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[bookmark: _Toc8086263]                                              Introduction: 

Communication is one of the important skills for an employer in the workplace. It helps to maintain better relations with the employees and other parties involved. It is an effective process of sharing information to the employees on how to design service and deliver them to the right customers in an effective manner (Graham, 2009). In this assignment, Reynolds Catering Supplies Ltd. has been selected which is a UK based organization in which I worked as an employee. My role was to put the ordered food in boxes for delivery. In this assignment, the performance of the employer at communicating has been analyzed and recommendations have been made as to the improvement of performance in communications. 

[bookmark: _Toc8086264]Organizational Background:
Reynolds Catering Supplies Limited is a well-known organization located in the UK which is associated with supplying vegetables and fresh fruits. It was set up in 1945 (Reynolds-cs.com, 2019). It is a family-owned business. William Reynolds is the founder of this organization. Now Tony Reynolds monitors the business. Currently, it offers wide ranges of fruits and vegetables. There are nearly 3000 fresh products that it offers basically which includes at least 1000 types of fruits and vegetables and fruits (Reynolds-cs.com, 2019). Its core competencies include reliability, greater flexibilities, customer-centric product design, good rapport with the farmers and growers throughout the UK.







[bookmark: _Toc8086265]             Workplace scenario of Reynolds Catering Supplies Ltd

Reynolds Catering Supplies Limited is responsible for distributing vegetables, fresh fruits, cheese, dairy products, etc. Basically, it distributes these food items to different parts of the UK. Communication and group work has been a vital issue in this firm (Reynolds-cs.com, 2019). A large number of staffs work in it. They are responsible for the distributions of vegetables or fruits for delivery and other tasks. I was an employee of this firm. My duty was to put the ordered food in boxes in order to deliver them. In the firm, I had to work in a team. Team leader worked for the development of this team. There were two-way communications in the team where the team leader of this firm was responsible for giving feedback for the performance of our work. This two-way communication was an aspect of employee satisfaction and goal accomplishments. Manager of the firm could know the ambiguity as being the information receiver and took steps to give them clarifications (Mautner and Rainer, 2016). Thus it enabled to increase the effectiveness of the communications. In the beginning, it used one-way communication but was not effective.
In Reynolds Catering Supplies Limited, different types of communication methods are used. Face to face communication is one of them. Generally, the manager communicates with the employees basically in these ways. In addition to this, there are verbal, written such as email, text; and nonverbal communication is used in the group. Reynolds Catering Supplies Limited it has been found that managers at different departments use technology to improve communications and they maintain communications with different types of employees responsible for delivering fruits, vegetables, cheese, and others. If employees find any problems the manager responsible for this takes steps and motivates employees to work smoothly. In Reynolds Catering Supplies Limited it has been found that employees provided information but after several days manager said that he/she has not received that information. It has also been found that managers provided detail information to perform a certain task but employees forgot the procedures on how to perform these or where to deliver products or how much delivery at what location. Often manager forgets to provide instructions or monitor tasks of the employees (Reynolds-cs.com, 2019). 

[bookmark: _Toc8086266]                                          Literature Review

