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Introduction:

Communication skill is one of the effective skills a person can have and it plays a vital role in any workplace. Communication skill is the ability to know others behaviour, character, personality and ability to handle other people in the workplace. In any company communication is a way to express ideas, sharing opinions and without this no one can be successful in workplace life. Communication is another way of getting things done without using words. In workplace, one can perform good effort by the communication skills as in the meeting he can share his problem so that the problem can be sort out.

Communication can be in different ways, such as verbal and non-verbal. Non-verbal communication can be done by using body language. But in workplace communication has to be very precise as miscommunication can cause a lot of damage for the employee and most probably for the company. Also, communication at workplace depends on the understanding between persons as misunderstanding can lead a communication into a bad situation. In modern age, every company using this effective communication skills in the help of technology. Now a day, workplace uses various radios, warless, even telephone to communicate each other and passing clear message to each other.



Communication Process:

Effective communication means passing the message to other people with clarity and concisely. It’s also depends how the receiver get the message. So, communication at workplace gets successful when both the sender and receiver understand perfectly. The communication processes are including:
Thought: The information stored in human’s beings mind and it can be idea, feelings and concepts.
Encoding: A text or message is sent to a receiver either via verbal or non-verbal communication.
Decoding: How the receiver translates that word towards information and take into their account.
During the communication two things will be received such as:
Content: Which is actual words are received from a sender and known as language.
Context: The way the sender delivers the message to the receiver using tone of voice, body language. Also, it is known as para-language. It is most important thing the way sender pass the message as it can be misunderstood easily. Also, feedback is essential to purely understand that the receiver got the content and understood them properly. For example, I have told one of my staff last week that ‘Tony can you finish your task within two hours as I will have another task to give you’ In reply he said ‘Yes, sure’. That means he received my message and understood perfectly.

Types of communication:

There are two types of communication such as, Verbal communication and Non-Verbal communication.
Verbal communication: This type of communication happens between people. Verbal communication occurs face to face using words, speaking’s, language and sounds. Also, this can be done by orally or written way.
Non-Verbal communication: This type of communication is used to communicate in best way to deliver the message by text, email, twitter or in other various way. In according to (segal, 2017). ‘You may be familiar with advice on how to sit a certain way, steeple your fingers, or shake hands just so in order to appear confident or assert dominance. But the truth is that such tricks aren’t likely to work (unless you truly feel confident and in charge). That’s because you can’t control all of the signals you’re constantly sending off about what you’re really thinking and feeling. And the harder you try, the more unnatural your signals are likely to come across’.







I am working in a retail company as an assistant manager. I am using so many technologies to communicate each other day by day. In my real-life experience, I can see that communication skill plays a vital role to lead a company in a renowned and profitable situation. In modern workplace life people are using 75% of communication and these communications are done by reading, writing, listening and speaking. I can get more confidence using communication at workplace as I have self-faith on me and I can pass my message in an effective way. For example, I use very simple language in my workplace to communicate, as we have different people from different background. If I use very different and hard language then some people will have difficulty to understand me and as a result we will have miscommunication which is not a good sign for any employee at any workplace. 

I also use body language in my workplace which is a good way to communicate each other. Body language also have some disadvantages too, as we live in a multi-national country, everyone’s body language gives different impression and sometimes it can get a lot of worse.  Any organization can get competitive edge by improving communication skills through behaviour modelling and training exercises as well (Harris.2004). Good communication also depends on management and how employees get trained. As a manager, I always make sure that I have a clear and concise communication with my staff. I always try to train my staff how to perform well using effective communication skills. "Although, our communication skills will always change throughout our lives because of our constantly changing self-concept and perceptions (Hybels & Weaver II, 2007)". Different people using different communication skill and being success in life. I personally use my head, eyes, hand and shoulder a lot to communicate with my staff. Here is an example of miscommunication by using body language:

I was working on Christmas eve last week and it was massive busy in the store. One of my staff was serving a trainer to a customer who was acting suspicious for long time. I told my staff to keep eye on him but he thought I was calling him towards me. By the time he understood me and came towards me, the customer took the trainer outside without payment. So, we lost nearly 125 pounds worth of trainer which was not good for me and company. If we could communicate each other in an effective way, then this wouldn’t happen. 

On the other hand, I also use technical communication in my workplace such as email. Emailing to staff, area manager or even in head office. Technical communication also plays an important role in any workplace. By using email, we can easily send message to staff, head office and others relevant department. But there is also a disadvantage to communicate by email.
 



For example, my friend works in a purchasing company as a purchasing manager. This miscommunication took place in his workplace which cost his company to lose 20 contracts. On that day, my friend was in charge of ordering products for new year’s. He organised the ordering form and made it ready before lunch. After having lunch, he came back and sent the order to relevant company. But the order he sent was not the one he made using whole day, he sent another order which was made already in quite period of time. While he was having lunch, his colleague from IT came and used his computer to fix something but he also moved staff from one folder to another and didn’t let my friend know. As a result, he sent the wrong order without realising. Next day the delivery came and it was a tiny delivery, as it was new years’ time everyone was expecting more orders than usual. When he realised that he sent wrong form, it was too late. As a supplier, it was very bad record not to deliver expected products in New Year’s Eve, so 20 contracts got cancelled. As a result, the company lost huge amount of profit. So, the IT person should have told my friend that he moved folder into different place. If he did a good communication then this wouldn’t happen. 

I am going to give another example of miscommunication. The experience that will be discussed in this section is about a breakdown of workplace communication that cost the company a contract that eventually led to the loss of 13 staff. This was primarily between the account department and the sales department. Using the Shannon and Weaver model of communication, the experience of this conflict will be analysed and lesson drawn from this.

On that day, the audit at work was to take place, the manager sent an email to the head of the accounts and asked her to come in for a discussion that was deemed urgent and important. As one who does not like emails that is copied to every staff, Mary took offence and gestured to me that why didn’t the manager simply inform her about this so-called query even though they shared a lift this morning. She wondered and believed that Mark was out to ridicule her and this had been forthcoming. It can be said that with the email as a medium of communication, most people do not understand that non-verbal means can have deep seated meanings and builds misunderstanding. This has been acknowledged by Bryon (2008) in his work where he argued that there is a tendency for work emails to be misinterpreted as beyond the intended meaning and this can result to miscommunication in the workplace. This was exactly what happened in this situation where Mary had a bias that was non-existent towards Mark. That was not called for as Mary went into the office and burst in a litany of reasons why Mark should not have sent her an email.







In my workplace, we have a company policy that every staff should receive a training once a week about communication and constantly monitor on it. My company is a successful company, but still they are not strong enough to making sure their employee doesn’t do any miscommunication and this cause a lot of loss for the company every year. To make sure this doesn’t happen, the company should make sure every staff has right training and practice such as;
 



· Train the basics of non-verbal communication
· How to avoid relying on visual aids
· How to ask for feedback
· Way of engaging with customer on discussion
· A key point to start and end of conversation
· Focus on earning respect not lough
· Way of being an audience 

If my company can make sure to train this and practice into workplace, then it will be a beneficial outcome in near future.










Conclusion:

In conclusion, it can be identified that communication at workplace has a positive impact on personal and social life. By analysing the verbal and non-verbal communication I have identified my strength and weakness and developed some ideas to develop my weaknesses. Also, I have planned to be a successful communicator in the future by practicing verbal and non-verbal communication in my workplace more and more with the knowledge I have learnt from this course.
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