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Introduction 
The purpose of this report is to be analysing the communication at the workplace in multiple different ways. Explain the purpose of the communication and the meaning of the communication true the way used and the efficiency of the purpose. In this report, I used as an example the workplace of my wife where she was describing me the way how they hold a team meeting.  This report explains the verbal, written, face-to-face, email, phone and nonverbal communication. I will explain the importance of active listening.  In the workplace, the employees absorb information in different ways. To make sure that the information understood by all the method used for communication must be simple, clear, and precise. The communication can be internal or external.

1.1 Morning meetings 

In the company where my wife works as a system analyst, she uses internal and external communication types such as email, telephone, letter and verbal communication. Internal communication is mainly used to inform and to request action making sure that the organisation will succeed. They are using external communication to contact and inform customers, product/service suppliers. Most of the time she uses the telephone or email depending on the situation. To contact a customer, she will use email communication to have a written proof of the conversation made. When she contacts a product/service supplier, she will use a telephone communication type to be sure that she will have immediate support from the supplier.      
Example of morning meetings: Early mornings are held at 8:30 am one of the best times to hold the meetings because the group pay full attention. In the mornings meeting, they discuss the issues occurred the previews day and they inform the action taken to fix the issue. In the case that the issue it wasn’t sorted they will discuss the solution what they must make. 
When they are working on projects, they will update the team members of the evolution of the project making sure that they will respect all steps to be sure that the deadline does the project.
All the meeting is held under the verbal communication using eye contact and body language. In the meeting, they are also using the written communication but as evidence of for future reminder.    


1.2 Verbal communication
Verbal communication includes the usage of words while the delivery of the intended message is being made. It can be one to one, over the phone or in group settings etc. It is a model of effective communication that is personal and used more than only phone calls and whenever possible. The medium of the message in this case of verbal communication is oral. Simple speaking is verbal communication what use every day in the workplace. The verbal presentation in the company is another time – honoured of aspect running the business. Presentation as very common in a company that time develop new products. The most verbal effective verbal presentation example will include simple, clear, language, and visual aids that effectively convey the message. In positive company language is helpful and encouraging: it suggests alternative and offers more opportunity solutions the internal and external problem.
The advantage of verbal communication is that is happening instantly and at the same time, the disadvantage of missing evidence, it’s harder to prove that the communication it happen.

1.3 Written communication

Written communication it is present everywhere and consists of traditional pen or pencil different types of the document, letters, email, text chats reports, electronic documents SMS, and anything else that might be conveyed using written symbols. This routine of communication is indispensable for any formal business communication and the issue of legal instructions.
The information in writing is considered more legal and valid than the spoken words in all world. Also, the people believe more in written documents than spoken orally. The advantage in written communication is no need personal contact you can tell an employee she or he must work overtime through an email instead of face to face. You can save money you can send an email of calling long distance. Disadvantages of written communication delay in communication anyone can read costly if the sender and receiver are sitting close other you still must spend money on paper or internet service.
“Written communication is simply content and can be interpreted in several ways if the written communication is actually read of course.  Someone reading an email at the end of a training and stressful day might interpret the email very differently someone who can take their time, think about what it means and knows well how you usually communicate. communicating with one individual by email may or may not be effective, but if someone does not know you, well then you will need to be very clear about your meaning, using language that most will interpret correctly.” (Peter Morgan 2017)
The advantage of written communication is evident about the fact that communication happens the disadvantage is that it is time-consuming.  
1.4 Face to face communication
In company face to face, communication is important because it helps build trust and credibility. Face to face communication allows the person to show the people true personality, emotions, and reactions also help build a more important connection with potential business partners and clients, help build credibility and establishes trust and loyalty what is very important in business.
“67% of senior executives and managers said their organisation's productivity would increase if superiors communicated face to face more often.” (Launch Workplaces).
Face to face communication it's better in the company because some people are not speaking good English and easier for this people communication face to face.
“Face to face communication creates more motivation. There is no denying the fact that that speaking to someone in person can make it much easier to motivate them. Of course, you could write a long-winded message to your employees telling them how much they do for the company, but is this going to more effective than walking up to them, smiling at them, and thanking them in person for their hard work? While you can contribute to motivating your team through electronic communication, there is no doubt that face to face interaction has special relevance in this area.” (Free management eBooks)
The advantage of the Face to face communication can use in many ways especially the information is instantly passed to the receiver and the feedback the most of the time is instant.

