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INTRODUCTION:   
 The  target  of this report is  to discuss  how  well employers can perform to communicate  with  other and how they can improve their  communication skills within the work place .This report will also be done  by focusing on my friend’s real life experience  in the work place.  
       when a group of people work together and communicate with each other, give decision jointly is promote a team. In the work place, the work individually gives less output then an effective team work . Communication skills are essential for  the successful team work in the workplace which  improves the quality of the work, applying perfect decision, efficient allocations. In this report I mainly focus on the related activities of  communication skills in the workplace and how it can be improved .  Good communication skills and scheme guide  the team to success . When employees  works together , they can share their own opinion, they can discuss and easily can get rid of themselves by putting appropriate decisions in the work. When employees are decided to do a team work they have to first select skilful leader who can command and active in the work and give full concentration in the employee’s valuable decisions and have good communication skill.  

COMMUNICATION SKILL: 
 Reading, writing , speaking and listing are some  principle communication skills which are very important for effectual communication ,specially in the work place. For a single person ,group and company  communication skills are base of favourable outcome (Kinnick  and Parton,2005). Verbal, non-verbal, written ,oral and posture  are some common communicational  activities  . Communication between two or more people is the outcome of interactive appreciation by exchanging concepts , information and ideas . The procedure requires at least one sender ,one receiver and a massage which is broadcast within a transmission medium . This process starts  with a concept in the senders mind. The person encodes the concept in to meaningful symbolic words, sketches or signal . Then  sender choose a medium to transmit those symbol so the receiver can access them through one or more senses. 
 ACTIVE LISTENING : 
According to Crockett(2011) ,  the person on average can memorise less then half percent what they hears . To practise active listening, person can follow KEYS approach for good communication. HURIER model presents Hearing, Understanding, Remembering, interpreting (could be verbal or non-verbal), Evaluating, Responding for effective communication. Noise is the barriers to active listening of every interact communication. Unnecessary talks during a meeting, cell phone sound or disarrange papers are some external noises. 
.
Procedure :  
 As the requirement of assignment , I took  my friends interview. His name is NAYAMUL ISLAM . He is working in  co-op  group. He has very good communication skill. Al the employees are selected on the basis of their dedication of their works in the company. We have selected a particular place and analyse how the workers communicate with co-worker and customer and how the can progress their communication skills.. The target of each of the team is focus on the reason of the situation and made a solution and prevention to overcome the situation.  
The workers communicate with each other and with customer  verbally more . They also do non-verbal  and written communication . Sometime they get trouble when they face some customer who don’t know how to speak English. That time they do non-verbal communication. They try to make them understand with some physical activities. If there is any problem to communicate in the work place there will be several problem . Lower standards can create problem to communicate with other co-workers . In every organisation there should be standard method of communication policy  for both workers and consumers  . Sometime  co- worker   from different   culture  or background and experience may cause communication barriers . Some employee always mixed up  their personal life and working life together in the workplace. In the office professional communication diminish for personal problem which may lead to reduce self-confident , cause gossip in office or even  charge  of harassment .   Often people interpreted incorrectly and believe the information what they hear or read whether they hear or read correctly or not . Non-verbal sign also lead people to make assumption which can obstruct communication . An  employee  who avoids eye contact may cause others to think that  he or she is trying to hide something when he or she may feel humble or shy .Active listening skills are necessary for effective communication and understanding the massage. Workers who don’t know how to listen actively to their co-workers will miss important information or will not know what is going on within the office. For example , Jennifer in “Step Back and Reflect” (Maund ,Schriek and Tinkler ,2017, p49). Bosses who share incorrect information or share information without verifying may cause delay to complete the task .Using  common phrase which are clearly understood by both parties is the outcome of good communication (morasch,2004).              
The disperse of communication may cause to time waste ,missed meetings, copying of work or other confusion of the workflow.  In workplace sometime very little communication is private. Computers can be hacked ,other employees can read and see the confidential communication . Leaked important information may cause liability issues and harmful for company. Negative attitude obstruct communication process in the work place . In some cases ,two employee dislike each other and create a wall between them to communicate. Other employees make a different attitude who don’t care what is going on during normal workplace communication.  

