Introduction
	The purpose of this report is to analyse communication in the work place. Communication is a very important skill because it helps to carefully understand what someone means when they are communicating with you. That means that you have understood and received what they actually mean effectively. It is important to always strive to communicate with others so that the communication can be properly understood.

Types of communication
To communicate effectively is a vital life skill and should be taken seriously. The key is to be able to communicate clearly between employers and employees. Communicating effectively means they will be successful in listening to others and can address their own ideas and opinions. Verbal and written communication skills are very important to understand information quickly and accurately. However, non-verbal communication can also be very important, as I have found at my job working with autistic students.
Non-verbal communication
Non-verbal behaviour refers to gesture, facial expression, eye contact, body language, posture, touch, and appearance.  Facial expression is able to express lots of emotion without saying a word. The kind of behaviour that are included in the nonverbal communication are for example your walk, your body posture, footsteps.  Argyle in Quintanilla and Wahl (2017) further suggest that nonverbal behaviour is also how you dress and how you look and that gestures can show how you feel no matter what you say. An example could be when you had an argument with a friend or family member and when that person asks you what is wrong your response is “nothing” but your facial expression shows that you are upset. Other examples of gestures and movement are: fingers pointing, raking fingers through your hair, frequently using hand gestures.
Voice expression is also important. Paralanguage refers to how people use their voices to communicate. Vocalic cues are the tone volume pitch high or low amount of speech use of silence our voice does express our emotion. Space on communication is called proxemics. How people behave to protect and defend their space. Violating others space can be taken seriously in a business and professional settings. (Quintanilla and Wahl, 2017, p. 73)
Non-verbal communication in my work place
 In my work place we used non-verbal communication with some students. For example, we used gestures. We may sometimes take the student into the dining area where juice and biscuit is prepared and point to the item to see which one they would prefer of their choice. Sometimes we would take them out to the park or cafe and let them sit down then ask the student if they would like tea or juice, they will point to the one of their choice and some would point to a cake or crisp to. The verbal student will ask the staff for something of their choice. They will sometimes do this repeatedly and staff will reassure them of the time when they can have the item of their choice. For the non-verbal students communicate very well with picture cards. They all have a communication book which they use daily with picture cards for Monday to Friday because they have different activity every day. Sometimes with the non-verbal student they can become unsettled and we would pick two picture cards from the communication book that we know they may like and they would more pick the one of their choice and they will be happy with that. That could be a juice to drink or a biscuit to eat or a toy for their comfort. This type of communication does make life easier for them and for the staff. How we came up with type of communication was through having meeting with their parents to find out what they are like at home and what triggers their behaviour and what helps to lesson the trigger. We the staff have training and learn about the types of behaviour the students may have and a few factors that can trigger them. The courses we did on Autism was very interesting and helpful. Using all these important factors helped the staff to have more of an understanding of autism awareness. 
As we build more trust and getting to know the students more we were able to support them better with their daily needs although at times they will have their bad days. Some students will let you know when they are unwell others you would know by their behaviour and also their parents or carer will let us know how they were the night before could be tooth ache, upset tummy or anything of that kind. Parents or carers will sometimes give medication for the pain and will have to take more during the day before going home and my self or other members of staff will note in the medical record book how much medication was given to them. Also, we have communication book that the students bring to the day centre every day that we use to communicate back and forth with the parents with the parents about any important information about the student good or bad which we will then know and then we communicate back.
Interpersonal communication. 
This type of communication a one-one conversation which is between two individuals. Small group communication which takes place with more than 3 or 4 people where all the members of the group are involved. 
Public communication is to share information and knowledge and share ideas to the public. The message can be from the government, company or personal and speaking in public, newspaper billboard advertisements is also a form of communication. (Mind Tools, 2017)
Written communication
Letters memoranda reports notices orals telephone face to face tablets posters advertisements computer email nonverbal language written communication represents a language with symbols and signs writing expresses your thoughts confidently, written communication is to inform someone to explain or continue and express feelings, share an idea evaluate meditate, to solve a problem which have occurred in the business or even to argue for or not agreeing with an idea.
Models of Communication: 
1) [bookmark: _Hlk29217489]Shannon and Weaver model
The sender is the original information. The encoder is to transmit the message into signals could be a cable or Satellite. Decoder is receiving place of the signal that converts signals into message Destination receiver gives feedback. Note: the receiver converts those binary data into message that’s ok and understandable for the receiver. Based on the information the receiver gives their feedback to sender. If the message is distracted by noise or interruption it can affect the communication flow between the receiver and sender. (Businesstopia, 2018). The way I understand is that the interruption in the message can help us understand what part of the information is missing. 

Shannon and Weaver model

2) Berlo’s model of communication
Encoding and Decoding source which is communication skills message is the elements. The channel is the hearing and the receiver is the knowledge. Berol’s model of communication does not have feedback but has the main elements. 

3) Schramms  model : Includes the following elements
The sender transmitter encoder decoder receiver the feedback is everyone needs to have the same life experience. The information that comes from the receiver to the sender and tells him how he is doing.
Effective communication in the workplace
I work in day centre for autistic students who are over 18 years old. In order for communication to be effective in the workplace, for example the manager would type a letter for all staff to see telling us when there will be a meeting the date and time, then we are reminded again verbally by our senior staff for the day for the meeting as the time is drawing nearer. This meeting takes place once a month. On the day of the meeting, all staff should attend. If any staff has to be absent they have to give a perfectly good reason to be excused; otherwise she will deduct the time from the wages. At this meeting we discuss about the clients. In the meeting the secretary will take notes of what the manager is discussing. This is helpful because if we don’t understand what the manager has said we can double check in the notes. 
Before the end of the day, another manager would discuss with us what had been discussed in the big meeting. As the manager’s English is not very clear she sometimes will ask the secretary to type a letter to put on the board in the hall way for everyone to see and understand clearly any information or update of an event that will be happening in the future. 
Once a year the manager would invite parents of the autistic students, councillors, experts and staff to participate in exchanging of information about the programs. The manager would ask the secretary to prepare a handout for everyone that is general information about the latest research in the field on autism. This meeting would give the opportunity to parents to talk about their experience how they manage and get through with their adult autistic child. This exchange of information is a good support network. It is also helpful for staff to understand what works best for particular individuals.
 The definition of communication exchange of information and understanding from person to person, for example sending or transmitting information and sharing ideas facts, your opinion which could be from one organisation to another. In order for communication to be effective is to be clear that’s the principle. The barrier is or could be if you don’t speak the same language or speaking to fast and misunderstanding what the other has said.
Improving communication in the work place is to establish a beginning letting your words and actions be made clear and that you prove yourself trustworthy to that person who is relying on you for that full support and making sure that you are listening intently avoid judging to soon. Understand that persons weakness and strength also understanding different cultures because people behave differently.
Conclusion
This report aims to Analyse communication in the work place. In the work place people need to be aware of different principles with employees and barriers to communication. Employers need to be more understanding of there employees needs and provide training if and when necessary which helps the communication to be smooth. Employees needs to respect each other and not offending each other, this helps the atmosphere to be relaxed and calm. It helps at work place to complete the task and build more of a positive environment.
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