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· Executive summary

Communication represents the bloodstream of organization. Communication usually follows a process in which there is sender (encoder) of the message and the receiver (decoder) of the message, who use a defined channel to share information. In organizations, there are mainly two patterns of communication, namely internal and external. Communication can be between managers or between employees (horizontal communication). It can also be from managers to employees (downward communication) or from employees to managers (upward communication). In organizations, communication is either written, oral or non-verbal. 

In a workplace there are reasons for communication which include among others to achieve coordinated action, to express feelings and emotion, to share information. For communication to be effective in a workplace, it requires skills for example, using the right communication technique properly and proper channels. 



· Introduction:
Team working and communication is paramount in the workplace because it makes work effective to complete a task when you work as a team. Communication is good because though communication you can complete the task because you communicate in workplace  in different way like verbally, non-verbally, face-to face, though sending an email, through presentation or writing a report, so that you can easily understand better in the workplace. To give instruction display of a notice board is also an effective way to put the time table or rota for the employees and service users. We have got several reasons for effectiveness and the ineffectiveness of the communication in the workplace.  





· Definition of communication: 

Keyton (2011) defined communication as the process involving transition of information and common understanding from one person to another. In organizations, communication is a means of transmitting information and making oneself understood by others (Sanchez & Guo, 2005).

Organizational communication on the other hand can be defined as transmitting news or information about the work from organization to employees. Organizational communication mainly has two objectives. The first and perhaps the major objective is to inform the workforce about their tasks and the policy issues of the organization. The second objective is to construct a community within the organization.


· Understanding the communication process
There are two common elements in communication: Sender  and  Receiver 

The sender uses words or symbols to put information into a message for the receiver. The sender is always a person who has a need or desire to convey an idea or concept to others. Therefore it makes the sender the encoder or author of the message. This message can be in a form of verbal, non verbal or written message. 

The receiver is the individual to whom the message is sent. The receiver decodes the received message into meaningful information. The receiver needs to understand the received message for effective communication.
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· Formal patterns of communication at workplace

Organizations use formal patterns in communication. These formal patterns of communication are the official paths recognized by management of organizations. They usually follow the established chain of command or line of authority. Formal information is either internally or externally.

· Internal Communication
This type of communication takes place within an organizational framework to coordinate organizational resources. It tends to convey information through letters, memos, circulars, for examples to employees. Internal communication can be divided into three broad parts like leadership development, employee engagement, and the channel of communication suitable for the team. (Ni Chen, 2008, pp 167-189).


· External communication
In workplace, external communication has to do with disseminating information and interaction with the immediate environmental elements such as customers, suppliers, creditors, etc. The effectiveness of external communication depends on how perfectly internal communication is handled.



· Channels & forms of communication at the workplace

The different channels of communication are:

· Verbal – face-to-face conversation, telephone, meeting, public addressing systems, interviews, seminars, close circuit television and tape recorded messages. Verbal communication is effective because of the level of interaction between sender and receiver and feedback is instant. 

· Non verbal – gestures, facial expressions, body position, sign language and clothing presentation.  Non verbal communication carries a lot of content in terms of feelings and intentions. Non verbal communication works well in intercultural situations.

· Written – memos, text, notices, policy manual reports, letters, bulletin, boards, handbooks and newsletters, etc. Written communication is very accurate and can not be misinterpreted.

· Computer aided/electronic – E-mails, websites, slideshows and power-points. Computer aided communication breaks down geographical barriers allowing a business to send information to a large number of people in different places at the same time. 


· Skills of effective team working and communication

· Public speaking – This skill allows you to pass on information to your team at the same time effectively. 

· IT/digital skills – IT and digital skills allows you to broadcast information to numerous people. 

· Body language – You can get more information from subconscious messages shown through body language 

· Listening – To pay respect and inspire others in the team and grasp the message delivered.

· Confidence – confident in own abilities and other team members when it comes to decision making and problem solving.

· Organisational skills - this skill enables systems to be put in place to maintain order and achieve the goals and objectives.



