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ABSTRACT
In this report workplace communication issues are investigated. Communication and team theories applied to real world examples. Suggestions were made how to improve employers behaviour in this respect on basis of examples and theory.
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Introduction
In this report I am examining communication issues at workplace. First I am looking at my own and my friend’s real world experience and evaluating employers approach in communication. Then using knowledge from literature, I am suggesting ideas how workplace communication could be more efficient.
1. Methodology 
I asked 2 friends to name their best and worst experiences about communication at the workplace during their carrier and added my worst and best experiences, too. I used letters from alphabet for every person, not their names.
I listed experiences in a table and categorised them. In the discussion section I detailed and evaluated employers approach in these situations and suggested ideas for improvement.

[bookmark: _Hlk534588273]2.Findings: 
	Person
	Quality
	Experience
	Category

	A
	Best
	Assertive leader, good team
	Assertiveness, Leadership

	
	Worst
	[bookmark: _Hlk534760029]Not productive meetings because of disinterest 
	Leadership,
Too centralised communication

	B
	Best
	Good email skills were taught
	Verbal communication, Encoding/Decoding,
Assertiveness


	
	Worst
	Employer asked about opinion but did not listen
	Active listening,
leadership

	C
	Best
	Bad procedures were improved
	Assertiveness, Leadership

	
	Worst
	Video Conference failed 
	Encoding/Decoding, Nonverbal Communication,
Assertiveness,
Posturing



3 Discussion
Communication skill is very important employability skill, tested on interviews. In job ads it appears as essential skill. It is important because workmates form a team. They must achieve common goal of the job using communication as a tool, so it is a team skill too. For some jobs employees must communicate with external customers and shareholders or public, too.

3.1 Assertive leader, good team
New teams used half as many task-related statements than more developed teams and mainly relationship-related statements were used. Commitment of team to goals is shown by communication (Maund, et al, 2017).
In this case the leader was a good communicator, assertive with good listening, so members felt well and achieved a lot. He sat an example. The main point in teams that they work toward shared goal and have shared vision. This goal, vision, and the steps to the goal must be clearly understood. He always stated the next goal, explained its importance and made the team think what actions members can do. and checked if everyone understands evrything. Active listening is important for teams. It is about understanding what others really try to say and about understanding their viewpoint. People felt valued and responsible, they respected this leader. (Haddaway, A., 2016).
His positive feedback counted even if he was not a commander type so everyone was committed. Team felt team spirit that members together can do more than the sum of their performance alone because of collaboration, cooperation, and motivation. There were clear policies developed by the team. Members were encouraged to speak out so this leader was a good moderator and empathic. Since he was honest, honesty was a rule within team. 
[bookmark: _GoBack]This leader had resolution-oriented, win-win approach coming from grown mindset and emotional intelligence. He was a perfect coordinator (Belbin, 2012).
In my experience this type of team is very rare. The responsibility of leader is huge in this. He or she must be a mature person with integrity. (Maginn, M, 1994 )
This leader was successful because he was able to fullfiel effectively Adair’s 8 leadership functions: defining the task. Planning, briefing, controlling evaluating motivating: organising and setting example. He also understood how goal, team and members are dependent on each other. (Adair, 2009)

3.2 Unproductive meetings because of disinterest
The leader mentioned above left the company and the new leader was very authoritive. Some other members were left because financial reason. The team started to fall apart. Powerfights appeared due to the aggressive leader, backlog was developed at this international scientific company. This led to further tension. The leader was dominant, did not listen. Problems appeared first with meetings. The communication became too centralized without reason.
Meetings became formal things since always the leader and his favourites decided. People were disinterested. (Maund, et al, 2017).
This story shows how important the mindset of the leader but leadership skills can be learnt and it is the responsibility of employer to employ good leaders. (Adair, 2009)
3.3 Good email skills were developed
At this international company email was the main communication form because of distance and because evidence was important. Also employees sent emails to customers and partners. Employees had a short training about emails. 
The main points:
· Short, concise but clear message
· One topic per email 
· Clear structure(Skills You Need, nd)
· Style suitable to purpose and audience
· Checked facts, not opinion or gossip
· No jargon, no slang
· Easy to see through format with headers and sections but professional look
· active voice, 
· proofread
· Carefully with words because of missing nonverbal signs can cause misunderstandings (MindTools, nd)
It helped a lot for my friend because she is naturally not concise
Employers should give practical training if something is important for company, not only expect skills and speak about expectations. 
(Maund, et al, 2017) 




