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Introduction
The purpose of my report is to analyse communication in my own workplace, using knowledge gained via published literature, as well as online books and researches.
Writing this report assist me to identify various communication methods, also encourages me to do more where needed. Furthermore, creating this report show me that communication is backbone of any successful company. The report shows various communication issues and how to resolve.
This report aims to examine the role of communication at my own workplace. Specifically, the study aims to achieve the following: -
1. Definition of Communication
2. Background of my workplace
3. Types of communication
4. Barriers to communication at my workplace
5. How barrier can be removed or minimize.

Communication 
Communication is giving, receiving or exchanging ideas, information, signals or groups to persuade, to seek information, to give information or to express emotions. This broad definition includes body language, speaking and writing.
Communication makes, the world habitable. Oguma (2004) defined communication as the process of sharing ideas, feelings, thoughts and message with others. Rothwell (2011) sees communication as a transactional process of sharing meaning with others.
 Another definition states communication are abilities you use when giving and receiving different kind of information, like listening, speaking, observing and empathizing. (VirtualSpeeech,2017) 
Good workplace communication is the pathway to any success, as its gives confidence and ability to manage situations at workplace.  lack of proper communication can hinder success, because it will show negative impression at workplace, if I have don’t have good communication skill at workplace, will shy to interact, sometimes feel intimidated if surrounded by fluent scholars or colleague. Good communication allows everyone at every level to interact freely as they would be better understanding.
DBIM Maintenance Services Ltd is a registered gas company, licensed and regulated by Gas Safe. The company specialise in all heating and plumbing installation, maintenance, upgrading and decommissioning.
Communication as identified by this report include; inferiority complex of new staff, stereotype, frustration due to poor working condition, low income, boundaries in relationship at work. My workplace operate low to top communication process, from staff to team leader, team leader to supervisor, supervisor to the managers and managers to Director.
Types of communication
Verbal Communication
Verbal communication is a way of expressing yourself with spoken words getting information to the receiver, (sender, message, receiver and feedback). It can be either face-to-face or means of technology. Always give meaningful feedbacks and allows decoder to confirm understanding. The use of verbal statements is one of the most common ways individual communicate with one another. As team members work together to understand problems and manage projects. Whelan and her associates have developed a classification system called the Group Development Observation System (GDOS) as a way of categorizing and analysing verbal interactions that take place among group members (Whelan, Davison, & Tilin, 2003).
Advantages 
· It allows workers to explain clearly and allow questions/response immediately.
· Check to make sure messages had been understood
· Build friendship with sender and receiver of information exchanged.
Disadvantages
· Tone and body language can give wrong message
· Incorrect responses if badly presented.

Non-verbal Communication
Non-Verbal communication is the use of body language, facial expression and hand movement to pass message across. Body language is vital, mode of dressing is also communication, the language used with customers, gesture and attitude, all these observed at all level at my workplace by both staff and customers. Facial expression of customers and staff can determine how each react. Staff aware of gestures and body messages.
As verbal messages are being communicated, an equally important process of communication is taking place on a non-verbal level. Non-verbal messages from a speaker such as smiling, eye contact, or fidgetiness help listeners interpret the meaning behind the word a person is using to communicate a messages. Listeners perceive these messages.
To win confidence of customer the report recommends that the company should build story capacity in the area of communication in order to be able to meet their projection. By so doing, they will be able to increase customer satisfaction. 
Advantages
· Ability to communicate around strangers at work or places supposed to be quiet.
· Assists to keep conversation short and brief.
· Able to pass messages you won’t want others to hear. 
Disadvantages 
· Sometimes requires many repetitions.
· Gestures that maybe offensive with another culture.
Written Communication 
Written Communication can be in forms of emails, handouts, presentation slides, daily occurrence book, registers, signing in books etc.
It is another way of communication at worker, using visual aids.
Written communication requires sender/receiver to keep communication brief and precise, no jargon, slangs or abbreviations, written communication must be spell checked to make sure nothing misinterpreted.
Workplace use more of written communication to avoid clashes or accusations, due to different diversity and cultures. Customer receipts, invoices, quotations, callouts and estimates all forms written communication.
Advantages
· Good for giving instruction, orders and vital messages.
· It guides against message misunderstanding
· It can be used as evidence if needed at later date
Disadvantages
· It cannot be too personal
· Most receiver forget to read them
Barriers to communication at my workplace 
“professor Albert Mehrabian has pioneered the understanding of communication since the 1960s. His research provided the begin for effectiveness of communication.
Relationship thrive on the maintenance of a good communication link between DBIM ltd ad customers.
Workplace aware how is paramount to promote customer relations; such relations can range from repairing heating appliances to new installations, including upgrading of current systems.
As people says “action speaks louder than words”. If DBIM Maintenance Services Ltd can raise awareness of company, using proper means of communication effectively the company will thrive, lack of customer feedback will be addressed. Implementing diversity awareness and cultural understanding will also be looked into for rapid extension of customer portfolio.
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