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1. INTROCDUCTION

   Communication is one of the oldest ways to send and receive a message. “Communication is an essential life process, through which animals and humans generate system, obtain, transform and use information to carry out their activities or life” (Brent D. Ruben). Through the human mind is passing is passing a lot of ideas and thoughts, some of them we express some not. Interpersonal relationship, these connections, social relationships that are established between social units represented by individuals and social institutions are different depending on individuals and situations. Communication is the base for the interactions between groups. The easier a person communicates with those around him the more he is appreciated and integrates more easily in that group or with another person and he can establish connection and interactions with those around. Due to lack communication many persons are banished. Communication must function as a circular system; the central element is the feedback which allow the receiver to issue a reaction. According to Bardwell (1995), having effective written and verbal communication skills can help to get a desirable employment. Communication at the workplace is the most essential tool, is the vital flux who made the performance of the organisation. 


2. In class learning on communication 

    We have many group discussions in the class at the University with our teacher about communication and the aspects of communication. From all these discuses I understood that communication is more then just to send a message, and it’s a whole process and the elements for a good communication are the sender, the receiver, message, decoding, feedback, channel of communication and the context of communication. Communication can be Verbal, which can be oral or written including words and Non-Verbal can occur without words and is refer to body language. Communication channels refer to the way the information streams between sender and receiver. A breakdown into the channel can leads to an inefficient stream of information. Communication channel can be formal, informal, and unofficial and can include face-to-face communication, broadcast media, mobile channels, electronic communication, and written communication.

2.1 Types of communication
     Communication can be Verbal Communication, Non-Verbal Communication and Written Communication.
     Verbal communication is used to express messages, ideas and thoughts. 
     Non-Verbal Communication can be characterized as messages that are communicated by non-linguistic means. 
     Written Communication is the process of transmission a message using written symbols and can be more exact and clearer. 


2.2 Barrier of communication 
     Language Barrier
     Psychological and Emotional Barrier 
     Physical Barrier
     Attitudinal Barrier
     Cultural Barrier
     Environmental Barrier

  Language Barrier is one of the main barriers in communication. It is important that all individuals involved into the communication process should understand the language used. 
  Psychological and Emotional Barrier refers to the psychological state, if a person is not mentally or emotionally fit, they cannot communicate effectively. The main kind of Psychological and Emotional barrier are: Lack of Attention, Premature Evaluation, Poor Retention, Loss by Transmission, Distrust and Emotions.
  Physical Barrier is the environmental or natural condition that act like a barrier for communication. Cause of Physical barrier can be: Environment or Climate, Time and Distance, Medium Disturbance or Technical Problem, Workspace Design, Noise and Information Overflow.
   Attitudinal Barrier is a term used for those individuals which had disabilities.
   Cultural Barrier is when individuals of different cultures are unable to understand each other resulting in inconveniences and difficulties. Cause of Cultural Barriers can be: Language, Signs and Symbols, Stereotypes and Prejudices, Behaviour and Beliefs, Religion. 
  Environmental Barrier is anything that prevent effective communication within the environment around. 