1.5 Non-verbal communication

“What is nonverbal communication? Put simply, nonverbal communication (also referred to as body communication) includes all those ways we communicate without words. A more technical definition for nonverbal communication is “communication other than written or spoken language that creates meaning for someone” (Ivy& Wahl, 2014, p 5).
Non-verbal aspects of communication it's important and can be body movement, timing, eye contact and vocal variety. First impressions what you can observe when you meet someone was largely base on amount of enthusiasm shown, the facial expressions, the way the persons moved and gestured as they spoke, and the warmth of their smiles.
The advantage of non-verbal communication is that is short and direct information, the disadvantage of non-verbal communication is the misunderstanding of information.

1.6 Email communication
Email has had a large impact on the workplace since the end of the 1990s. Some of the effects of email communication at work have been positive, and others have reduced from the benefits of the daily face of face communication.
The email communication in a company or organisations have become very common and is a highly essential device for the sharing of information with hundreds and thousands of employees. Email communication methods are easily accessible and inexpensive and very common in business and organisation.
Sometimes sending email to another company or person eliminates the opportunity for immediate feedback, including nonverbal responses, from the other person or company.
Often managers who spend too much time reading and replying to emails with business partners, suppliers, workers have less time to train and motivate their subordinates. 
“The closing years of the 20 centuries saw the introduction and widespread adoption of email as a means of workplace communication. Email is now a fact of life in many workplaces, where it has largely replaced written memos and much telephone and face to face interaction. In some workplace in the corporate world, email has become the primary communication medium, and many of today's workplace could no longer function without it. It plays an important role in the transmission of information and general, in dealing with everyday administrivia at work”. (Waldvogel, 2005)
The advantage of email communication is easily accessible, and the disadvantage is that the feedback is not instant.

1.7 Phone communication
In an organisation the best and faster method of communication is the phone because it’s a way of talking with someone face to face, a phone call is a best and fastest way to get a personal response. If the called person is available, you can take care of company on the spot. With other forms of communication, such as email or texting or fax you leave a message, and you hope for a quick response in the company the phone communication. Making it easier to do business because the customers will be able to contact the company directly and get answers to the queries often quicker than if communications are use through email or online platforms. 
An efficient business telephone system is a good way of communication between the company and customers. The telephone offers a faster response than email, is more personal, and easy and quicker use. Mobile phones in the company can upgrade the mobility, safety and the morale of your workforce. Mobile phones are a must-have piece of business equipment for many owners and staff. The disappointing part to have a work mobile phone is the out off-hours calls, in this way the person has to spend unjustified working hours. The advantage of using a phone for communicating is the instant verbal information to the receiver, and the disadvantage is the cost of the mobile phone can be expensive and relying on the area signal coverage. 
1.8 Active listening
Listening when someone speaks to you or someone else helps you to communicate more effectively. To improve communication can be achieved whit concentration and practice, which after a long time of effort became a habit. Proficient listening is a very important skill for anyone in the company and small business.
An accurate understanding of others is need before a meaningful response will be made. Effective listeners suspend judgment first to understand the speaker’s point of view.
“This advanced developmental skill requires listeners to attempt to get into the shoes of the speaker and see the issue through his eyes before responding”. (Certificate in Higher Education: Skills for the Workplace Student Yearbook,2017).
The active listening person is making a conscious effort to hear your costumes or other people word in the company as well to try and understand the total message being sent, both verbally and non-verbal.
The best salespeople in a company tend to listen like a homicide detective and ask great questions to gain understanding and promote conversation between company customers. When communication is poor, mistakes increase, relationship breakdown, and opportunities to make the sale are missed.

Conclusion 
For concluding this task, several communication forms were used to analyse and implement for receiving the purpose of communication in the normal life. It is very important to identify to information used and to analyse the receiver of the information. Before the information is communicated, we must identify the receiver knowledge level. We are not able to do anything without communication.  
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