The main target of the report  is to communicate with each other and then perform the work related purpose. They  selected  team leader for each three shift as the shop open for 24 hours .The team leader run the shifts . The shop manager mostly stay at the morning shift .All the employees are work in the shop as a team .
 A team have the capability to do their best in their work place and  maintain all  the team work what their manager said . The  team leader planned and look up all over the matter and also find  the reason behind the chosen problem that is to be solved. The team members are jointly the work so that have to give their own opinion of the related topic. 
 In any team work, the team leader distribute the team members with give them their individual responsibility according to their works. The  team members also done their duties if they are capable of being doing in those criteria. This is also important for the leaders to measure the competence of the team member and then he have to assign their roles in accordance to their working purpose for accomplish their own duties, 
 The leader and also the team members have to be honest and dedicated in their group works. If they are depend on their team leaders and other team members it is not effective for him and also for the team to do and complete their works successfully. If each of the member perform their duty effectively and maintain the privacy of the groups and also collected data ,all circumstances can be easily handle. 
ASSESSMENT :

 While a team is formed to doing any task, the construction of the groups and the way of communication through the team are most needed for any organization or business.    

            The team members have to perform their duty attentively and effectively for              the benefit of the  management purpose. Workers are bound to perform some  task for solving the problems. They  communicate  different  culture of people, find the reason of the problem and collect data then apply it.  An innovative idea is more acceptable than a common thought. The movements they show in their mission are additional conservative and they follow some unique roles for doing  their best and get better result. Their major task is to concentrate  over the whole working process and collecting different information to resolve the problems. The working structure of the team sometimes have to pay a deep concentration for many critical analysis of the   work .                                                                                         

           Controllers make the leadership style more professional and change it from outdated style. The controller is also mentioned to as the  manager. 
The main duty of any group. workers are to work rotund the clock and their main intention and goals is to make the best use of working together and achieving the purposes of the team by performing responsibly  under work pressure .   

Investigators are always working for the company’s betterment and always make a bonding with the team members and also communicate with them for getting a better output. The role of the supply investigator is essentials because they collect all relevant information and make a right choice of the decisions which are essential for the company. The task of the professional in an internal or external group work is have some limitation and also have many chances to gather a mixture amount of knowledge related to the selected group and can done the works very successfully. By doing work and also by solving the problems, now I came to know how to overcome the circumstances and how to take decision
 The enlargement of ideas are help the members to done the work properly. The evolution  of the  innovative idea is more essential than a normal idea. When the  team members are trying their best to giving a different ideas to solve the problem or the related objectives and implementing the knowledge with a team is capable of gaining accomplishment for the prearranged task.  The mechanisms that are included in negotiation for a group work associated with various matters. The team leader is bound to follow the structure an alternative ideas behind the member’s ideas.However,  the members are to take any decision or not complete their works, leaders can  take any decisions. The team partnership could be stand by for what they done their individual tasks too. 
ANALYSIS : 
 For obtaining the objectives of the employee’s communicational skills and the application of the determined approaches are very essential.  

· An individual or a  group  cannot be formed without the aim, purpose and for finishing  a task , team members should  communicate  with each other .
· On the other hand, the strategies are also a superior part for the reason of getting success and also for the better outcome from the task. 
· Illustration possible strategies and acquisition a large numbers of knowledge is need here and also be obtain through the actions that have been separated among the squad members. 
· The members of the group are also working tougher every working day for the reason to  achieve the goal. 
· The competence which is exposed by the team members while doing their tasks and they are more knowledgeable in their following task. 
Conclusion 

The report is contained the effective communication  of  employers performance . The communication level between the team  members are need to be performed because if the members are not communicate and share their estimation with each other they cannot done their job easily. The effectual purpose of the given objectives or tasks are fully performed by arrange a team. By doing the task jointly with the group members different aspects of some tasks are can observe.  The report has also investigate employees  valuable and object related evidence and data that helps to done the task successfully with the help of team leader and the team members otherwise it was quite difficult to perform well in the task . 
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