Almost in every society, community or country people develop communication skills in order to share messages. In this case, developing written as well as a spoken language has been a crucial part. In daily life, the most useful method of communication involves interpersonal communication, such as face-to-face communication (Bovée and Thill, 2018).
Communication is definitely a process of sharing views, news. It enables to transfer information from one person to another. In the business organization it is one of the greatest tools used widely basically from employer to employees or top management to low-level management etc. So, it is a popular mechanism within the business environment (Clokie and Fourie, 2016). 
In a communication process, several stages are important which includes sender, message, channel, receiver, feedback as well as others including context. In each stage, there may involve various factors which may create communication barriers or confusions among the parties involved. As an effective communicator it is important to reduce the frequency of the barriers as much as possible at each of these stages by ensuring the clear, well-designed plan for the communication process (Dwyer. and Bernstein., 2017).  
Communication is one of the important skills for an employer in the workplace. It helps to maintain better relations with the employees and other parties involved. It is an effective process of sharing information to the employee on how to design service and deliver them to the right customers in an effective manner. An employer should use various methods of communication to ensure the proper use of organizational resources for meeting up the needs of the customers (Graham, 2009).
 Among many communication methods, the internal communication method is a vital one as it is currently necessary to understand the complex nature of the business environment effectively. In an organization an employer may develop and implement internal communication strategy and that can help to offer several types of benefits. An example involves providing updated information to the employees on a regular basis and keeping them motivated (Lasater and Stiles, 2010).
It is one of the crucial issues that those who are skilled communicator are likely able to develop a good relationship with the business associates and the coworkers that result in moving a project efficiently. Good communication skills enable the employer to handle organizational problems effectively and quickly. An employer needs to maintain better communication with the employees to ensure that there are no problems in the organization that can hamper organizational progress (Mautner and Rainer, 2016).
Sometimes it is necessary for the employer to deal with the sensitive information. In this case, it is important to know when and with whom discussion of this type of information is necessary. Moreover, an employer needs to know how to make communication with different parties associated with the business organization. It should be kept in mind that to deal with different people different types of mechanisms are required (Graham, 2009).
[bookmark: _Toc535518972]In a group people should work together. A leader forms a group and creates a way to achieve the goal in an effective manner. Therefore effective leadership is necessary. At the same time, proper and regular communication among the team member is a crucial aspect. The way a group attains success largely depends on the effectiveness of the teamwork. Therefore, a leader focuses on team work (Bovée and Thill, 2018)
Communication-related problems often arise within the firm. One of the key problems is the lack of listening. In this case, the manager plays crucial roles to overcome barriers. In Reynolds Catering Supplies Limited it has been found that employees provided information but after several days manager said that he/she has not received that information. It has also been found that managers provided detail information to perform certain task but employees forgot the procedures on how to perform these or where to deliver products or how much delivery at what location. Product marketing and deliver related problems are noticeable in ASDA stores and Tesco PLC (Mautner and Rainer, 2016).

 


  In this assignment to measure the performance of the employer I have conducted research by designing a survey. In this case, qualitative research is used. At the same time, primary and secondary research playa s crucial role to complete the research. For the collection of information a questionnaire or a survey is applicable so that it is possible to measure the communication skills or performance of the employer. Researchers may use various types of sampling methods and it is known to all that Random sampling is an effective method that will be applied in this research. There are some rationales for choosing this method. For example, it may represent the target population. Without this, it can help to minimize biases associated with the sampling (Crano and Brewer, 2002). My selected business is Reynolds Catering Supplies Ltd and the total number of sampling is 40 people which include employees, customers, suppliers etc.
  It is known to all that in the research it is possible to apply different types of methods related to the collection of data including survey, interview, questionnaire, etc. To conduct this research on measuring the performance of employer at communicating I will u the e survey method. The rational of this method is that it is easy to administer cost-effectively. It also requires less time generally. It can be used to collect data for a large number of participants and can be managed remotely using mobile, online, email etc. (Cooper and Schindler, 2014). 
[bookmark: _Toc535518979]  During the collection of data it must ensure that no private information without the knowledge of the participants is disclosed that can cause threat or harm to them. Moreover, no baseness has been allowed to manipulate results (Cooper and Schindler, 2014). 






I conducted a survey with 40 samples to collect information from different types of employees of the Reynolds Catering Supplies Limited to measure the performance of managers of this firm at communicating. Questions and analysis have been given below:
1.  How much does the manager communicate with the staffs?

Figure 1: Regularity of the communication of manager with the staffs
Source: (Survey report, 2019).
This question is whether manager communicates with the employees regularly or often or not. In this research, it has been found that 20% of the staffs replied that the manager always communicates while 45% said some of the time while 30% remained neutral. 





