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Task Details:

Based as much as possible on your own friends’ real-life experiences discuss how well employers perform at communicating. Using your findings and what you know from theory, reach some firm conclusions as to how workplace communication and performance of employers can be improved.

For this assignment I will be dealing with it in three parts:

Part one: Communication and which ways one can use to communicate. 

Part two: Real experiences and how well employers perform at communicating. Using my findings from theories. 

Part Three: Conclusions as to how workplace communication and performance of employers can be improved.



























Part One:

What is communication?

Communication is the ability to pass on information, from one person to another. It is a method of interaction; expressing one's needs, self -esteem, self-determination, emotions, feelings views. With communication, one is to able to seek assistance, obtain emotional support therefore building relationships and gathering information.

Verbal communication refers to the method of speech, the prime communication method for humans. This all refers to the tones of a person’s voice – the frequency changes – to the use of written language, listening as a communication method and body language. A person can often tell whether a person is listening to them through the body language they receive from that individual. Are their hands folded? Are they facing you directly on when communicating with you? These are all taken into account by a person when communicating. Verbal communication is about the use of body language, signs and symbols used when is communicate with another person.

Communication is also about the transmission of messages, developing the message, receiving the message and decoding and encoding. Look at the Berlo’s Model of Communication 







It shows the source of the message, which is encoded ( message) then channelled to the receiver. 
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Martha uses her phone which is the source to transfer a message, the message is then channelled through sound which is then receiver by Erin who is the receiver.  The message is to let Erin know about the meeting at 4pm. (See the picture)
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Example two

When you call the hotel asking to speak to John (the caller is the source) –  which encoded the message- channel through sound using the phone to the receiver, who will ask you to leave a message – which she/ he writes down – and gives to John.





Part two:  

This is based on real experiences of how well employers perform at communicating. Using my findings from theories. 

How can communication be improved at work?

Communication in the workplace can increase employee job satisfaction physical and emotional, it helps employees feel secure, boost one’s confidence ten times more and can have a positive effect on the employees knowing the information the are receiving is truthful and constantly updated by their superiors in the workplace.


The ability for employees to share their views and concerns with the workplace and actually influence their way of work builds moral for the work team, therefore creating a stronger work force with faith in their leaders. 

Some managers find it difficult to communicate with staff and therefore fulfil the needs of their employees. Especially if the manager is a young person. 

These day a lot of young people are becoming managers and have no idea how to communicate with older people.  These people they could be managing are as old as their mum and dad.
Some managers therefor choose to set goals for their employees to push them with their tasks rather than completely managing their progression of their employees. For example, I have known my manager for 10 years and over the years I have learnt how to communicate with her I have learnt when is the best time to talk to her on a one to one to express my concerns about my work load. 
However, this can be seen as her has no boundaries, choosing to be a people pleaser which can create a weak moral in the work place. You may reach stage when staff stop taking you the manager serious and the respect isn’t present. The lack of the ability to take feedback well and progress with her employees lead to a weaker work force.

Feedback is very important it is an essential communication whether it is written or verbal communication. Getting feedback allows to review your performance in order to see how you can improve yourself as a person work wise and in general.

What kind of communication should be used in a workplace?

Depending on the environment your working in communication is a very important key to a great working relationship between the employer and employees. Work is an obligation to create a sustainable life for oneself and therefore should be comfortable, happy and progressive. As a manager boundary need to be set up, a level of respect and understanding between the manager and staff.  Everyone should be treated fairly when it comes to communication at work and truthfulness is essential. 


Ways of communication:


One to one: This kind of communication enables the employer to express their feelings and concerns they may having about the job; as well as their private lives that effect their work, in a safe environment, it also enables the manager to get to know and understands her/ his employer a lot better. 

  
Training sessions:  Training sessions are very important because you get to learn more about communication and ways your manager should communicate with you and other colleagues about certain matters. With these training sessions methods such as reverse role play (employee and employer switching roles) and presentations, help to build relationships between employer and employee.  
Young managers need to attend these training sessions as it will enable them to improve on their communication skills will older people. I feel an older manager should be training the younger staff , instead of a younger person training the younger managers. 

