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Introduction 
The purpose of this report is to define and analyse communication and its importance in different stages of life, as well as it practices and application in an organisation. An excessive level off good communication skills is expected in a successful organisation or company. It is often said that employees are a reflection of an organisation vice versa the same is expected in our private lives for any sort of relations, partnerships or collaborations to succeed or grow it relays on good level of communication. According breathehr.com/blog   "companies that communicate with courage, innovation and discipline, especially during times of economic challenge and change, are more effective at engaging employees and achieving desired business results.".


Communication: 
Communicate is an instrument that can be beneficial when it comes to having things done practical, it is essential that it is voiced whatever is required in order to achieve objectives. Any sort of communication it includes 2 or more individuals where the number of senders and receivers may vary, act of communication itself can be very and straightforward but it can be relatively complex depending on the topic and circumstances which can bring on different factors such as culture ethnic age etc… According to skillsyouneed.com 2020/2012 “the sender encodes the message usually in a mixture of words and verbal communication” through these codes the message is passed on either by writing or speech then the receiver procedures to decode it.
It is important for any company or organisations growth that a great level of communication is held in the workplace environment. It is a method to help developing and growing the company successfully so it is demanded that communication is evaluated overall and put it into practice if applicable. The two most common used type of communication in a work environments are verbal and nonverbal; it can only benefit an organisation if staffs understands the importance. Also the theories and models of communications are to apply and put to practice at a workplace, those models of communications are Berlo’s model, Shannon weaver model and Schramm’s model.






Verbal communication: 
Verbal communication which incorporates written and oral communication, this methods of communication is the most common way of communicate used due to it utility and it is the most used in diverse situation and with this method of communicate it is crucial that the choice of are chosen carefully since it can be difficult to explain depending on a particular situation or occasion. Verbal communication is often required sound whereas nonverbal can be done silently, it can also be descried as an audio conversation since it can be transmitted in a form of voice call, voicemail or recorded message as well as written message. According to Lumen: “The term verbal communication often evokes the idea of spoken communication, but written communication is also part of verbal communication. Reading this book, you are decoding the authors’ written verbal communication in order to learn more about communication”. 
Personally, I have always practice communicating verbally due to my long years of working in retail industry. I could say I have dominated oral communication in it different forms where I have to practice it ether face to face or via a telephone conversation where it may be required of me being formal or informal depending of where is the call coming from even though it is work related, it can all change if my colleges or staffs are calling or I have to place a call to others branches depending on the situation. Either way it important to maintain a level of respect and good communication that can be transmitted to the receiver of the message that I am sending.  According to cleverism “if communicate verbally successfully in a company it enlarges employers and employees’ contentment in magnitude”.
Nonverbal communication:
Nonverbal communication is done mainly by gesture, signals, code, expression or using images. This type of communication is used in a way silently for example through signals, signs or audio. Nonverbal communication is the art of communicating without the use of spoken words, sounds or speeches. Nonverbal it is important way of communicate to a large group but really used for only some, since it includes non-linguistic transmission of information through visual devices. According to Cindy Ann Peterson “Proper posture sends a positive message since 90% of all communication occurs through body language and how you carry yourself”. 
Working in retails have definitely enhanced my way of communicate nonverbally, on a daily basis as a manager I have to respond to numerous of emails from the company HRs, Directors, Managers, Employees or even a simple enquires from customers via emails which makes nonverbal communication being a vital way of communicate in my workplace. With it being nonverbal I have the need of being precise and direct to the object when writing for example every Sundays I have to prepare a weekly report where I have to write about the store performance compare our competitors then talk figures, therefore it requires large information to passed around and I have to find a method that will work for each individual who’s going to take part on reading or studying the report sent. According to indeed “it enhances an ability to recognise as little or clear the detail may be when implementing the practice of nonverbal communication”.


