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Task:    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. 





[bookmark: _Toc500438061]Introduction
Effective Team work and communication are one of the primary aspects that play a vital role in organizational management (Brock et al. 2013). An organization that has a well communication system and is efficient in team working will be successful. This report gives a brief overview of the verbal and non-verbal skills required and the skills team workers and employees need. It also talks about how workplace communication and performance of the workplace can be improved.
Employers recruiting Employees
When recruiting employees, employers mostly often focus on the individual’s ability to communicate with others both verbally and non-verbally. Whether it be in retail, fast food restaurant or mini cab. They focus on how the individual can work in a team and how they communicate their own ideas. During an interview, most employers are very confident, smartly dressed and have both verbal and non-verbal communication skills and they look for these qualities in the employees they are trying to recruit. 
Verbal Communication includes:
· First impressions – Appropriate greetings e.g. handshakes, introducing yourself, quick conversation about your journey, be friendly etc. 
· Encouragement – Participation in group work, show your interests in what other people have to say, help to encourage yourself and others to open up and reduce shyness etc.
· Listening - Comfortable environment, Listen, avoid distractions, be objective, delay judgement until you have heard everything, engage with what others have said, don’t interrupt and avoid stereotyping the speaker etc. 
· Questions – be concise when you need to be, draw others into the conversation, don’t let one person dominate in a group interview, engage with others, ask employers questions too etc.


The proper management of the non-verbal communication can make the communication more effective (McQuail and Windahl, 2015).
Non Verbal communication includes:
· Body language – How you stand, how you sit, whether you look nervous, look friendly. 
· Eye Contact – Make sure to look at the employers when they are speaking to you or when you are speaking to them.  Also look at other people in the group when they are speaking. This will show the employers that you are paying attention and are understanding the questions and are focused.
· Facial expressions – Make sure to look friendly, confident, understanding etc. make sure to smile when you first come in the interview etc.
· Voice (Tone and Language) – Make sure to speak loud and clear when you are speaking to the employers especially if it is a group interview you want to stand out compared to the others. The tone involves the volume of the voice, type of emotion within employing the tone of the voice while communicating which gives a clear hint about the emotion and the intention of the communicator (McQuail and Windahl, 2015). This helps in getting and expressing the message to the individual without any misunderstandings. This is crucial in the workplace when you are dealing with customers as you have to be polite and controlled. The tone should be professional one along with dignity and respect conveying the viewpoints (McQuail and Windahl, 2015).  If the tone is unprofessional employers may not want to recruit you. 
Team work and communication
In order to be successful as a team you have to have effective team working skills and communication skills. This would make the team more effective as it will allow them to be more flexible, open and organized. Effectiveness is highly crucial for any team since individuals join together and form a team in order to achieve any particular target (Nancarrow et al. 2013). If the team members do not have the skills to be effective, that would make the work inefficient and it would be a struggle. If each team member is assigned a task, they can then be more motivated to achieve their goals.
The availability of the interpersonal skills within the organisation is highly required that will help the individual self to develop personally which will be reflected in the professional field as well helping in making strong team building (Brock et al. 2013). There are multiple skills within any team and in its members to make the team effective. These include the following: 
· Acknowledging others – This would mean everybody will participate and will feel comfortable to do so.
· Listening – Listening to what others have to say and to use it if its effective, this would allow other people to be comfortable and share more ideas with the group. 
· Creativity – Sharing ideas that are often unique and have never been tried before. 
· Co-operating – If things don’t go as plan you need to be able to work together and work around the problem. 
· Advising – Help and support others in the team and give your input on their work. 
· Commitment – Don’t give up if things don’t go as plan and continue to work hard as a team.
· Group decision making – You should make decisions as a group instead of as individuals so that everybody agrees with each other which will avoid future problems. 
· Goal setting – Set goals as a team as this will help make sure that everybody is aware of the goals and will be able to meet them.
· Trust – Team members should trust each other in order to be effective as they will be more likely to share their work and ideas with one another. 
· Sharing - In order to make the team communication strong it is very important for team members to share their views with each other.
· Professional development – This is highly required in order to carry out the communication in a more open way. The availability of the interpersonal skills within the organisation is highly required that will help the individual self to develop personally which will be reflected in the professional filed as well helping in making strong team building (Brock et al. 2013).