Example: 
As I explained earlier my manager is a people pleaser.  
The Situation:
In this situation we had four new staff members that had joined the company. My manager made sure they fitted in by being so kind to the new staff members that the boundary of staff and manager was not their the same with the level of respect, she was too personal with her new employees. Which is very wrong because the employers get to comfortable and relaxed in their job that, the performance the give is very poor, average. 

What happened: 
One day instead of the new staff members working, they were busy in the tea room having tea. When the manager found out what was going, she went mad. She called a staff meeting to address the situation. Instead of the personally telling off the new staff members she told of everybody in her term. I think in this situation she should have called a meeting with the new staff only instead of everybody else. Because it feels like she is picking on the other staff as well. Why should the other staff members suffer as well, it’s not fair.

What did she do about the situation? 
She shouted at all her staff members like they were children – which is not right – lacking respect to those on her team and in other departments. 

The outcome of the situation:
The outcome was the other members of staff were not happy with the way she spoke to them. These people are grown-ups nearly the same age as her or a bit older. The level off respect seems to be going downhill. 

The more a manager behaviour like this the less respect she / he will get from his employers. The only reason they will be coming to work is because they have bills to pay. 

The use of simple words - We tend to forget that some people find it easy to communicate/understand using simple words - makes it easier for them to understand what one is trying to get across. This would apply to the older generation, and people with disabilities. Which at times are ignored by managers. 
And because of one disabilities most managers use this to their advantage to miss treat them in terms of shouting at them extra loud using a high-toned voice and speaking to them like they are children aged 5- 10 years. 
The same applies to visual communications the pictures, signs must be big easy to see and bright. The use of sign language the person signing has to stand in view of the other person.

Written communication: Is another way of way of one expressing their needs. If your manager wants to talk to her/his member of staff could email them to meet up a meeting .

Open meeting: Instead of dealing with a one to one communication you are dealing with a group of people especially if you’re a manager managing a group of people. If a manager is communicating to a group of people, they must let the other people voice their views/ask questions about the situation. An open meeting should be a two way and not a one way. When communicating to a group of people you have to make sure that the people you are communicating to are able to hear you when you are speaking to them, they are able to understand you using simple language easy to understand and your body language is engaging with the group.
It's also a great opportunity to meet your other work colleagues, get ideas and feedback about work and get the answers to the questions asked. 

Example:
The Situation:
 A colleague at work got into trouble because they were late picking up a client from his workplace. This caused a lot of problems as the client went complain to the top boss who told my colleague’s manager what had happened.

The Problem:
The manager was upset about what had happened that she shouted at her employer in front of everyone (the service users and other staff.) This upset my colleague even more that she walked out. The manager ended up taking her anger on all the other staff.

How was the situation solved? 
The employer apologised to the client for being late.  
Because of how the situation went down senior management found out about the situation and had words with her manager.

The outcome of the situation:
The manager apologised to the employer.

This kind of communication is very wrong as the employer will soon end up losing respect, faith and trust for their manager.




The thing a manager/ superior should not do:

Not to get angry-  When speaking to their employers.  Getting angry is to others can be seen as bulling.  When a manager gets angry at an employer all the time, it makes the employer feel stupid and worthless, it makes the employer lose hope and faith with in the manager. 

Talk about “you people”: This is a very common thing that most managers do, is talk about their employers to other members which is very wrong. Ask “why” questions; This is very hard because most managers want to know why you did what you did.

How We communicate?
We should people is to respect the person your ae culture, social background, concerns etc. talking, to not judge the person you are talking, but be collected, confident, cool and calm to the person you are talking to and Listen to them. 
When communicating with a person try not to shout at them use a calm tone. Always try to ask for feedback and paraphrase question asked to you, and confirm you understand what is being said to you.
It may be hard but it’s important to expect advice when given – this can enable you to better yourself as a person.































Part Three:
Conclusion: 
We all have different values, race and culture but we all have the same ways of communicating with other, and interacting our feelings with other people, colleagues etc. We need to communicate the way you would like to be communicated too. 
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A reminder you have a meeting today at 4pm.


Martha


 (the person calling Erin)


Erin


How does she receive the message. witll depend on her attitude




1

image1.emf