3.4 Employer asked about opinion but did not listen
Goal of communication is understanding but listeners often don’t pay real attention. It is harmful because thee speaker does not feel heared or feels misunderstood and maybe really misunderstood.
My friend is questioning type because she wants to understand everything clearly. Also she feels good if feels assertive so likes to share opinion but she tries to focus on the facts.
During meetings the leader asked for opinions about problems of new starters with processes. My friend was a new starter, honestly wanted to contribute and make improvements. But the leader did not pay real attention, looked disinterested and refused her saying she was not experienced enough to form relevant opinion. My friend was confused and since similar things happened more times, lost interest, became passive aggressive. Later found out she might have percepted as aggressive person, trouble maker or who wants powerfight. I suggested her to read about assertive technics because maybe he came across as aggressive. Maybe it is because of cultural differences: she is Hungarian.
Still, employers should listen, show interest, specially if they ask for opinion. Active listening can be learnt. With paraprising, good body language, probing questions, confirmations and patience, honest interest possible to make others feel heard. 
Ideally every employee must be assertive and not passive aggressive or aggressive to work together as a team. Assertive persons can communicate their opinion effectively without disrespecting others, with confidence, stand up for themselves and this way resentment doesn’t build up. They don’t use emotions or manipulation but facts and evidences and can explain how to form their opinion on the basis of their knowledge of the situation. The main point is common understanding and not defeating others. An assertive person is emotionally intelligent. Baney (2004) suggest that assertive person should use “I think, I feel, I want” method. Assertive leaders can set an example. (Morgan, P., 2016)

3.5 Bad procedures were improved
Beforehand we had to contact project managers about projects in USA. They were busy and responded slowly, making our job slower so it effected the full company. Information flow is important and sometimes small changes make big differences in this if they are logical. So they created a team just for answering quaries about project. Beforhand project managers replied in a week avarage, now it took only maximum 2 days to get reply even with different time zones This change happened because our leader communicated this problem clearly with explanation and the higher management looked into it and implemented it.
3.7 Video Conference failed
My team leader decided to cooperate with another department to make our job easier so improve the results, quality for the company. She arranged a video conference in email to save cost and time because they were in another town.
It started friendly and polite but were technology problems. This caused tension. Also, the 2 teams never met personally and were not clear about each others’ job, only outlines.
In my view it was too fast to arrange cooperation. There was no enough time and departments were too busy. Everyone became impatient and upset. Nothing was arranged clearly but everything was promised and eventually nothing was implemented at all because clear action and responsibilities, deadlines were not mentioned. There were no SMART goals and nothing was followed up. The two department never contacted again about cooperation.
Due to this module I realized there were more problems. One of them was encoding/decoding problem.
Communication starts when the speaker (sender) has an idea and encodes it into verbal and/or nonverbal symbols. The other person (receiver) must be familiar with these symbols to understand the meaning (decode it). The message between these two is going through a medium which can be oral, written, nonverbal or electronic medium. 
Accurate understanding is essential for success. Sometimes it is hard to decide if comment is literal or ironic so the intent of sender is not clear and can cause misundertandings. (Maund, et al, 2017)
These two teams were not familiar with each other’s processes but used jargons without explanation and there was no time for explaining them. Because of time pressure and missing real personal contact, the other party did not ask clarification. Everyone wanted to get over. Active listening did not work. Sometimes multiple question were asked impatiently and feedback was missing.
There were channel issues too. It was virtual communication. It made hard to get close for cooperation because of limited nonverbal communication. 
Only 7% of understanding due to verbal communication, the rest of the meaning is from non-verbal signs: vocal clues and body language/gestures, however understanding of nonverbal clues is not conscious. .Nonverbal communication can change the meaning of the words, helps with understanding, expresses attitude, emotions and feelings. Facial expressions, movements, vocal clues, position and space can help with encoding or causes misunderstandings if either the speaker or the listener doesn’t have good social skills or like here, the medium causes problems. Also nonverbal communication can regulate conversation and it was problematic here (Maund, et al, 2017). 
Technological problems caused noise. Team sprit were not developed because of circumstances and the other team was not ready to cooperate because they did not see their benefit in it and they were no motivated. A team were not formed out and the goal was not perceived mutual, there was no trust or rules. They did not understand why they should help us taking up extra things without any reward. Maybe higher management, with the necessary overview, should arranged this meeting or contribute. Also, at least as a first one, personal meeting should be better. Higher management should support it with resources. 
[bookmark: _Hlk534588460]
4  Conclusion
My examples show how important the teamworking and the communication at the workplace. Employees are responsible for doing the best and using and developing their skills but working environment matters too. Shared goals, shared vision and shared responsibility are important. Employers can do a lot to create good environment for efficient job.
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