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MY FRIENDS EXPERIENCE AT WORK


My friend Sam works for the company Marks and Spencer’s, also knows as m&s or sparks. He works as a sales assistant and has been with the company for about three years now. So far his managers have noticed that his a hard working person, always punctual and hasn’t taken any time off except his holiday. He does the early shifts from 6am-2pm, which means his waking up at 4 every morning because his got to drive into work. His work involves stock taking, cash handling and managing the floor. His such a dedicated person that he also went out of his way to help his colleagues and the customers when needed. Customers gave him a good feedback/comment  and they call it a “WOW” report, customers did that because his been helping them find stuff and how friendly he was. After them reports Sam was offered the managers position, he  has accepted and now his been sent to do a course and training at the same time to achieve that next goal. Sam has very good communication with his colleagues and more importantly the customers and managers too. 

MY FRIEND IN HIS OWN WORDS,HIS OWN EXPERIENCE AT WORK 

The work I do in my workplace:

Every morning I check on the system to see if there are any tickets that need to be replaced to be in line with trading safely and legally, this could be anything from price changes either higher in price or lower , I then plot the board and make sure everyone is in the right places for date checking and and putting stock out, once the delivery and date checking has been done I then stay on the desk to attend to any customers who may need assistance in store also making sure staff are in the right places at the correct time for example if the correct number of staff is on a till or manning scott tills (self checkout). My role is trainee manager so I shadow most of the day with a qualified manager showing me how to manage people and how to run the store on a day to day basis . I also do dudilidence , so making sure all our paperwork is up to date in case we have an audit, which we did have last week and we passed so I’m pleased to say in between all this I get time off the shop floor to do my coursework, which I now have been doing for two years. I’m very lucky to have a placement within the company to train as a manager and get paid while learning on the job. The course I’m currently taking is a business management course which is a world known qualification which I can use within any retailer so it ain’t just within Marks and Spencer’s. 

MY OWN EXPERIENCE AT WORK

[bookmark: _GoBack]I also worked as a sales assistant in Marks&Spencer’s, I worked in two different ones, first one was at Euston station, and I was there for about 2 years, I worked part time as I was in college studying at the time. I then worked in Marylebone station and I was working full time as I wasn’t studying then, me and my sister worked together, it was nice having my sister there for support, we had fun times. I had to go through a training program before I got the job, that was for Euston, and I was very excited to start my new job. As for Marylebone I got into the job through my sisters because at the time both my sisters were also working for the same company and they put in a good word for me , I was interviewed and got the job almost immediately. My roles included;
· On the tills serving customers 
· Cash handling 
· Working on the shop floor(helping customers)
· Sorting out the expiry dates 
· Stacking shelves 
· Cleaning 
I mostly had contact with the customers because I was on the till most of the day especially when it was rush hour, and had to greet them with a hi, hello, hi sir or madam, then you have to smile and keep good eye contact otherwise they’ll think you’re a rude person, and always ask them if they need a bag, that was also very important. Overall I had a good experience working there , I think having a good team and friends who understood you helped more, the men working there used to help the girls with heavy lifting so that was nice. We all helped one and other , the managers were also nice and helpful, there was never a breakdown of communication, if we needed help or needed to book time off work we had to write in a request book two weeks in advance just so the managers had to confirm it and it was a  guaranteed time off. 

Some examples of Shannon and weaver videos I watched are below:


[image: ]The communication process begins when a group or individual want to give a message to another group or individual.

COMMUNICATOR: sends and receives messages 

ENCODING: putting a message together-ERROR MESSAGE- unintentional message sent by mistake or pressed “SEND” button too soon. 

VERBAL: uses words in writing and speaking 

COMMUNICATION WITHIN THE WORKPLACE 

Below are some of the scholarly I found on line and hope they make sense ;

Scholar;
B Mallett- university of Wisconsin-stout , 2005
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Communication is a process of idea sharing, information and messages with other people. Communication includes talking and writing, as well as non verbal communication (which includes body language, facial expressions or hand gestures).


A.Goutam-2013

[image: ]We are in a world where we are surrounded by people around us , just to feel the existence we communicate with one and other . In all our personal lives we need others to share or exchange our views  solve our problems. We need them for comfort, love friendship and support. 


Non verbal communication is sometimes better than verbal communication, because with verbal communication you have to speak and you may say something which is unintentional, or something that sounds rude. However with non verbal communication you only use body , facial expressions or hand gestures to imply what your saying . After all “actions speak louder than words” . 

Body language such as folding the arms can give out negative meaning, they may look like they want to hide away, for example if you go to a job interview and do that then you  give out a sign to say that you are nervous and may look like you don’t want to be there. It may also make the person whose doing the interview feel uncomfortable too. However being too confident and doing too many  hand gestures may also indicate you’re nervous. Remember to keep it simple and to the point . Another form of communication can be when your teacher at the university might be doing a class lecture and you might be head nodding a bit too much, which may indicate you’re not listening or registering what is being said and you may look half a sleep. 

WHAT MY UNDERSTANDING IS ABOUT THE SUBJECT 

I understand how important communication is within the workplace. Communication is extremely important within a big organisation who work as a team, everyone must have good understanding and good attitude towards one and other. Without good attitude there could be a breakdown of communication. Good communication doesn’t always involve conversations but employers must know how to communicate well in written reports and emails too, that’s way the customer or any other organisation can tell how how well u write , that will come across automatically. 

