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[bookmark: _Toc17958688]Introduction:


Communication is a way by which people connect to each other via various process, basically, it’s a process of exchanging ideas, thoughts, feelings between two individual or more through symbols, signs and behaviour. Every communication involves sender, message, and recipient.  Here the sender passes the message through the verbal and nonverbal way of communication and the recipient received the message. According to Oprah Winfrey: ``Great communication begins with connection”.


[bookmark: _Toc17958689]Model of Communication:                      
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here I will attach my in-class exercise in appendix where I understand the theory of both and how to apply in workplace.
[bookmark: _Toc17958690]Type of communication:  
                                                                                                                                                    
The common forms of communication are: verbal communication, written communication non-verbal communication: Those are the most important communication skills in workplace. In my workplace, people need good communication skills to build up good relationship with practitioner, families and carers and with their colleagues. Good communication is the result of use of common terms that are clearly understood by both parties ((Moersch, 2004).


[bookmark: _Toc17958691]Verbal Communication:

Verbal communication is when you exchange your thoughts, feelings and pass your message through a word to others. Verbal communication can happen in various ways like group discussion, interviewing, radio, television and calls.

According to DR. Gary Chapman: “verbal communication is essential in order to understand what is going on inside other people”. (1971) 

Verbal communication is most important part in workplace. The carer needs to communicate with their patients, their families and with their colleagues for updating about patients. This will help you: to grow working relations, giving clear information receiving information from patients and colleagues. Social care workers should have good listening skills, patience, understand the different cultural environment of patients and behave accordingly., understand disability, mental health condition of patient and response towards it. Communication skills are foundational for individual, team, and organizational success (Kinnick & parton,2005).

The social carer should have some characteristic in their behaviour by welcoming patients saying hello and take care to be a trustworthy person to them. They should be an open-minded person to accept all the disabilities of that patients. They should give proper information of everything. The toner quality also matters while speaking clearly and slowly. Understanding opposite person is more important in health and social care jobs.


[bookmark: _Toc17958692]Non-verbal Communication:
                          

Non- verbal communication is method of sending and receiving messages without using words, which includes gestures, facial expression, and body positions, eye contact. Non -verbal communication is most consistent than words spoken. Its helps to keep all the documents in record. Non -verbal communication could be in spoken or written. 

According to Leonard Molino: “Non verbal communication forms a social language that is in many ways richer and more fundamental than our words.”
In this sector, non-verbal communication is most important things by using eyes, expression, hand and body movement to connect with patients and families.
Eye contact is very important in non- verbal communication, although it has very good impact on some people. The way you look at people it differs in many ways. Its shows our affections, interest, and attraction towards the person and also maintains the engaging of other persons. The process of rapid cognition takes place in blink of an eye and often outside of awareness (Malcolm Gladwell’s book, blink, 2005).
Facial expression plays very important role in non-verbal communication, as human face is very communicative, able to deliver many reactions without saying a single word. The face can be considered a gallery of our emotional displays (Gosselin, Gilles, & Dore, 1995).  Facial expression is also important for them as you can visualize your expression whether you are scared, annoyed, happy, sad through your face.


[bookmark: _Hlk17144595]Non -verbal communication plays vital role in health care jobs. First appearance is very important to the patient, it has to be very smart and presentable. A professionally dressed healthcare giver will instil a sense of confidence in patients (Prof. Rahman, 2016). Maintaining eye contact with the carer also give them confidence, they feel more comfortable, open to the carer, research has shown that doctor-patient eye contact and body language plays an important role in health care. The carrying, the delivering service to the patients helps them to open-up to the doctor. 



[bookmark: _Toc17958693]Written communication:


Written communication delivers any message to the person through written method, whether it is letter, SMS, email WhatsApp messages, it is most important and strong communication of all above, as it plays a very vital role in business or in an organization.
Written communication has a very large impact in health and social care jobs, health care assistant needs to keep very good record of written file that will handed over at the end of the day to the patients or clients of the patients for 3 main reasons below:

1. To make sure proper care and medicine should be given to the patient by a carer 24/7.
2. To make sure that there is proper record as use of evidence, if anyone complaint about anything.
3. To make sure carer should sign on and off in written to keep the record.

[bookmark: _Toc17958694]Effective communication:

Effective communication is definite as: a communication that’s happen in between two persons or more or in organization. The effective communication is possible in four ways those are: 

1. Properly encoded
2. encoded through proper channels
3. received
4.properly decoded and understood by recipients.

Effective communication is the process of sending a message in such a way that the message received is as close in meaning as possible to the message intended (Griffin, third edition, chap.12).

[bookmark: _Toc17958695]Importance of effective communication: 


Effective communication plays a fundamental role in everyday workplace. A healthy honest and clear conversation between colleagues, sharing each other opinions and discuss about the growth of company will build up good teamwork at workplace. By this, it helps to growth of the organization. It brings up the innovation of new idea that’s helps to grow. In today’s workplace technology stops the sharing ideas so effective communication is more important. So that managers can understand the skills of the employee and give the right job to the right person so that productivity can increase. This can increase efficiency and loyalty in workplace. Good communication can connect the team together and helps them to work together so that they can go further and achieved the set targets. In an open, clear, honest communication many problems can resolved fast. Managers can identify the skills of employee that will help to the growth of the company. 

