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One of the most essential forms of social interaction is communication; it is at the forefront of everyday life. Communication can be defined as the method of transmitting information from one person, group or place to another. In communication, we have the sender, the message and we have the receiver, the mode is seen as the means of communication.

 According to Herbert Clark “iconic and facial gestures depict different ways of communication”. Simply stating there are different methods of communication. Such as facial expressions and body language as well as verbal and non-verbal, both influencing how we hear and see things. 
To communicate effectively you need to be able to understand both verbal and non-verbal methods of communication (posture, tone of voice, etc). 

Lance Armstrong shows us how Often Someone may say something however their body language may not convey the same meaning, for example, a person may say “I’m having so much fun” however their body language and facial expression may show that they are bored and seem uninterested in what they are doing, therefore contradicting what they say.  
Being able to communicate effectively is a powerful tool to have when trying to create bonds both personal and professional and express emotions. There are different types of communication, below are a few  …

Verbal - using speech and language as the main method here. This can be formal or informal, this often happens when we are speaking to others.
Non-verbal communication can be explained as sign language, body language, facial expression, appearance and even eye contact. Non-verbal communication works well with verbal communication and can often work well when words fail to express what is needed. Non-verbal communication is very important when in an interview and other professional settings. 
Written communication- through social media, emails and even text messages. Written communication can help when trying to share a thought or an idea, however, written communication can sometimes lack the emotions needed. 
Listening- when communicating with others having the skills to be an effective listener is extremely important. Listening allows for an effective engagement and understanding of others points of view. Being able to listen well also allows for the correct response. 
Visual communication - through the use of graphs, pictures and objects, Visual Communication is extremely important when trying to convey important messages and information.

In a workplace, having communication problems can harm staff as well as productivity, it can also define how successful or unsuccessful a business becomes. When left unresolved, continuous communication problems lead to mistakes and loss in profits, it can also have a negative image on a company. Recognising these communication issues and working towards solving them can help smooth things over before they escalate even further.

Often failure to communicate effectively can cause problems, workplaces are dominated by quick replies for example, simply answering “ok” or “yes” when someone asks you to review a document can cause problems. when sending a message, it should be clear and detailed, when replying to Emails and messages it should be complete and comprehensive. 
Effective communication helps avoid assumption, for example when working in a group it is easy to assume that someone else might be completing a certain task, this can lead to finger pointing, blaming others and therefor work not being done or deadlines being missed.  Good communication allows for clear understanding of roles and each individual’s task this can be done through email notification which sets out who is responsible for what. 

Failure to self-edit through emails or vocal communication can lead to a breakdown, sometimes individuals should think carefully about what they are about to write and say. Not being able to fully articulate an idea or a message can lead to confusion and misunderstanding.  Being mindful of your tone of voice and checking over anything that you are about to send is a good way of avoiding this. 

Although we have so many different tools available to use as a form of communication, using the wrong communication tool can also lead to problems. there are times where email may be appropriate and there are other times where a phone call or face to face meeting is the more appropriate option. Choosing to use the wrong tool can lead to the breakdown of communication and even affect others emotionally. 
For example, If you are delivering bad news an in-person approach is more suitable, this will allow for you to come across as more sympathetic and allows for body language communication. 

Confidentiality in the workplace is very necessary, being able to be mindful and not overshare is important. Gossiping, releasing of personal information through oversharing can result in a loss of trust. 
We should therefore try to hold sensitive meetings privately, and do not put sensitive information in emails or gossip.




Within my place of work, there have been a few occasions of bad communication. 
For example, an email was sent out for a task that needed to be completed. There were no clear instructions on what should be done once the task had been completed; Some members of staff took it upon themselves to begin working through the task without making others aware of which task they were doing.
 With the lack of clear instructions and lack of communication from both management and staff, we ended up realising that the same task was being done more than once.  Members of staff failed to  inform each other on which task they were doing. This resulted in time-wasting and emails getting sent out more than once. 
Here we see the importance of task delegation and the importance of clear communication. If staff members had clear and good communication with each other they wouldn't have failed to inform one another on what task they were working on. they should have also considered having a tick list where things that are being done are checked of, this would have saved them time and given them the opportunity to complete other tasks. 


In extreme situations, communication can mean life or death, for example in the tragic case of Victoria Climbie.
Born on 2 November 1991 in ivory coast; Victoria was an eight-year-old girl who died on the 25th of February 2000 due to injuries caused by her great-aunt Marie-Thérèse Kouao.  
when. the government reviewed Victoria’s case they found a clear failure in communication and incompetence of professionals.  A failure and breakdown in inter-agency communication systems. The different agencies failed to communicate with each other in regards to Victoria Climbie injuries and events that led to her death. one agency failed to pass on information to another.
This led to Victoria slipping through the child protection process and ultimately ending up dying through child abuse. 
The review on Victoria’s case also showed A failure in the understanding of the roles of certain agencies as well as confusion surrounding the responsibilities of individuals. 
Communication was essential in this case, the lack of it as well as many other factors caused a young girl to die. 
This situation could have been improved if the different agency had clearly communicated and informed each other on what was happening to Victoria at the time. If agency had a system of where clear information on incidents and different events that had taken place, someone could have picked up on the situations and seen that something was not right. 
In industries like health and social care, communication is of any importance, not communicating effectively can lead to things such as missing medication and sometimes overdose, having things put in place so that the entire working environment is aware of what is going on can be helpful. 
In social care, there is often a communication book or handover given to staff. This is done so that the day staff can inform the knight staff about anything that has happened during the day that may or may not affect a patient; doing this eliminates most assumptions.


In every business communication is key, staff need to communicate with each other so that everyone is aware of what is taking place,  they also need to communicate clearly to their customers. For example, in schools, clear communication is needed between staff and parents. When working in an environment where children need extra care and support the adults must be communicating with each other so they can fulfil the educational need of that child.
 Teachers may give a child support in a certain area that may require extra improvement, for example, a child may struggle with speech, a teacher may then recommend speech therapy without communicating to the parents and getting the child's background.
 This makes it easier for teachers to assume that a child may be delayed in that area of development; However, when speaking to the parents of that child and getting a better-informed background, they may then realise that English is not that child’s first language.  It is not speech delay it may be a lack of understanding in the English language. 
parents also need clear communication with schools so that they are aware of their child's progress and the way in which they can best support that child's development whilst they are at home. 
simple information such as a child being toilet trained is important as it allows consistent support both in school and at home which will help in the child's development. A lack of good communication can have a negative outcome and therefore cause further delays in a child as well as confusion.

Before any child begins school, a school usually asks for that child’s background, they also ask information regarding any medical needs that the child may have. By being provided with this information it  builds up a better picture in the best way to support the child. 

As we can see communication plays a vital role in different working environment, it helps us do our job better and it also allows better productivity. In everyday life we need to be able to communicate well with others as we live in a society that requires good communication and failing to do so has a negative effect. 
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