit and help support certain types of managers working in their field (Smallbusiness.chron.com, 2018). 

Working with certain managers can show the effectiveness in the work they produce and the communication levels between the staff and themselves for example; a visionary leader will allow for individuals to understand them where they would give a clear direction on the tasks set and they have a vision for the result. These managers will be empathetic towards their staff and they will care for them, this is an advantage as there is a bond between the two professionals. On the other hand, managers being to caring can have a disadvantage as the staff may take advantage of them and not complete their work. These types of managers should be placed in work settings where the staff are not too dependent on the manager, and they are sure of the work objectives. 

Working with a commanding leader and their advantages are that they make the decisions for the group, working as a team together at a work organisation, they get involved in the duties needed to finish. 
The commanding managers are strict as they want their daily duties to be completed on time and they are very demanding. These types of managers should be placed in a busy, environment where they need a strong manager to fix the team and the organisation. These managers are very efficient as their orders are specific. The disadvantage of this is that the standards are too high which can affect the staff due to their work load, and this can cause stress for current staff and scare them to leaving the job. A commanding leader is someone who focuses on their aims and ideas and they do not take ideas from their team member(s), these types of managers have a focused mind set therefore they will not change the rules (Smallbusiness.chron.com, 2018).
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Daniel Goleman mentions the 6 leadership styles which best suit most managerial positions, all six styles are different and each one of them best suits different situations and working environments.
Commanding leader; is the boss who likes to demand things from the staff and they expect work to be started immediately. The commanding leaders work best when the business/ workplace is in crisis and they have issues with employee’s behaviour and attitude towards work.
Visionary leader; these leaders are organized and they show the staff how to do things, they show vision and they show the individuals how to do something. These leaders are there to direct the individuals aims and tasks, and get involved to help them (Comindwork.com, 2018).
Affiliative leader; is a leader who tries to understand the individual and creates a bond with the team members/ employees.  They help to create harmony also help motivate individuals who are not focused on their work. These leaders work best in stressful situations, where they help calm down pressure from the staff and help better the service. 
Demographic leader; is a leader who gets the team to think of the condition and makes them join which allows them to get involved. This sort of leader is needed in an environment where an arrangement is required. 
Pacesetting leader; they set high standards and expect outstanding performance from their staff, these leaders also expect quick outcomes from them. These leader’s directions include: “Do as you are told!”, this shows they are demanding and expect excellence in everything they do. A pacesetting leader is needed in a team with motivated staff, wanting to make changes quickly.
Coaching leader; is a leader who thinks of both the present and the future; they use phrases such as “try this” which allows for individuals to adapt to them as they make sure the staff understand the tasks and how to complete them. These leaders help to improve the performance of the individuals working in a team, they also make future plans to help the business in the long run (Comindwork.com, 2018).
There are many types of leaders in a working environment, they all have positive and negative qualities and characteristics, this depends on the group these leaders are working with. Some leaders are there to help and encourage the staff at work, which is positive as they help them to learn in order to improve their skills for the better of their service. 
On the other hand, some leaders are very strict and have higher demands for the staff, in order for their tasks to be flawless however, this can dis-empower staff and allow for them to be discouraged and anxious with the work load. 
A demographic leader is someone who has a large amount of information and supports the staff too much to get their work done however, the manager needs to ensure that the individual(s) have the correct training and experience. A demographic manager works best when given in a crisis as they will change everything around within a short amount of time. A negative factor is that they are not empathetic towards staff working within the organisation, this is a downfall. 

There are many times of managers and leaders in a working environment and there are bot negative and positive attributes which can help the situations depending on the leader type. Some leaders are empathetic and help their staff with tasks, in order to help their staff, gain skills and qualities whereas other managers just give directions and expect the staff to understand and complete day to day duties within a certain period. These leaders and managers are strict and they aim too high where they want to be perfect which can disempower staff and de-motivate them. Also, due to stress, this can be a cause of high turnover (Smallbusiness.chron.com, 2018).

The leader and manager in a working organisation which I support is a coaching leader and affiliative leader as these leaders have a positive attitude towards work. These managers are working alongside their staff in order to help better their organisation and service as a team. They are empathetic and they care for their staff and want to make a change in their service for the better of the public. 
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[bookmark: _GoBack]We all need good communication skills, employers will not be effective in their work. They know how to communicate well and they have a positive attitude towards work, if they are organized and efficient, this depends on the work atmosphere they are at and whether it is where they work best in. Employers know the policies and procedures everyone needs to follow in order to run the company and this can be done by communicating and telling all staff to sign contracts regarding their training, without this, it will be illegal to work in any workplace and therefore there will be miscommunication in a workplace between the manager and their staff (Harvard Business Review, 2018). . 
Overall, there are many skills which can be gained through experience, however, speaking and listening skills are the basic and most essential in order to complete the aims and objectives and this is done through assistance of the manager/ leader. 
In this essay I have gained more knowledge in management skills 
How to time manage, problem solving, also ability to make decisions skills. 
How important is to communicate in a workplace effectively how good communication & listening in a daily life is so important.
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