3. Analysis of communication in the workplace

    I’m currently working as a Team Leader and as a Carer sometimes in Health and Social Care for an agency (Temp24) and for a company called CARE UK for more then two years and communication is the most important thing for passing information between people and organisations. In my job communication is the key to bring people together and develop strengthen relationship between colleagues, clients, and management. Communication allows us to transferred ideas, facts, feelings for a better understanding of a subject. For example, in normal when I’m not at work I communicate to gain information from other persons about daily life, what to cook, where to travel and things like that. On the other way when I’m at work and I have to communicate with someone I have to do it a professional way because I have to explain policies and procedure to the clients family, service users, to promote relationships and offer support to get to know the service user so that all their needs and requests are met. The main methods of communication are Verbal Communication, Non-Verbal Communication, Written and Listening. 
Verbal communication is used by the patient to inform the professional care how they are feeling, what they would like to eat, what concern may have, what they would like to do etc, on the other side I have to used verbal communication with service user to inform them about their daily care task, about the medication they need to take, what changed are made on their medication, general health etc. All this allows the service user to know what to expect when I came to them. The other method Non-Verbal communication, which occurs through body language, gestures or facial expression it’s used in many different ways in health social care, for example if I hugged a service user who just found out that a member of family or a close friend is in hospital, or something bad happen to them this will make the service user feel better, but on the other hand if a service user is fine and I’m  going to hugged them just like this they may feel intimidated or sexually abused. Written communication is used in many ways like emails, letters, memos, or medical record. Both companies Care UK and Temp24 are using emails or text message to communicate with the staff or their clients. Emails and text message can be formal and informal.  Letters are often addressed in a formal way and are usually used regarding patients’ appointments, test result, collection of medication. Memos are usually used to inform the staff about policy changed, or any changed within the care home or hospital, usually these memos are not accessible to the service users. Having good listening skills will help care givers to find out if the service user has any preference, worries or fears. For example if one of the resident that I’m taking care it’s telling me that he/she have been abused in any way it’s part of my job to listen to him/her  and take appropriate action about the information that was disclosed to me. When we are handing over the shift, listening communication is also particularly important to receive correct information, as we are passing important information, like any changed on the medication, well being of the clients, concerns etc. In my workplace communication need to be accurate and the barrier of the communication must be removed as much we can, like physical barrier, language barriers, cross-cultural barriers, organisational barrier, and semantic barrier. While the communications should be a priority for any organizations and individuals there are some issues and challenges that staff, and managers need to conquer to make sure communication remain effective.  The problems that the organizations that I’m working for is facing is passive listening from staff and management as well, lack of interest or motivation, cultural differences, negative attitudes and language barrier. 



4. Theoretical underpinnings and practical implication
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David K Berlo focus on four elements namely: the Source (S) , the Message (M), the Channel (C), and the Reciver (R). Under each of those elements are factors that can affect the communication. 




5. Suggestion on improvement communication at workplace
   The measures that should be taken by the organisations where I’m working to improve communication and team building. 
Incorporate effective communication in the organization’s mandatory training program 
Like how “Moving and Handling training” is one of the mandatory training programme, a communication training need to take place as well, the employer should not except from the employee to communicate effectively if they never been trained to. During this mandatory training employee should learn how to ask questions, how to empathy with the service user, how to communicate with them without being rude.


Schedule regular meetings for employees.
Schedule regular meeting like every 2 weeks or once a month with employees to find out what are their problems, what difficulties they have at the work place, what improvement they can brought to the organisation, offer them the freedom to speak open, without fear. 


Clarity from managers and administrators

Good internal communication starts from the top. When managers and administrators clearly communicate goals and expectations with employees they understand how to work toward those goals.

Use Simple Language
Employers and Employee should use simple words or language that everyone can understand and are comfortable with. Using difficult terminologies with employee or service users will not help gain trust and build confidence.



6. Conclusion 

Regardless of the environment that we find ourselves in,
communication stands at the base of each single human
interaction. Whether it is written, verbal, or non-verbal, whether is
personal, formal, on social media or “face to face”, what we transmit
to others and the feedback, we receive influences our perception, our decisions, our very actions in life. For someone to
communicate effectively, we must take control of our attitude and
exercise good behavioural skills, so we can both send the right
message in a proper way, and to be able to perceive and
correctly understand the feedback that we are given. To
achieve that, we should always try to find ways to express ourselves
through simple words and phrases, through gestures and facial
expressions that are in accordance with the message we are trying to
transmit, and we should also consider our tone of voice and
our surroundings, meaning that we should try to choose the right
time and place to send our message. Regarding the feedback that we
will receive, we should always keep an open mind when analysing
and perceiving it.
Because the average person spends almost half a day at work, and inevitably interacts with other people, it is even
more important to be able to keep and sustain good communication
in the workplace, to avoid conflicts and other unpleasant
situations. However, we should not let inconvenient occurrences
interfere with our good communication skills.
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