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In this project I will be discussing the communication skills I have been using at 

my workplace. Communication is one of the main aspect in our life and it is 

one of most important skills at any workplace. Communication is an essential 

part of our life and we cannot be functional if we do not constantly develop 

them.  

Effective team work will provide a good and stress free working area for all 

employees, which will lead to increase in productivity and speed when 

completing the required tasks. If a team communicates well and nothing is 

misinterpreted it will have a positive reaction on the company, both money 

wise and efficiency. 

As (Qin, Johnson, & Johnson, 1995) say, individuals who affiliate with groups 

and learn to cooperate with others increase their chances of solving shared 

problems and meeting personal needs.  

In my opinion when building a team you need to find the right people with the 

right communication skills. If you choose the right employees for your business 

who will have a clear understanding of the tasks that they have to accomplish 

it will speed if the process of completing the jobs, and the chances of any 

delays and wrongly done jobs will decrease. Your employees need to have 

good verbal, non-verbal and written communication skills in order to maximise 

efficiency and quality. When having employees with good communication skills 

you don’t need to have too many employees, or as people say ‘’Quality over 

Quantity’’.         

Another important factor regarding the effective team work is the trust. If 

there is trust between employees and managers everything will go smoothly. If 

you don’t trust your employees they will never feel comfortable at their 

workplace which will reduce the effectiveness. Also, if team members do not 

trust and rely on each other this will cause stress an chaos between them. I 

think that the employer should be the one to try connect the team together. 

Every person on a team is different from the other, sometimes might be 

religious differences or sexuality differences, but when it comes to building a 

great team all of that needs to be left away.   

Verbal communication is used to express your thoughts through words so the 

person that you are communication with can understand you. In order to have 

a verbal communication you need to have a listener and a sender of the 

information. In most cases they are differences between the given information 
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and the transmitted one. In this process the information enriches and becomes 

useful.  

I had a situation at my company where I had to organise a team briefing with 

all the employees and managers. I created a group chat in which I invited them 

to join me for the brief. In this meeting I had make a presentation of the values 

of the store. However because I never completed a meeting before I wasn’t 

sure how exactly to communicate. I had a very weak eye contact which led to 

interest lost of my co-workers and managers. I didn’t realise how important 

non-verbal communication is until that day.  

Because of my not developed non-verbal communication skills, I couldn’t 

complete the values presentations properly, which led to misunderstood 

information and gaps in knowledge. The following week my colleagues had a 

discussion with my general manager in which they discussed what have they 

learner from the brief I gave them and it turned out that they didn’t remember 

anything from it because they were not intrigued.  

In my university we study about the communication skills. this is very 

beneficial for me because now I have the chance to improve my non-verbal 

communication, so as my verbal one. Verbal communication is a key factor also 

and academically. If you can express yourself well verbally, that will help you 

with building rapports with your lecturers and with the other students. In 

order to have a good verbal communication skills you need to be bilingual in 

the language you are speaking. I always try to improve my grammar so I can 

communicate better, I do that by trying to read as much as possible. Good 

verbal communication is also important because sometimes you might have a 

project that you have to present in front of other people and if you cannot 

speak the language fluently it can make it harder for other people to 

understand your thoughts, and what exactly you are trying to say. 

Throughout my university course I have learned how to better my 

communication skills. I have learned methods like paraphrasing and 

summarising, these methods will help me improve my written communication, 

which is going to prepare me for any future studies and it will also help me at 

my work.      

The quality of the verbal communication is measured by the amount of spoken 

words. It is important to choose the right words because you can say a lot of 

thing but they are not necessarily meaningful, which leads to misinterpreted 
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information. Any misinterpreted communication might lead to a lot of 

problems in your workplace and in your life in general.  

Non-verbal communication is a type of communication where you do not use 

words but body gestures. These body gestures are body language, eye contact, 

tone of your voice and facial expressions. They are essential for the transfer of 

information, they are happen subconsciously and cannot be controlled. Silence 

can also be a non-verbal type of communication. With silence you can show 

that you do not agree with something that has been said. The body gestures 

can express many feelings, for example: agreement, disagreement or 

aggressive manner. You can express your feelings by eye contact as well.   