CARRY ON TO DEVELOP THESE SKILLS ONCE YOU’RE HIRED AND YOU’LL IMPRESS YOUR BOSS, TEAMMATES AND CLIENTS 

· Respect 
· Open minded 
· Confidence 
· Friendly (smile to make others feel at ease)
· Non verbal communication 
· Listening is one of the best ways to be a good communicator 
· Understanding 

THIS IS SOME OF THE THINGS WE LEARNED IN CLASS

Channels of communication: 

Social networking eg; Facebook, whatsapp, Skype etc

4 SIMPLE STEPS TO IMPROVED LISTENING PERFORMANCE 

· Listen 
· Question 
· Reflect 
· Agree

Bring a positive mental attitude.

DO NOT DO THESE BEHAVIOURS  (WHILE PRETENDING TO LISTEN)

· Proximity
· Intimate within 18 feet
· Personal within 2-4 feet
· Social within 7 feet
· Public within 15 feet

Para verbal communication- voice tone, make your moves purposeful. 
Globalisation-eye contact-tone-pitch-posture. All very important. 

Encoding-receiving message-transmitter 

Halo effect- attractiveness-elegance/ style in the eyes of the target group. Physical attractiveness. 

High context: value interpersonal relationships and have members that form stable , close relationships.
Low context: verbal communication, speaking, direct language. 
Non verbal communication: body language, book, email, newsletters, news papers, email, reports, essays, text messages etc.
The exchange of info is the way we communicate our feelings. 

WHAT IS POOR COMMUNICATION WITHIN THE WORKPLACE?

Poor communication such as  between management and employees, as well as between individual employee. Failure to communicate effectively often leads to conflict between one and other. This can harm an organisation. 

WAYS TO COMMUNICATE EFFECTIVELY IN THE WORKPLACE 

Emails: it will allow you to pass on messages to members of your team without pulling them out of work. 

Open meeting: it is easier to communicate how you feel to your team this way because not only will they hear what you are saying but they will also feel it. 

One on one: experts have proved that some people understand better when you take them aside and talk to them on a one on one basis. Eye contact is important to enable message has sunk in loud and clear. 

Presentations: some people can easily digest messages when pictures and sounds are included. 

Communication via training: employees take training seriously. It gives them a chance to meet new people and share their views. 

Use simple words: not every one is the same when it comes to vocabulary, therefore use simple words to communicate with your team members so they understand what you are saying. 

Listen to your team members: don’t just talk because you are the boss without listening to anyone else. Remember you have two ears and one mouth, so listen more and speak less. 

Appropriate tone of voice: use appropriate tone of voice, to communicate your message to your team so that you won’t be misunderstood. 

Be humorous: use friendly jokes when communicating with your team members, it will pass your message across in a more relaxed way. Your team members will feel comfortable to talk to you about anything they may be concerned about. 

Avoid mumbling: mumbling could give away a negative attitude, speak clearly and to the point . 

Encourage feedback: don’t just talk then not give a chance for anyone to ask questions. It will also give you a chance to let you know how well they have understood your message. 

Be appreciative: after every communication session, always remember to thank your listeners for their time. It will cost you nothing and it’s a simple gesture to let them know how much you appreciate their time. 

“Communication problems in the workplace can cost your company productivity and money. Without efficient communication, your company is unable to exchange information essential to daily operations and create a communication network to carry new product data. Understanding examples of workplace communication issues can help you to create policies that will address problems and create an efficient communication network in the office”
By George N. Root III

References: scholars; 
      A.Goutam, -2013,
      B.Mallett- university of Wisconsin, 2005,                                               
      Shannon Weaver videos.




This assignment is done by Shujala Khanom, student ID 1707898 (BMSK4002) , group 6, John Paul. 
Communication and skills within the workplace. 





I’m submitting my assignment via email because my laptop broke down and lost all my work so I had to do it all through my phone , hope you can understand and please  grade my work. Many thanks . 
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B Mallett-Hamer - University of Wisconsin-Stout, 2005 -
minds.wisconsin.edu

Communication is the process of sharing ideas,
information, and messages with others in a particular time
and place. Communication includes writing and talking, as
well as nonverbal communication (such as facial
expressions, body language, or gestures), visual
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[PDF] Organizational [PDF] ac:
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A Gedamu - academia.edu

Abstract Communication is the Process of exchanging
meaning between people by using a common system of
symbols, signs, or behavior. Communication is the cement
of social life where by relationships are built and
maintained. People organize to accomplish individual
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[PDF] Effective communication at [PDF] res
workplace

A Goutam - ... OF MULTIDISCIPLINARY RESEARCH IN
SOCIAL & ..., 2013 - researchgate.net

Abstract We are social beings gathered and filled with the
people around us, and to exist ourselves we communicate
with each other. In our personal lives, we need others to
share and exchange our views, solve problems, we need
them for friendship, comfort,, love and
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[PDF] Communication at Work [PDF] SO
Place

N Sharma - soeagra.com

ABSTRACT We live in a world filled with other people. We
live together, work together, and play together. In our
personal lives, we need each other for security, comfort,
friendship, and love. In our working environment, we need
each other in order to achieve our goals and
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[C] The experience of students with Down
syndrome as they transition from school to
employment.

S Segev - 2004 - elibrary.ru

This thesis was conducted in order to investigate the
perspective of students with Down syndrome as they
transition from school to employment. Information was
collected through personal interviews with the participants.
During the interviews, the participants expressed their
hopes, dreams, and