Communication importance:
Communication is important since it creates room for individuals and by communicating points and ideas can be passed across that can help to shine a light on everyone ideas, by talking it is fair to say it scares internal fears and paranoias. Communication is a great instrument for a manager to use in order to bring the best out of staffs with the interest of the company and develop individually their skills which will enhance efficiency from both employers and employees, therefore the grow and success reflects on the service and staffs. 
According to McFarland communication is, “a process of meaningful interaction among human beings. Every communication involves (at least) one sender, a message and a recipient. This may sound simple, but communication is actually a very complex subject. The transmission of the message from sender to recipient can be affected by a huge range of things. These include our emotions, the cultural situation, the medium used to communicate, and even our location. The complexity is why good communication skills are considered so desirable by employers around the world: accurate, effective and unambiguous communication is actually extremely hard.
Workplace:

When it comes to an effective communication and especially in workplace, I would say it’s an art.
Not only it’s all about getting along with the team members that in our multicultural diverse society come from a different background but also ensuring that effective team work and comfortable team ethos largely help to achieve the best productivity and smooth run of a business.

I would say, that showing a genuine interest towards the needs of my team members, aiding them in personal and professional development as well as respecting them believes and cultural values Is a key. Of course, as it’s true for any working environment, there are often a couple of individuals working in one team that have very strong personalities which are likely to clash, but this is where professionalism coming into equation. The best way in such situation is not to get personal and by keeping things neutral and respectful of other person’s opinion even if I disagree. Just because somebody sees things differently, doesn’t make them to wrong. So here when the compromise and flexibility from both parties are required.

My professional roles have always carried a customer facing aspect, which requires dealing with a wide range of clientele and there is always a margin of error, which gets narrower with experience, understanding customers’ behavioural patterns and reading into their mood, tailoring my approach considering the factors mentioned above. Being polite, resourceful, product knowledgeable and honest with customers, as well as using a light hearted humour and complimenting their choice always helps to break the ice. People like to buy products from people that they can relate to and feel they can trust, such bond can form a long lasting loyalty to the brand and good customer retention, which is one of the major key performance indicator for any business.

Lastly, another aspect that is not only essential but extremely important, is to approach people and carry yourself in style that is open minded, positive, engaging, cheerful and non-judgemental, as such would give a solid foundation for any enterprise and successful relationships. As much as humans may want to ignore the essence of communication, the concept remains just a distant elusion. This is typically the case in business where communication is the pivot around which the success or failure of a company or organization depends

Friend workplace: 
Care worker
Communicate in health industry is required more discipline due to the nature and sensibility in the role a care work have to play in the life of the patient, therefore the way they communicate is vital in the rehabilitate their patients. From a care worker aspect of communication at their place of work can be difficult depending on the situation but always important since it can change the patient’s life, their main role care workers professional is to always find the best way possible of making patient feel understood.
 Care workers are trained to maintain a great communicating and listening skills as vital skills to have in their job, therefore maintain good communication can accelerate the progression of both mental and physical. When lack of communication skills can aggravate the patient health by slowing their recovery process. According to mentalhealthtoday “the connection only grow base on how it affects the rehabilitation in mental health, when communication is used in a positive way such as engaging or counselling in with the aim of find best solution to cure and make change in their mental and rescue them from their problem”. As a care worker there is a need of create customized messages that pursue multiple communication goals.







Conclusion 
This study aims to discuss communication in workplace and its importance on how it can affect either positively or negatively an organisation, with this report gave me a wider understanding of how communication can change for depending on a particular situation or occasion. While gathering my academic information as well as using my work experience as a source to my information it made me dig deeper in the concept of communication where it is visible the importance of communicate, thereby not communicating or not holding a good conversation or skills to do so can individual involved in a complex problem. Personally communicate is the part of my role as a floor manager that I enjoy the most only main reason being the only way to have cash flow by talking and pursuing my costumers into buying our products, therefore I understand and practice it all the time as well as being a mother of a four-year-old daughter there is a constant need to communication and to do so in the right manners so that my daughter can understand. Over all possessing good communication skills is important or essential in building a significant alliance either in private or professional aspect of life. 
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