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This report aims to analyse communication in the workplace, based on real life experiences and conclude how workplace communication and employee’s performance can be developed. 
According to © SkillsYouNeed (2017), communication is the most important of all employability skills because it determins how well the data is received and tranfered to someone or somewhere verbal and nonverbally.  
Communicating is crucial in every job, both if it is between co-workers or with a customer. Being able to communicate efficiently has a major influence in successful businesses. 
Depending on the job, there are different types of communication since it can be written (letters, email, magazines, books, messages…), spoken (phone, videoconference, audio messages etc.) and seen (body language, way of dressing, gestures etc.). It can also be related to ethical skills since an employee’s principles and moralities can influence communication and relationships between co-workers. 
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Good communication is important in every workplace, especially between co-workers since it dictates how well their performance will be. A business where people know how to communicate with each other is a more successful business because the environment is peaceful and calm. (SkillsYouNeed, 2017)
Superior communication makes a workplace more dynamic, which leads to a growth in the company’s profit and production. The costs of weak and unproductive communication can be severe. Bad communication between co-workers can lead to a bankrupt and bad communication with customers can result in a loss. If the communication between both colleagues and customers is good the business will grow and the employees’ performance will be effective which is beneficial for the organisation. (Frenz, 2017)
According to Doyle (2017), the skill to communicate efficiently with directors, co-workers, and team is crucial, in every business. 
Active spoken and nonverbal communication abilities are appreciated in the place of work. Some corporations employ a lot of money tom training their employees so that they improve their way of communicating. Good communication goes past dialogues, but workers have to know how to make themselves clear when they are writing emails, reports etc. If an organisation understands how important it is to have employees with good communication skills and they invest on it, it will help them grow in terms of connecting with potential partners, investors and customers. (Johnson, 2017)
According to Johnson (2017), efficient communication is vital in businesses with diversity in the place of work. Due to language and culture differences it is important to have a good communication, since it will help workers to communicate better with each other. If an organisation provides training to their foreign staff in terms of how to communicate, they will instantly benefit from it. Businesses can evade cultural misperception and bad communication by providing training to global employees initially in their jobs and regularly. Active communication leads to an increase of the productivity, decrease of mistakes and all the work is done properly without any perturbations.





Efficient workplace communication helps workers and supervisors create greatly effective staff and consequently, employees will be able to give trust and confidence to their supervisors and managers. Good communication decreases pointless rivalry within sectors and creates a peaceful and nice environment to work in. If a team works together it will eventually positively influence the growth of productivity and consequently the trust and responsibility towards each other will increase. Workers will know their parts on the staff and will know that they are appreciated. Supervisors will be able to correct any other member of the staff without creating any conflict and misunderstanding which can lead to unnecessary arguments. A boss who can communicate with his or her employees without barriers, will as well maintain good relationships in the business which is beneficial for itself. (Johnson, 2017)
According to Johnson (2017), a development in worker self-confidence may outcome from efficient communication in the workplace. Even though pay is imperative for many employees, it is not the only thing. Workers give value to good communication coming from their superiors. It creates a peaceful work environment. If employees are happy with the way they communicate and with the workplace environment, their performance will be better and consequently they will be more motivated to do their job because they will work efficiently and with a positive approach.
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According to Page (2016), weak communication in the place of work will certainly demotivate the staff that possibly will start losing their self-confidence and certainly they will lose confidence in the business. 
Bad communication in the workplace may lead to impatience and misunderstanding between employees. Yet, supervisors can lighten such complications by speaking openly with their staff and encouraging them to do it as well between each other. (Johnson, 2017)
Based on real life experiences I can say that communication is the key to a successful business. When customers cannot make a point with what they need and start getting frustrated, it frustrates the employee as well so he or she needs to know how to act in these type of situations. It is important for an employee to have her/his manager trust and support, especially when it is a case where only the customer and the employee know what happened. The manager or supervisor needs to know how to solve the situation without denigrating the employee’s word. 

