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Produce a portfolio of evidence, including any in-class activities you have done, which demonstrates an understanding of the communication skills discussed in class. Briefly analyse communication in your own or your friend’s workplace and, using your findings from published literature (i.e. refer to theory), suggest how it could be improved. Your work can be in the form of an essay or a report.   
Including scans of any in-class activities, own research notes and the feedback you received from the lecturer.



















Introduction 

My report will show an understanding of verbal and non-verbal communication skills related to in-class exercises and discussions and the impact  of different factors on communication. I will also analyse communication based on described criteria, in my workplace, Aldi warehouse, using my findings from published literature.
Communication is the way to exchange information between individuals using mutually understood methods such as spoken words, text messages, body language, facial expressions signs, etc. Communication word comes from Latin “communicare” which means “share” so communication can be even information delivered from a source to a group of people, like example tv, radio news, online articles, etc. 




Cultural impact
Communication could not be very effective between different nations even if they speak the same language as some of the individuals are coming from different cultures, so having a different language will have different verbal expressions with a very different meaning for another nation. These situations will apply as well when it comes to body language communication, signs, because of the difference in culture.
Some cultures have specific gestures while they are talking to someone. For example, some people in my country use to keep touching another person to keep the focus on what they say. Moreover, they try to get closer and keep touching another person to show how confident they are and they are trying to intimidate at the same time. On the other hand, there is a friendly touch as well, when somebody is putting a hand on your shoulder and they will try to make you feel better. That situation could be interpreted in another way for other cultures. ”Depending on the kind of touch, it can show compassion, kindness, friendship, love, and more. Of course, most would say that there is nothing wrong with a hand on the shoulder for encouragement, but the potential for touch to be misinterpreted is very large and workplace definitions of sexual harassment often include reference to unwanted physical contact”.(Morgan,2016)






Communication distraction factors
Communication quality depends on more factors. For good quality communication, we need to avoid distractions that can interrupt or disturb the communication. Distraction can be external such visual, auditory or physical noise and internal like a psychological or emotional distraction.
 Physical distractions are the bodily ones, for example environmental, as rain or cold weather that might distract from paying attention. A messy room will make us feel uncomfortable so it will affect attention paid, the distance between you and people who you are speaking to can be examples of physical distraction.
Psychological or emotional distraction can be a feeling of no comfort when speaking or listening to someone speaking. If  we have a family problem or any other problem will be very hard to stay focused .” The recipient can also experience internal noise, making it impossible for him to properly receive the message and decode it. For example, the recipient might be distracted or already have a certain preconception or opinion that prevents him from listening properly. Headaches or fatigue are other well-known forms of internal static on the side of the recipient.”(Mulder,2020) 

Communication using feedback 
The feedback is a very important part of the communication, as according to the Schramm(1954) communication model there is no effective communication without feedback. Whilst the sender will deliver a message, there is a chance for the message to be corrupted in the way to the receiver so the sender will need to hear back from the receiver to make sure that the message is clear. According to the theory, the sender will need to hear back from the receiver, so it will make sure that the message is clear. Sometimes there is no need for spoken words to hear back from the receiver, as the impact of the message or how clear it was can be read on the receiver face expression, gesture, his reaction to the message. 
The quality off communication depends also about the background factors of the receiver as well. When a sender will deliver the message to different people, each of the individuals will understand the message according to their level of knowledge, culture, emotional situation, etc. In this situation getting feedback will show that the message might be misunderstood by the receiver. For example, when a lawyer will speak in front of the court not every member of the public will understand due to the specific terms. Only the people within the branch will get the message accurately, another people will try to understand the message according to their knowledge, so people within the branch will be very likely to ask to be explained twice, and using more common terms to make sure that they get the right message.
To avoid this problem, myself, for example, I am trying to give details as much as possible to make sure that the person has got the message properly and when I am on another side, playing the receiver role, I will try to redeliver that what I understood to make sure that I  get the message right.




