



Introduction 

[bookmark: _Hlk523360801]The aim of this report is to demonstrate strategies for effective communications. To show awareness of the range of communication skills that are integral to success within the workplace. This will be done from my perspective of how communications are used in my workplace.


Communications in the workplace 

[bookmark: _Hlk523356207]Communication in the work place is the ability to convey information to another effectively and efficiently. Managers with good verbal, non-verbal and written communication skills help facilitate the sharing of information between people with in a compony. 

[bookmark: _Hlk523356377][bookmark: _Hlk523357263]Communication that is effective needs to be accurately interpreted by others verbal messages as meaning is co-created, if not the meaning of the words you communicate will be lost or misunderstood. In a professional work setting you need to use language skills effectively to improve your ability to interpret messages from other people. Robinson and Robinson (1982) concluded that listeners sometimes fail to understand what a speaker means if he or she wasn’t constantly efficient at conveying their message verbally. Sometimes using jargon can change your intended meaning to the listeners. It’s not all the time that the intended meaning is clear in the message, you must make sure your people understand the whole message. Quintanilla and Wahl, (2017), pp.67-68.

[bookmark: _Hlk523357447][bookmark: _Hlk523356551]Good communication skills are one of the most important skills you people/employees need for employment. Employers require you to have good communication skills for dealing with clients and other co-workers. In addition, being able to communicate effectively with your co-workers helps people to understand the message clearly so they can do the job more efficiently. Effective Verbal and non-verbal communications coupled with good listening skills are vital to having good communication in the work place. Good Communication skills are crucial in any workplace. Communications starts from the top of the chain and filters down until you get to the customer.

Written communications 
[bookmark: _Hlk523357819][bookmark: _Hlk523348754][bookmark: _Hlk523357880][bookmark: _Hlk523358014]Written communications include all types of messages that use the written word. Communication involves more than one person, one to compose and the other to receive the message. Written communication is the most effective most important process of any business. It is essential that managers have effective communication skills and encourage their employers do the same. In the modern world of today technology has altered the way we communicate with each other outside and in the workplace. The demand for proficient writing skills is increasing with the use computers and computer networks to arrange and passe on. 

The advantage of using written forms of communications is the message doesn’t have to be sent immediately. Written communications can edit and revise until the content is shaped and formed. Permanent records of the message can be saved or filed for future use, allowing the recipient more time for reviewing so the appropriate feedback can be provided. The sender will probably not receive feedback from their message right away, unlike oral communication where a conversation has impressions and reactions that are instant. this can lead to frustration and uncertainty. Written communication takes a longer time with people sometimes having difficulties in composing.
 
[bookmark: _Hlk523358250]In my place of business (Tesco) depending on the importance of the message, written communications are formed in all different kinds of ways. Between managers and their team members WhatsApp is mostly used with all departments having a WhatsApp group. Team members and their managers use WhatsApp to send short massages to each other. For example, on the 14 august 2018 my manager sent a message in the group about wearing the compulsory uniform on the counters. The messages are not always formal, it could be team members wishing someone happy birthday or a team member who left their keys in the staff canteen and needs them to be put in a safe place where they can find it. Emails in Tesco are used by managers and people with a higher position l on a day to day basics. Team members on a lower level will receive a collective email and a letter in the post about any new features, benefits and some compony finances that will explain about the yearly bonus and shares. Any change in compony policy will be sent directly by email to the store manager. The store manager will liaise with the managers in all departments instructing them to discuss the change in detail with each person in their team individually. After each person has discussed the change with their manager they will have to reed though and sign a form confirming that you have been made aware of the change and that you understand it.

In the store we use signs to direct customers, staff and visitors were to go. whether it be to find a specific item, looking for the toilet or finding the nearest exit. Written communications are crucial for visitors and customers to navigate around the store. Gonzalez. G, (2017)

Listening 
[bookmark: _Hlk523359655][bookmark: _Hlk523359837]most people believe that communication is all about talking and sending message to people but it’s also about receiving those messages to. It is crucial to understand why listening helps to improve all our listening skills. In professional communications having the tools to be an effective listener demonstrates professional excellence in companies of all sizes and all dynamics.
According to Stengel, Dixson, and Allen (2003), in all consumer product industry’s the most basic principle is “listen to the customer.” most people will talk about listening and hearing as if it is the same thing. Its not a problem when dealing with friends and loved ones you’ll be forgiven for a miscommunication but in a business the smallest miscommunication could be costly. as a
[bookmark: _Hlk523359974]professional you must strive for excellent communication and understanding the difference between hearing and listening is key. Hearing is an act of perceiving sound. hearing is though the ears but for listening you must use your mind. Listening requires you to uses both verbal and non-verbal communications to help differentiate between the content and the layers of the message. (Quintanilla, K, M, and Wahl, S.T.)