When there is miscommunication anything can go wrong. If a member of the staff was rude to another one and no one speaks about it, it can generate a big misunderstanding. The one offended will start being rude as well or will certainly be upset with the situation. The best thing to do in this case is the employee to openly talk about what is bothering him or her, or speak to a supervisor about it so that he or she can solve the situation.
Bad organisation can lead to a poor service. If the manager is not able to distribute well the tasks and confuse the staff, it will end up in a severe misperception what might turn into an argument and loss of customers. Communication is imperative in these type of situations, especially the manager because he or she is responsible for keeping everything in order and sometimes they fail to transmit their message to the team.
In addition, if there is any problem with a member of the staff showing up to work, it has to be well communicated to the manager since he or she may need to find another colleague to cover. The staff need to properly warn the supervisors if they are not going to work, in other words, they have to tell in advance and through a phone call or in person, not via text message since the manager may not see the message in time. In this case of miscommunication many altercations may happen and it will negatively influence the business growth.
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Not every workplace has the best communication scenery but there are many ways to improve it. It is crucial to develop workplace communication because it is beneficial for the business and it will help the staff to gain more self-confidence and trust on the supervisors.
1. Leaders must provide strong, reachable objectives to both as a group and individually, delineating precisely what is mandatory on any particular mission, and making sure that all team members are conscious of the goals of the task, the sector and the business as a whole. (Page, 2016)
2. Employees must make sure their memo is pure and reachable to their projected listeners. To do this it is crucial that they speak purely and respectfully – getting their memo without making anyone confused or offended. (Page, 2016)


3. Once the employees have formed their memo they need to make sure it is presented in the greatest conceivable presentation. While in person communication is the greatest to make other employees to trust them, it is not always conceivable to do it. They should also take time to decide which the best way to transmit their message is. (Page, 2016)
4. It is essential to learn how to listen. Practicing active listening is the best way, which is listening and retaining information, rephrasing what just heard to make sure that everything was well understood. (SkillsYouNeed, 2017)
5. Be kind to other people's adversities and acknowledge their progressive developments. The employee needs to be aware of what’s happening in other staff’s life to do this. Eye contact is a good way to show interest and should always be practiced while speaking to another colleague. It is important that the employee asks for opinions and shows interest in what his or her colleagues think about different themes. (SkillsYouNeed, 2017)
6. The employee should try to see other colleague’s perspectives in different aspects in life and should always try not to be judgemental and be open to their way of thinking. The employee should always stay tuned to his or her own feelings to help allow him or her to comprehend the feelings of others. (SkillsYouNeed, 2017)
7. The employee should give words and actions of reinforcement, as well as admiration, to others. It is important to help co-workers to feel appreciated, valued, wanted, praised and welcome. If an employee encourages others it will improve their self-confidence and it will most likely help them to open up with each other and show the best in them. Eye contact is important in this case because it shows that the employee means every word he or she is saying and will consequently make the colleague trust him or her. (SkillsYouNeed, 2017)
8. It is also important that the employee uses humour when necessary because it helps enlighten the environment. The employee should treat all their co-workers the same way, equality is important since it shows that he or she is not depreciated or unwanted. (SkillsYouNeed,2017)
9. The employee should never feed any conflict or argument. It is important that the employee is aware of how to solve conflicts and never disrespect any member of the staff. Conflicts create a bad and stressful environment which is not beneficial both for the workplace and the business. Bad performance leads to loss in every aspect. (SkillsYouNeed, 2017)






[bookmark: _Toc503227771]Conclusion

This report aimed to analyse communication in the workplace and what can happen when it is not done properly. Communication is the key to a successful relationship in between co-workers, customers and the whole company. It is important that all the members of the organization, from directors to casual staff, communicate well with each other in order to keep the business growing and profitable. 
When the communication is not done properly many conflicts and altercations can happen which was exemplified with real life experiences and can happen in every type of job. Every company should provide training or at least give tips to the staff on how to communicate, with each other and with customers. 
In addition, there are many ways to improve communication in the workplace such as encouraging each other and showing interest through eye contact or asking for other colleagues’ opinions. Using humour is good to relieve the stress and make the workplace a good place to be and work since it influences the performance of the staff members and the whole company. Good relationships between co-workers lead to a great and successful business.
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