Communication without words
Nonverbal communication plays an important role during the dialog with another person. If a person will talk to another person it not depends only on the words used in how the receiver will get the message. If the boss will have a bad attitude to the employee, and will shout at him, or, it is likely that the employee to do not be that cooperative with the boss, to refuse to listen to him, or to feel that it is verbally abused. If the boss will use a more friendly attitude during the dialog, it will be a more relaxed communication and the outcome will be better for both of them. Body language, the facial expression will also affect the quality of the communication, as the speaker or the listener can express through this exactly what they think so there is a message to be transmitted even without spoken words. If I see a grumpy boss or teacher I will assume that they are not happy with me so the message will be clear for me even without words to be said. The refusal of speaking to someone or trying to avoid a dialog with them is a way of communication that will mean discomfort to talk to that person.” Nonverbal cues from a speaker such as smiling, eye contact or fidgetiness help listeners interpret the meaning behind the words a person is using to communicate a message.” (Maund, 2017)






How culture affects communication at workplace

Cultural impact on communication in  my workplace
I am working in Aldi warehouse as a selector and I think, communication regarding me and other members can be improved. The first problem for me is the language barrier as I am not a native English speaker. I am living in a town not very close to London, the capital of multiculturalism, I have a problem with understanding sometimes on what my British colleagues are saying. When it comes to another non-British colleague, it is better for me to talk to them as their English accent is not that strong. I noticed that there is a difference in accent between London and the other towns in the UK where I used to live as in London people's accent is clearer. I assume that is because of the mix of different cultures non-British natives.
Sometimes when I have a meeting with my direct leader is hard for me to fully understand all that he is saying. Sometimes I ask twice for what he said and sometimes I just try to guess whatever he said. I think that I  could do improvement and make communication more effective by asking him to do not to speak that fast and I could try to talk more to practice and improve my understanding.

Distraction during communication 
Distractions can interfere during communication and that happens in my workplace as well. As I am working with a headset on I often get messages trough the headset and is a robot voice. The headsets are working wireless and sometimes they have poor signal and the message is not clear for me when one of my leader it sends me a message. In that situation, the message is corrupted so I can not act as I am not sure of what the message it was and avoid any mistake is my priority. Sometimes I ask my colleagues on what the message it was but they could not understand the message received as well so they might give me the wrong information and it will be the same situation. Sometimes I will not get the message just because I am distracted and I am thinking very deep somewhere else so I think to improve communication I need to pay more ttention at what I am doing and what the other people are telling me. Some noise factors are easily managed, but others are difficult to overcome. “More challenging types of communication noise, or interference, may prompt companies to offer training and support systems that help people learn to reduce or remove these noise factors.” (What Are the Noise Factors That Affect Communication?, 2020)


Communication feedback theory
Communication suffers often if the sender will not make sure that the receiver has got the message properly. During the coronavirus outbreak, we have been asked to keep a safe distance between us and to do not pick products at the same slot with another person. However, some of my colleagues do not obey these rules and will work as nothing is happening. I think this is a cultural issue, as in England, which is a capitalist country, people are more individual, comparing to another socialist country. In socialist countries like Asian and northern European countries, people are more social responsible and they have a strong social behavior paying more attention to what the people in their surroundings are thinking and feeling. In this situation, my bosses should follow Schramm's (1954) communication method and seek feedback on how my colleagues are understanding such valuable information and how will they apply it. Not everybody understands the same thing, or not all of us are willing to follow information as we been instructed so communication has to be implemented in the way to make sure that it is effective. “Feedback is essential in communication so as to know whether the recipient has understood the message in the same terms as intended by the sender and whether he agrees to that message or not.” (Role of Feedback in communication – Rameshtalks, 2020)




Nonverbal communication at my workplace
I use very often nonverbal communication in the place where I work. I have some annoying colleagues which they use a very rude vocabulary so I am trying to avoid any dialog with them so I try to make them understand without saying any word that I am not happy to talk to them. Moreover, I see a member of the team is grumpy I also try to avoid speaking to them, but if the situation requires, I will try to make the dialog as short as possible, even if the person talks normally to me will not feel very comfortable. During our shift, if one of the bosses comes trough the door , there is no need of words for us to know that we need to have a very good behavior as none of us want to make a bad impression.
We use other nonverbal communication methods like signs on the floor, signs on the wall, ringing the truck horns it warns people to pay attention and look around, the fire alarm is a nonverbal message that warns us to leave the building and so on. 


Communication is a very important tool at the workplace and at university so as more effective is, as more helpful will be. As we can not avoid teamwork at university and at the workplace we have to use communication very often and we have to do it in an efficient way to make our employee and student life easier.
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