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  The purpose of this report is to explain the importance of the good communication within the workplace and between coworkers. In the workplace, a good communication it the main key to a successful company. To work as a team every member should have good communications skills, because a bad communication can have a negative impact, and lead to errors and failure. Effective communication helps to grow the productivity of the company and improve the working relationships. Employees are more enthused to come to work when between them exist good communication. Also, good communication leads to a good team, better results and increases employee loyalty (McQuerrey, 2018). 

   The work environment matters because it can influence the workers' attitude toward their managers and coworkers. When you are working hard, and you are putting all yourself in your work, but you are still unmotivated and unappreciated it is very hard to continue in the same way. A good manager knows that a good communication between him and his employees can bring just benefits, including improved employee satisfaction, customer satisfaction, and many other benefits. The basis for employee motivation is good business communication (Lin, 2011).
Employers will be ineffective without good communication skills. That is why employers who know how to communicate well will have a positive workplace. 
Without good communication and team work skills, employers will likely be ineffective.



[bookmark: _Toc523474250]Advantages of good employee communication

 Communication with your employees is a crucial factor in managing your workforce. It can cost employer money to introduce a proper procedure for informing and consulting employees, but the employer will benefit from increased productivity and improved job satisfaction. In this case, the employees understand the effect of their contribution, the targets, and deadlines which helps to avoid misunderstandings. Unclear and inadequate instructions given to employees can lead to the break of internal policies. Managers are leaders in the organization, but to become a good leader they have, to develop credibility for their personal. An organization can not exist without good communication, it plays an important role (Gartenstein, 2018).
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Communication is the fundamental skill for organizational and individual success and is considered the most important criteria when evaluating job candidates. Communication is the exchange of information, ideas and thoughts between two or more people at the workplace. Individuals should learn how to cooperate with others and that will increase the chance to meet their personal needs and to solve problems. Each worker is liable for the success of their own communication skill. 
Listening is a part of communication skill and is the main key to understand and perceive the message. Listening carefully shows that you have an interest in what your coworker wants to say, and you respect them. It is important to mention that posture has a significant role and help people to focus on what is being said (Maund, Schriek, & Tinkler, 2017).
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   On my previous workplace I was in the administrator position in a big chain supermarket. During that time many communication problems between manager-employee and customers-employee arose. I will try to describe one of them. I had an experience in my workplace with my coworker. We were two administrators-  each of us was working two days shift. As an administrator, you have a lot of responsibilities, starting with providing effective management, good example for your subordinates and being able to meet up with customer expectations. This job requires to be very attentive to all details, to be serious and responsible. But not all the people are the same. 
  My coworker was a very friendly and nice guy with a good attitude towards work itself, but this sometimes it is not enough. He was very joyful (or maybe not very serious), he was singing all day long when walking in the shop or checking shelves and stocks. In the end of my shift as I usually do, I wrote the report of the all orders I made for my coworker. But because of his inattention (he did not check our notebook, where we usually were writing all the reports) he placed another big order of the meat. In the same day, he received the order I made and his order as well, which was too much for our store. 
  When he realized the mistake he did, he tried to deal with the agent to make a return of the order. The agent was not able to do that. As we were a chain of the supermarkets, we called our coworkers from another markets, trying to give them at least a part of our order. Unfortunately, they had already placed the orders for their market and they were not able to help us. The only way to solve this problem was to sell everything. We made the decision to empty one more shelf and to put all the meat there. This was not very helpful, we sold just 1/4 from all the meat. As the meat has just three days shelf life, we could not sell all the quantity. In those days we had a control from the main office, and they found out about our situation. They asked who was in charge of this and who did the mistake. My coworker recognized that he did it because of his inattention. 
As you are a responsible person in the supermarket, you have to be very careful with your decision, they can affect not just you, but all the workers from the market. In situations like these, the shop loses money from its budget and at the end of the month, you cannot meet the shop target. Our store manager was very frustrated and angry at us. The office supervisor made a decision to cut bonuses for that month and also, they made a decision to transfer my coworker to another shop. 
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This experience helped me to understand that communication is an important skill in the workplace. Employers can achieve extraordinary results and make their target only if all employees are working in the same way, and direction. It is important that all the coworkers develop in them a good communication skill. Oral and written communication skills are important in predicting job success and it helps to develop personally and professionally ability. Each person has a different communication style, that is unique. Working with a person which has not the same communication style as your own, can create barriers for an effective communication.
To make a communication effective, all the members in the workplace should follow the same rules and goals. It is important to observe all the details, problems and to build trust between coworkers. In my case, my workmate was not attentive to small details, in the result that caused grave problems. In the process of the communication is crucial to listen to the message, to perceive the right information and analyze everything before making any decisions.
Analyzing my colleague behavior, I can see that he was not concentrated on his work or maybe not serious. That caused problems in our communication and we could not achieve the target. This example can demonstrate that each person in the organization is an important individual whom can influence and affect the income of the entire company. That is why every employer should be attentive when engage a new employee in his company. Every employee can increase or decrease the income, depending on his personal goals and aims.
Falling to focus on the message is a big barrier for the communication. Because of world-changing and emerging technologies people are not more paying attention to the conversations. Multitasking, distractions, and noise can decrease the productivity of the employees. As a result, that can affect all the company not just the responsible person. 
It is very important during your work time to stay focused on and to pay attention to all details which can change the way or can affect the productivity of the company.
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The purpose of this report is to demonstrate the importance of the communication in the workplace and how this skill can meliorate or deteriorate the company's income. Communication is not just about talking, but about listening and hearing. Listening requires you to concentrate on the message sent to you and understand the meaning. Effective listening is crucial for maintaining a good relationship with your coworkers, leaders, and clients. To achieve professional excellence every employee should be able to develop their listening skill and overcome the barriers. Barriers to listening including external and internal noise which might interfere with the ability to listen to others and to focus on the message.
The first step in improving your communication skill is to concentrate and attending to the message. Understanding is the next step and is about comprehending the meaning of the message. Interpreting or analyzing is an important part of the process of communication. That is why your ability or inability to listen will directly influence your relationship with your coworkers and clients. 
Good communication is a fundamental tool to achieve productiveness and to maintain good relationships between all the employees. Employees who are focused on the company goals and investing all their energy in achieving them will build trust and increase the productivity. The employees who can collaborate effectively with colleagues, employers, and customers will be considered always as precious goods for an organization.
Communication is the connection between people, the powerful factor in the productivity of the company. 

The workplace process requires some type of communication, whether is an office job or a job where you sell something. The most important thing to pay attention is that the communication is about satisfying customers, find a solution and improving the quality of your product or service provided.
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