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Introduction

There are different strategies for effective team work, and a range of communication skills to have or gain within a workplace. The aim of this assignment to discuss how communication effects a work place based on my own experience and how to improve communication and performance of employers using theory and findings.
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Communication is an important method for humans, we need to communicate with each other in our everyday life, with friends, family and at work with colleagues. Our communication must be effective in order to maintain the relationships.  The word communication means to share, people can exchange information, thoughts or ideas between each other’s. There is different way of communication: Verbal communication, non-verbal, visual and written communication. (Gracia, 2012)
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The verbal communication is the use of words or sounds(oral) to send a message. Language is used to create verbal messages. The use of the right words to describe the message is very important to communicate effectively, otherwise, the meanings of words will not be understood.  Verbal communication is the most common way individuals uses to communicate with each other, it could be face to face conversation, telephone, television, radio and other media. (Maund,A, Schriek,M, Tinkler, Paul K, 2017).
At workplace we use verbal communication all the time between collages, managers or clients. I have learned from experience, that the way you communicate verbally is very effective specially face to face communication. I always think before speaking, you need to choose the right way and level to communicate verbally. I work in a nursery as a chef. I meet new people every day, I work with 15 staff members, 2 managers and 50 children under 5 years. The way I communicate with them is different. 
I must talk to the children in a way they understand me” reach their level of communication”. I try to understand their need, I must be very patient and give them time to explain. I will use simple words and tell stories to keep them engaged. Sometimes I use different sound to catch their attention.
My collages that I have been working with for 4 years, I developed a good relationship, that helps me to understand their way of communication. We need sometimes to work as team, I will listen to the instruction, divide the task between us and respect the time, each other and share responsibility.
I believe when you show people respect in your way of verbal communication, automatically you earned their respect.
I work with people from different background and religions, therefor effective verbal communication is very important. Try to understand each other culture and tradition and create a path between us. That helped me a lot in my workplace, to be able to communicate verbally to different people, different age and different authority. My mangers communicate with me briefly and give me instruction. I must show them my understanding and respect. We communicate effectively once we understand each other. Effective verbal communication will increase productivity and save us time at workplace. Effective verbal communication will maintain or increase the work flow, team working and problem solving.
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The opposite of verbal communication is the nonverbal, the communication without use of words or sounds. Nonverbal communication uses body language, facial and eye expressions, gestures, the way we dress or act to deliver a message. Our communication can be enhanced once we use verbal and nonverbal communications skills. Nonverbal communication can modify or support what is said in words, express information about their emotional state or provide feedback. (Maund,A, Schriek,M, Tinkler, Paul K, 2017)
At my workplace I use nonverbal communication all the time, as a chef my clean uniform will signal my attitude towards my work, that tells you that I am a clean and organized chef, it is very important the way we dress, it describes our personality and can give information about our work without saying one word. 
I see children, staff and parents all day, I always smile and show them interest. I must be calm and use my body language effectively to keep the people surrounding me satisfied. I believe that body language especially a nice smile will make huge different at my workplace. It will create a nice and friendly atmosphere where children and parents feel safe and secure.
First impression is very important. Your body language and your look will help you give a confident, calm and professional impression. Remember the personal space for the other people and use minimum body movement. (Allan Pease, Barbara Pease, 2011)
To reach successful communication at workplace, your knowledge and understanding of nonverbal communication must be strong. 
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Written communication is the use of any written words to send a message. It is the most effective way of communication, it sends the message clear without tone of voice, body language or gestures. Good written communication skills will help deliver a message clearly and easy without any misunderstanding. Written communication can be used in letters, emails, magazines, books or other media. (Butterfield, 26 Apr 2012)
At work I must communicate sometimes in written. I write a grocery list every week, that is giving to my manger to order online. My grocery list must be in full details, clear and simple. That will help my manager to order it without coming to me asking what was it that I need. Already here I saved time and efforts by choosing the right way of written communication.
If I do not feel well, and I need to inform my manager, I will send a brief text message stating: why I cannot attend work, and when I am hoping to be back. That will help my manager to do the right adjustment in the staff schedule.
I communicate in written with my colleagues as well, leaving them notes of children with food allergies. This is the most important message, if I fail there will be serious consequences to face. It is my responsibility to keep an allergy list of children’s food allergies. I will write the message clearly and highlight it, so its visual for the staff before the meals.
Also, there is written communication between the nursery staff and I as a chef. Every morning I receive a list of children, showing me numbers of children and dietary requirement.
Written communication is a must in workplace, instead of passing a message verbally use written messages. That will pass information or instruction to the next staff taking over your work without misunderstanding.  At the same time your work is documented.
Written communication can be used as proof.  In case of any problem or a lack of communication, you can proof you side of the story by showing your written messages.
To help improve your written communication skill, you need to be clear and simple. Try to avoid difficult vocabularies, be respectful and show understanding of your work. Effective written communication will help staff and management to understand each other and improve the work quality, save time and efforts. (50Minuttes.com, 2017)
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 The delivery of message using visual component or symbols such as drawing, images, videos, colour and films, is called visual communication. In our daily life visual communication plays a very important role. It could be an advert poster that is hanging on the streets, which advertise for a specific product and includes information. Images that deliver a message without using word, body movement or written words. Visual communication is very effective and can be stored in our memory. (Kenneth L. Smith et al,2005)
At my work I use different colour of plates symbolising the children’s food requirement. Green for vegetarian, white for meat option and red for vegans. These 3 colours tell me the options and tell the staff which child eats what food without any form of other communication. I have a poster hanging at the dining area showing the colour of the plates, with a brief written description of what the colour stands for. I believe this is a good example of how visual communication can save you time, I do not need to explain the food requirement every time. Visual communication is necessary to help improving the work and save us time.
We use poster hanging outside the building stating our services and what kind of nursery we have. Our aim and vision are described in pictures or images of happy children playing in the playground, safe environment is showed by a picture of a closed protected area. Friendly staff with uniform smiling and helping children. All this information is a result of one poster. Visual communication is very powerful and help the work place to deliver an important message or pass information. We used it in form of advertising, getting more people interested in the workplace, describing how the workplace is functionable and even describing the atmosphere. 
 Other communication skills can also be used in the workplace like a video to help staff gain information or staff training. We use that in our nursery, when we are trained in fire and emergency guide. If there is a new technique, we can use to help improving our work, that can be showed in a video demonstrating the technique. That tells us, how useful visual communication is at workplace.
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Effective communication is very important in a workplace, we need to choose the right way to communicate for the right situation. It could be communication between colleagues or between the manger and employers. There is a difference between formal and informal communication. The manager can give formal instruction in form of written communication such as an email, letter or meeting summery. It could be verbal and nonverbal communication as face to face formal conversation where instruction or guidance are given. There is no rules or limit of using effective communication if the language used is appropriate.
After discussing different way of communication, I reached to the importance of effective communication.
Teamworking, problem solving, decision making, and other skills cannot be developed or learned without good communication skills. Your work performance is highly affected by good communication skills. How good you communicate with the different people you deal with, will be reflected in your work. 
With effective communication, you will save time and efforts, improve work quality and maintain the work flow. At workplace we use all kind of communication daily, I believe good communication skills is very important. To be successful in your carrier you need to develop your communication skills to an excellent level, your ability to learn and gain skills is required at the workplace. You are building good relationships and reputation with your skills.
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