· Effectiveness of team working and communication

· As an Uber driver, digital means of communication are very effective because we use apps to pick up customers from pick up points to their destination. The application shows the best routes (which can help avoid traffic) to take and the estimated time of arrival at the destination. 
· The app shows the busiest time and locations in London. This is effective as you can use the app to gain more customers which will increase the income earned. 
· The app makes it effective as customers are able to give feedback to the drivers. They both get to rate each other as it is mandatory for the drivers to rate the customers but optional for the customers.
· This app however has disadvantages as it breakdowns/blacks out. This stops drivers from gaining customers. 
· Another disadvantage is that the app gives drivers the longer route rather than the shorter one which makes it ineffective. 
· With minicab driving, some riders are rude and arrogant simply because they think they are the bosses. This breakdown in communication makes it very stressful for the drivers and some are discouraged to work which leads to inefficiency in the work place. 
· Communication in minicabing sometimes becomes difficult when either party has language barriers. The journey may end up longer or even getting lost on the way.
· Previously when I worked as a bricklayer on a building site, we used to communicate using radio calls. This was a measure for saving the workers time and energy to move between floors. With the use of telephone calls on sites, they would occasionally have technical faults which would hinder the communication. 
· Friendliness makes work efficient in a workplace. Working as a team allows tasks to be completed easily and be carried out promptly. Gives supports to other members of the team.
· Working in a team of people who are good listeners and respect each other makes the work a lot easier because there are no arguments between the employees. 
· Good listening skills in the team allow ideas to be discussed and weighed fairly. Decisions are then made and work is effectively done. 
· In the same workplace managers are also physically involved in the work. By doing so workers tend to emulate and do the same which leads to efficiency in the workplace. 
· In my previous workplace we had notice boards to show timetables and events for the current and upcoming week. These are displayed on every floor which makes it easy for information to be passed on. 
· Managers arrange for face-to-face meetings to pass on information quickly to get feedback promptly. Information can also be clearly understood. (Lutgen-Sandvik, P. (2010).
· In my previous workplace I used pagers to communicate other workers and between other employees to save time to move around the building. 

Non verbal communication although commonly used in the workplace where there are people from diverse origin and different cultures, is sometimes misinterpreted which brings confusion and rejection simply because the same gesture may have different meanings in other cultures. (Chen et al. 2005, p242-249). 

· In this particular workplace, they are under staffed and staff are over worked which makes the work stressful. This in turn leads to inefficiency at work, mistakes and accidents. 
· When the work load is high it puts pressure on the job. The staff perceives and reacts in a more negative than positive way. 
· Media information like videos, PowerPoint, handouts and visual presentations is more durable and can be reviewed continuously especially if recorded. This form of communication can also be shared to a large number of people and meet the need and communicate to the target group appropriately.
· Disadvantage of the form of communication is that it is complex and liable to go wrong. If the information is damaged, it can effect the whole message. 
· Less support for this technology in developing country as equipment is expensive. 


· How to improve team work and communication in a work place.

· Holding meetings in a working place allow the manager to give instructions to the whole team at once. Work conflict should be handled immediately 
· Using the appropriate form of communication to carry out information and avoid using one only. For example emails and letters to communicate large or important numbers. 
· Allow feedback from customers as this will show what the customers want from the business. Feedback from the workers as well to ensure they are working in good conditions. 
· Staff training allows you to teach workers the communication skills needed to receive or send information for example faxing machines, printing machines and emails.
· Since stress causes a breakdown in communication a reduction of workload can be used to improve communication within a workplace. 
· Treat everybody fairly and with respect. 
· Think before speaking to avoid saying things that will embarrass yourself or others.



· Conclusion

Communication in the workplace is critical to establishing and maintaining quality working relationships in organisations. Therefore, as a process of transmitting information and common understanding from one person to another, effective communication in the workplace is important because every administrative function and activity involves some form of direct or indirect communication. Thus, poor communication can directly or indirectly affect employee performance. Managers, therefore need to communicate with employees regularly to get feedback and offer suggestions in other to prevent confusion about future job assignments. This can help improve on employee performance and organizational productivity in the long run.
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