Verbal and non-verbal communication always come together in order to 

finalise what you are trying to say and make it complete.   

Written communication is very important skill as well. To be able to express 

yourself in writing is essential. Sometimes you cannot communicate verbally 

with other people that is why you must have good written communication 

skills. When communicating through writing you need to know how to express 

yourself, so the receiver understands your thoughts and then to transmit the 

message correctly. Good written communication skills are of a great 

significance when writing a business e-mail or a letter to a customer. 

Adapting your communication skills is another very important aspect. You 

should know when to use formal type of communication and when not. If you 

are talking to your friends, you are not necessarily supposed to use formal 

communication. However If you are communication with your managers or 

your clients you should always use a formal type of communication, no matter 

if the communication is verbal or written. 

There are also barriers you may experience in your workplace regarding the 

communication skills. These barriers might be language difficulties or 

emotional barriers you or your colleagues might experience. You can improve 

these barriers by being supportive and patient towards your co-workers or 

friends. 

As I am a part of a big team, it is essential that we all communicate clearly and 

effectively. At my workplace it is important to have all types of communication 

skills. Where I work we mainly use formal type of communication, no matter if 

the communication is verbal or written.   
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Another very important communication skill is being able to listen. If you are a 

good listener that can make a big change in your workplace. Listening plays a 

very important part in your life. Good listening maximizes productivity and 

builds interpersonal relationships. A good listener interacts visually with the 

messenger through eye contact. To be a good listener you should not interrupt 

the person talking with you and you should show interest in what is being 

communicated.  

If a person is not listening to what the others have to say this can cause a lot of 

issues. If you don’t listen to people properly this may affect your productivity 

and it can cause delays with the tasks that have to be completed in your 

workplace.  

At my company the senior leaders communicate formally. They use both 

verbal and written communication. When they cannot communicate with us 

verbally they usually write us e-mails with the tasks that we have to complete 

by the given time frame.  

Communication skills are important at work because if team members don’t 

communicate well it can cause problems with getting jobs done properly and 

delays the important tasks that need to be done. When tasks are 

communicated well it leads to getting work done on time and it keeps the 

pressure off the team.  

At most workplaces verbal communication is the most used form of 

communication. At my workplace we as a team try to communicate as much as 

we can to ensure everything is organised and completed within the required 

time frame. We communicate verbally through face to face because this 

method is efficient and most effective.  

At my company sometimes we are required to use written form of 

communication in order to get thigs done with people we cannot contracts 

verbally. We also use non-verbal communication quite often with our clients to 

express our intentions. Nonverbal communication is very important when 

expressing yourself. Things like body language, gestures and eye contact are 

very important and beneficial at your workplace and also for a day to day basis.  

In my opinion people should constantly try to improve their communication 

skills, because they are essential at every workplace and also in our social lives. 

If we are more open to each other and try to communicate more often with 
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one another this can have a positive impact in our production and growth as 

individuals.    

Nowadays many employers are wondering how communication can be 

improved. In my view communication can be improved by listening more to 

each other and through building work relationships with our colleagues and 

managers. We should always let the talking person finish his sentence and 

never interrupt them, because every person has their point of view, and most 

of the times when combining different ideas this leads to the growth of the 

company and to a successful careers.    

We can enhance our communication skills more by paying more attention in 

what each team member is trying to convey and having patience with badly 

transmitted information. We can also strengthen our communication by 

making sure we understand what the other individual is trying to express. We 

should always listen and support our team members, otherwise everyone on 

the team would be under a constant stress.  

Every team member has view of the things. Sometimes their ideas might be 

wrong or irrelevant, but we still nee to hear them out, because every idea, 

even the bad one can be helpful in different situations. We should never 

interrupt or laugh at someone’s idea, even if it is wrong, because that can hurt 

their feelings, which can lead to problems between team members and this is 

might cost the success of the team.    

Communication skills are very important at workplaces and on a daily basis 

because without good communication, things are not done on time and it can 

cause companies big loses as when handover of messages or gap in 

communication is present, it delays a lot of things and delays means things are 

not being done in the required time and the longer it takes them to be 

completed the more the companies are at risk of a loss. The better 

communication skills we have the more beneficial it is going to be for you and 

your company.   
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