[bookmark: _Toc17958696]Effective communication in a business organization:

A communication should be open and clear in an organization, so the all the employees should share their opinions, ideas, feedbacks with their leader. By this communication leader can build up trust and confidence in the team. 

Communication should have two-way process, so that everyone in a team can share their ideas. Business communication should be result- oriented, so the leader and the employee could able to understand the target of an organization. It could be delivered by various methods: meetings, emails, SMS, faxes, memos. Besides this method, the organization should repeat the important message couple of times so that employee could follow them properly. Listening is very much important in communication; both the employer and employees must be active listener. The problem of managers not hearing what staffs are saying is common in corporate life (Stengel et al ,2003).

Once you have listened, another important work is to deliver the message to the person in an open yet gracious manner. The leader should always   check   that communication process works well in an organization. So that they can exchange their ideas, and develop healthy environment in an organization. 

[bookmark: _GoBack]The head of organization should make sure that all the meeting and discussion should prepare in advance, it is vital that all employee should well prepare for all meetings and conference. Arguments, dealing with problematic people, managing differences of opinion can come up at any time so the best thing to tackle each and every problem with patience and intelligence and with professional manner. Good listeners always engage in mental activities while listening (Nicholas and steven,1957).


[bookmark: _Toc17958697]Communication work between manager and employees:


To establish clear lines of communication within the organization, Managers play a key role. A manager’s roles include planning, organization, staffing, leading and managing jobs inside and outside the business, such as networking. A manager can achieve more effective, productive and satisfying work environment by communicating more effectively with the employees.
To keep all employees up to date a manager should communicate regularly. It will make all the employees knowledgeable about the organization. For this manager can use work place notice board, Social Media, emails, text alert and all the modern tools that the technology gives us. It is also important for a manager to have a one to one discussion to pass and receive more effective information about the organization.
If a manager asks regular feedback from his employees, then he will be able to gain more knowledge and can deal with the situation with brand new ideas. It will also give the employee a comfort of trust and they will think their opinion is given value by the organisation.
Listening is another important part of the communication as well as speaking and writing. A better listener manager can make his employee more comfortable to communicating with him and allow him to find out a problem or solution quickly.
 A good communication process helps a manager to lead by example. To let employees, know that their managers are trustworthy and will listen on what they say, better communication is very important. By promising only what they can deliver and confessing their mistake, a manager can become a trustworthy. Credited the employee for their contributions and never mocked for their ideas in front of others or personally. Management need to be careful of their commination style, especially non-verbal communication where he needs to use more appropriate sings, body language and facial expressions which will indicates an openness and willingness to communicate.

 
[bookmark: _Toc17265376][bookmark: _Toc17958698]Barriers: 

The process of communication has many barriers. Those could be linguistic, psychological, cultural, physical, emotional. We must be conscious of the extent to which environmental, physical, psychological factors affect the quality of communication (Highet, 1989).  Language barriers is mostly affected in communication as all employees are coming from different culture, background so that is affecting the communication. Phycological barriers also affecting communication, some people have stage fear, speech disorders, phobia, depression that’s all leading problems for the organization. A person who emotionally mature can adjust anywhere but who let their emotion plays can face problems in every aspect. Emotions like: anger, fear, frustration can haze the decision -making process slow and draw the limit of effective communication. Physical barriers are most affective in communication, they include barriers like noise, closing door, faulty equipment use for communication. A healthy employee and a faulty equipment are most important barriers in communication. Employees are coming from different situation, cultures that’s are barriers in workplace. Other barriers are organizational structure and attitude of managers and other employees are also affecting. The technology is growing up very fast so its really hard to cope up with this grown up, the cost is also very high, many organizations are not capable to carry the loads.  


[bookmark: _Toc17958699]Conclusion:

This report has been concluded that effective communication is vital in delivering the message in correct order. listening correctly, understanding the message, and delivering the message in positive in communication. Preventing negative communication is the main motive for an organization for succeed. 
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In-class exercise 2

1. Given the professional context, what would you have done the same and/or differently if you
were in Mark’s position?

2. Do you think Mark accurately evaluated the context? Why or why not?
3. What communication factors led to the change in the chief executive officer’s disposition?

4. How could Mark improve his communication skills?
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MARIA and PEDRO

Pedro works on a bullding site and Marta Is his wife.

One day Maria phoned Pedro,

‘Hello, Pedro, when you're coming home, see if yau can get me i chickan '
‘Okay,’ replied Pedro.

When he got home, Pedro toak off his boots and coat and want inta the kitchan,
‘Marla, where are you?' He sald.

‘Here ~ in the sitting room,’ she sald.

When Pedro went into the sitting room, Marla said, "Where s the chicken?’
‘What Chicken?’ Asked Pedro,

The ane | asked you to get on your way home.’

Oh, nol | thought you said when | come home | will see you In the kitchen|

)

’ o W
Q: Why do you think Pedro misunderstood Maria? /_—'/ Lol

Q: Whose Mode!l of Communication explains this confusion and why?

P i
Q: How could this have been prevented? 14 7&'06{ LMLty PN
Q: Whose Model of Communication explains how it could have been avolded?
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