Functional structures 

[bookmark: _Hlk523360128]a functional work place structure is were different departments in a compony are grouped together with specific tasks or roles. This structure allows employees to execute their rolls more efficiently with each group put together buy their skill set and function. Employees can interconnect effortlessly in their groups for quick decisions making. team members already own the same set of skills and interest, learning from each other is made easier. Each department will use their collective energies and skills to execute their rolls. Each department will have a director or manager who must answer to someone who is higher up by a level and may have other departments to oversee. Lack of inter-departmental communications is one of the changes with this structure. Most issues and discussions will be done at manager level among all individual departments.  Karell. D, (2018)

In my work place (Tesco) the store manager will receive an email from head office explaining what they want the company or that supermarket store to focus on. After receiving this email, the store manager will send a WhatsApp group message that she created for the managers in all departments. She will send a message letting the managers know what time the team five meeting is and were it will be held. A team five meeting is where all the managers from different departments get together to discuss what needs to be done in their departments. The meeting can last twenty minutes or even two hours depending on how important it is. After the managers have their instructions they will then go to their separate departments to explain to their team what goals need to be achieve  
In my department we have a team leader, the team leader works alongside the employees doing the same job but will have some senior jobs that he /she would have to do etc (the weekly rota). The manager will go to the team leader and tell he/she what the manager wants to see from this department. the team leader will discuss what he/she has learnt with their team and together the team we formulate a plan to achieve our goals. 

[bookmark: _Hlk523230666]most of the time this structure works well but sometimes working with other departments is necessary. A few months ago, in my department at work (fish and meat counter) the team leader told the team that the shrink was very high. The term shrink or shrinkage refers to loss of product inventory. When the shrink is high the team members will do a count of all the products. This is a time-consuming job were all products will have to be weighed individually to obtain weight and price. Then individual bar codes will be made for scanning to calculate the overall figure. This will happen during a typical work day, so the count will have to be done as quickly as possible while still serving customers and completing daily tasks. The manager will then use this figure to determent how much loss is in our department. There was about £700 in missing frozen shell fish and about £500 in fillet and sirloin steak. At this point communicating with the warehouse team were the deliveries are sent and packed away, would have been helpful.  Instead the figures were sent to head office to officially declare that our department has high shrinkage. This result in the team having to put measures in place to prove sales that are higher then ten pounds and must endure being closely monitored by security staff. A month later it was discovered that the warehouse team had moved all our frozen shell fish into a cage at the back of the freezer where the packed fish is kept. When a situation like high shrinkage in a department is an issue the store manager will have a privet meeting with the manager of that department. After my manager sore the figures and sore we were missing frozen shell fish he should have leased with the warehouse manager to see if we can find it. After the fish was found we had to do another count but this time we only had to do the fish side of the counter. This lack of communication between the two departments left the team on the meat and fish counter felling frustrated, accused and angry. 

conclusion

Communication is the ability to convey information to another effectively and efficiently. good verbal, non-verbal and written communication skills help facilitate the sharing of information between people in a compony. Communication that is effective needs to be accurately interpreted by others. effective verbal and non-verbal coupled with good listening skills allows managers and team members to communicate effectively with co-workers and customers.           
Communication involves more than one person, one to compose and the other to receive the message. In the modern world of today technology has altered the way we communicate with each other The demand for proficient writing skills is increasing with the use computers and computer networks to arranged and passed on. 

The most written Communication between staff at my level is on WhatsApp but amongst the managers and higher-level personnel emails are the preferred choice for its convenience, storage and the fact that most companies communicate with there contacts by email. 

having the tools to be an effective listener demonstrates professional excellence in companies of all sizes and all dynamics. Listening requires you to uses both verbal and non-verbal communications to help differentiate between the content and the layers of the message.

my work place structure is functional most of the time but the distance between higher level and lower level workers sometimes poses a problem with message and new ideas moving slowly through the ranks.
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