Belbin’s Theory (2018) includes nine roles of team members including the following:
1. Plant
2. Specialist
3. Monitor Evaluator
4. Implementer
5. Shaper
6. Complete finisher
7. Team worker
8. Co-ordinator
9. Resource Investigator 

Plant – Highly creative and good at problem solving. They are creative, imaginative and solves difficult problems.
Specialist – Provides specialist knowledge and skills and are dedicated.
Monitor evaluator – Logical, strategic and makes judgements when it is needed
Implementer – Practical, reliable, plans a strategy and carries it out effectively.
Shaper – Keeps the team motivated and doesn’t lose focus, provides encouragement. 
Complete finisher – Checks the work for errors and makes sure that tasks are at the best ability.
Team worker – Co-operative, listens and helps the team by completing the work.
Co-ordinator – Focuses on the team’s objectives and assigns work to team members.
Resource investigator – finds ideas and shares back to the team, opportunities, networking.



Employers and customers
When employers communicate with customers they have to be polite, understanding and helpful. 
Interrupting – Do not interrupt your customers when they are speaking as it can cause them anger or may upset them. If they are explaining their problem to you instead of interrupting them wait until they are finished. This will then allow you to offer a solution to the problem they have faced.  
Listening – When communicating with customers it is important that people are aware that you are listening. If you keep looking around and not making eye contact, then customers might assume that you are not listening to them. In order to avoid this, make sure that you nod and make eye contact with the customers and say ‘I See’ or summarise their statements. This will strengthen your own understanding and make a better impression. 
Words – Make sure when you talk to customers you don’t use complicated words and use words that are easy to understand. This will make the customers more comfortable and patient as they will understand. If the customer uses words that you are unable to understand, instead of being impatient try to get them to repeat what they are saying or ask your team worker for help. This will then help with team work as you will build a level of trust and be comfortable with other employees. Similarly, if you see your team member looking like they need help with a customer then offer to help them as this will help improve the relations with the employer and customer which will make your task faster.

Effective team working and communication 
Characteristics
To have effective communication in the work place, team members should engage in active listening and have a clear understanding of project goals and requirements. Active listening involves note taking and asking relevant questions which would show other employees that you are listening to what they have to say and are interested.

Effects
Effective communication is important when team members communicate with open minds, and by asking questions rather than making assumptions, they build trust and harmony in the working environment (….)  This is because teamwork is important when trying to successfully trying to achieve goals. This is because a team has to work together and complete tasks. 
Training 
Employers should make employers participate in role-playing activities and communication games in a way to train them to enforce newly learned skills and techniques. 

Types
The different types of communications include e-mail, social media apps, phone conversation, letters and talking. With proper training in communication skills and techniques, employees often improve their effectiveness across all communication platforms.
Warnings
Managers must have an awareness of the signs of poor communication among employees. Missed project deadlines and slow progress toward problem solving can indicate communication issues. Teams that spend too much time discussing strategies rather than implementing them could be lacking the communication skills necessary to delegate tasks and get the job done. Other indications of poor communication skills include no clear team direction or focus, team dissension and arguing among team members. Taking steps to train employees to communicate and work as a team can change the working environment in a positive way, increasing productivity and revenue.


How communication and performance of employers can be improved
Miscommunication - When the information is not correct to the right people, there might be some miscommunication and misunderstanding. When there is lack of effective communication in the workplace, employees may be confused. Employees may misunderstand what the employers are saying so they may do opposite of what the employers said. To avoid this, it is important to have a good communication system, so that everyone understands what the goals are and can work towards them together. For example, you should clearly communicate new tasks and goals with your employees. If they don’t have a clear understanding of what they should exactly do, then your strategy will not be successful.
Giving team members role that are suited for them – This will help to improve the communication and performance of employers as they will know clearly what they have to do and when to do it. They can also ask other employees for help when they need to and don’t understand. 
Develop Team building skills – Exciting activities that require team members to work together could help speed up team building process as the employees can learn the best way to communicate with other team members and can boost their experience. 
Social media – you can use the email, social media apps to keep updated with one another and share files with each other.
[bookmark: _Toc500438065]Conclusion
In conclusion, communication is important when employers are trying to recruit employees because they are often tested of their team working skills. This is important because if employees are not able to work in a team, then they will not be able to achieve their goals as a company. Having effective communication and team working skills will make sure that the company is running smoothly. 
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