2. What are the methods of communications used in Reynolds Catering Supplies Ltd?

Figure 2: Methods of communications                                              
Source: (Survey report, 2019).
Different methods of communications are used in the Reynolds Catering Supplies Ltd. In majority cases, it has been found that firm focuses on face to face communication which is a good way of making communication though not effective if the organization is located in different parts of the world. However, it is appropriate for the Reynolds Catering Supplies Ltd. After this verbal communication is popular which is done over phone, one-on-one mechanism? Written communication such as using text, email is also used in 10% cases.





3. Does the manager consider my ideas, concerns?

 Figure 3:  Manager considering ideas, concerns of the staffs.
 Source: (Survey report, 2019).
This question is about whether manager or leader considers ideas or concerns of the staffs. 5% staffs stated that all time while 25% said often and nearly 40% said that there were never or almost never considered. So, it is clear that in some rare cases management considers ideas, or concerns of staffs.






4. Does the manager provide importance on the nonverbal communications?

Figure 4: Nonverbal communications     Source: (Survey report, 2019).
 It is about whether the manager provides importance to nonverbal communications or not. Nonverbal communication includes eye contact, facial expression, posture, etc. (Bovée and Thill, 2018). This research shows that in almost 60% cases manager does not provide importance on it but it is an important aspect in measuring communication skills.







5.  How frequently/much manager informs employees while making any change in the business?

Figure 5:  How much manager informs employees while making any change in the business Source: (Survey report, 2019).
5% of the respondents said that at the time bringing change in the business manager informs them while 30% said often and nearly 50% said that they were never or almost never informed. So, in some cases, employees are informed while in many cases employees are not informed.







6. Do you agree with that manager maintain two-way communications with the staffs?

Figure 6: Two-way communications         Source: (Survey report, 2019).
By two-way communications we mean that manager receiving information from employees provides feedbacks and informs the staffs about their performance. Manager judges the performance and if employees perform well they are given rewards while for poor permanence they are suggested to take training. 50% of employees said that the manager maintains two-way communications in the business.







7. Are you satisfied with the manager’s communication within the business environment?

Figure 7:  Satisfaction level of employees in the communication process 
Source: (Survey report, 2019).
10% of the participants are highly satisfied and another 10% is satisfied in the fact that managers make two way communications, gives feedbacks but 50% showed dissatisfaction and other 20% were highly dissatisfied because manager does not communicate on a regular basis with all employees, does not consider the ideas or concerns of the staffs. In addition to these, at the time bringing change in the business manager does not always inform employees and does not give importance to non-verbal communication.





[bookmark: _Toc535518982][bookmark: _Toc8086267]                                     Findings & Recommendations:

Findings:
· Manager or employer maintains two way-communications   
· But does not maintain regular communications with all employees
· Provides less importance on the nonverbal communication 
· Provides greater value on face-to-face communication
· Rarely informs staffs about change in the business.
· Rarely considers ideas, concerns of the staffs
· Unable to satisfy employees due to irregular communication, inappropriate considerations of their concerns, rarely informing them about the organizational change, lesser importance to the nonverbal communications, etc.
 Recommendations:
a) Employer or manager of Reynolds Catering Supplies Ltd should focus on regular communication with all types of employees to motivate them or ensure effective outcomes. 
b) He/she should give importance on the nonverbal communication skills which is vital to understand their psychology and to be successful in the current business world (Dwyer. and Bernstein, 2017).
c) He/she needs to obtain skills to forecast future and informs about the potential change in the business and demonstrate the importance of this change for both business and employees ensure them that they will not be fired due to the change.
d) He/she should know about the stakeholders effectively and attain skills to provide specific and clear communications with them and ensure that they are satisfied with the communication process.
 


[bookmark: _Toc8086268]Conclusion:
[bookmark: _GoBack]It is one of the crucial issues that those who are skilled communicator are likely able to develop good relationship with the business associates and the coworkers that result in moving business efficiently. Good communication skills enable the employer to handle organizational problems effectively and quickly. An employer needs to maintain better communication with the employees to ensure that there is no problems in the organization that can hamper organizational progress. Employer or manager should also give importance to the nonverbal communication skills and ensure that employees and others are satisfied with the communication within the business environment.
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