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Introduction 
This report will be focused on how employers perform at communication in the workplace, during the report different forms of communication such as Verbal communication, nonverbal communication, written communication, body language which is nonverbal communication and miscommunication will be discussed. 

Define communication: 
Communication means the ability to convey information to one another effectively and efficiently, when transferring a message, you must ensure the receiver is understanding, communication must be clear from both sides. There should be some sort of understanding between the sender and receiver for the communication to be successful such as, body language, eye contact, signs, signals and written communication must be clear and simple.
‘To define much team life communication is among a group or a team in a workplace which is verbal and nonverbal communication.’
Two-way interaction is the ideal definition of communication, this could be verbal and nonverbal, this could be written, txt messages, notes. Video calls, fax, phone calls and emails. 
Communication is not a message or transmission of a message itself. It is a mutual understanding originating with the receiver, ensure all communication delivered is being understood by the receiver. ‘Not all communication is positive but to improve team performance should be compromised.’ It is important that we are aware of own and others verbal and nonverbal communication. Compliment the person you are speaking to as this is very important, speak at a pace that you are understood. Vary the tone of voice of voice high valve words.
“Verbal workplace communication behaviours composed of four factors: information sharing, relational maintenance, expressing negative emotion, and organizing communication behaviours. The Workplace Communication Behaviour Inventory is presented. “
[bookmark: _Hlk523382159]Maund A, Schriek M and Tinkler P. (2017) Certificate in Higher Education: Skills for the Workplace Student Yearbook. 1st ed. Sage. London

[bookmark: _Hlk523382182]Keyton, J., Caputo, J., Ford, E., Fu, R., Leibowitz, S., Liu, T., . . . Wu, C. (2013). Investigating Verbal Workplace Communication Behaviors. Journal of Business Communication, 50(2), 152-169.

Different forms of communication: 
There are different forms of communication i.e. Effective communication, miscommunication, verbal communication, nonverbal communication, written communication, body language. It is important to be aware of own and others verbal and nonverbal communication. 

Brief Explanation of Miscommunication: 
Failing to communicate clearly, misinterpretation that could lead to a conflict.
“It’s a real challenge for many to say what they truly mean, leading to frequent miscommunications in the workplace.”  ‘Take positive steps towards the employees to read between the lines. Respond to their messages after careful thinking, and train them if necessary this will lead things to more positive side.’

[bookmark: _Hlk523432303]Barnes. T. (2018) CultureiQ [online]. Available from: https://cultureiq.com/5-examples-of-miscommunication-workplace/ (Accessed 30 August 2018) 
Verbal Communication: 
The things we say are verbal communication, you should reflect before you speak and adapt the style of communication to others understanding and knowledge. ‘Employees who have the ability to communicate clearly and effectively are valued highly by the owners of the organisations and companies, nearly every job requires the use of verbal communications. Depending on how good and strong your communications skills are employers will assess that on the job interview, having strong and effective communication skills are very beneficial for the work place. To be valued by the employers you must be very clear and efficient in verbal communication.
“Verbal communication in a work setting takes place between many different individuals and groups such as co-workers, bosses and subordinates, employees, customers, clients, teachers and students, and speakers and their audiences”.  
‘Verbal communication is formed in many different contexts it includes some of the following areas, presentations, web conferences meeting or presentations, job interviews, one-to-one discussions and team meetings.’ 
Ask group members for an input in the tasks or discussions, develop more effective ways to interact with the group to have a better understanding of what is expected, help others develop on the areas they may require more training or help in. 

Doyle. A. (2018) Careers Verbal Communication Skills List [online]. Available from: https://www.thebalancecareers.com/verbal-communication-skills-list-2059698 (Accessed 30 August 2018)

Nonverbal Communication
Nonverbal communication is the things we do not say, we do not use words or speech consists of body language, written communication, facial expressions, hand movements, gestures, postures. 
Nonverbal is the primary way communicate, we respond and adapt nonverbal messages to others by using posters, emails, letters, signs and signals etc. 
“How you communicate nonverbally can mean one thing to you and convey a completely different message to your audience.” With facial expressions you can say many things without having to use words. You can tell by looking at a person if they are in a good or bad mood, if they are upset or confused, assessing the body language in a workplace you could help them in the shape and form it is required. 
Diagrams, pictures, posters etc, are also another form of nonverbal communication which is used in a workplace, this may benefit those whose understanding, knowledge or experience is weak. By looking at these they will understand through this nonverbal communication and it is extremely beneficial for some people in the workplace. 
Gestures such are crossing, eyes rolling, placing hands on hips and scratching your nose is not seen very positive in nonverbal communication. 
 
[image: ]Eye contact, hand gestures. 

[bookmark: _Hlk523437318]Heathfield. M. S. (2018) the balancecareers [online]. Available from: https://www.thebalancecareers.com/nonverbal-communication-in-the-workplace-1918470 (Accessed 30 August 2018)
  


Written Communication:
[bookmark: _Hlk523381842]Written communication is very significant in business it consists of letters, emails, posters, leaflets media, reports, memo’s and web mail, Promotion materials and product information. 
‘In written communication you express yourself clearly, ensuring it has precise and clear language therefore it will not be confusing for the receiver to understand and they will fully understand what is said. Be vary of the tone that you use as that could be misinterpreted very easily.’ 
Keep the language simple, it is crucial that the written communication has been fully understood by the receiver to do what is required. Short and concise paragraphs are better clearer and understood better. 
[bookmark: _Hlk523382825]Edmondson. J. (2016) Gabriele Dumont institute [online]. Available from: https://gdins.org/written-communication-in-the-workplace/ (30 August 2018)

Body Language: 
In body language your able to read people, detect their hidden emotions see the body language and communicate through eye contact. It’s a form of communication without speech. In body language you can use eyes, arms and hands for gestures. Communication through body language could have smiling, frowning, folding arms, crying and facial expressions movements and posture.
People can nod their head in agreement to something, roll their eyes if unhappy or in disagreement of something. 
How you present yourself is very important in the workplace. Being aware of your personal styles is critical. Frowning at people whilst speaking to them will not have a positive impact on your personality within the workplace. Communicating with colleagues or employers with folded arms could come across as rude or not interested.  

Main Body: 
In 2014 I was working in a Catholic Primary School, and I worked 15 hours per week, I was still having to sign for job seekers allowance as my hours were below 16, which I was finding very uncomfortable and embarrassing as I had to go to the job centre to sign every fortnight. 
I approached my employer, Head teacher of the school and explained my situation of having to attend the job centre, and how awkward and difficult I was finding it. I requested if she could give me one extra hour that will save me from going to the job centre, in response she looked at me and briefly smiled and said. “I do not have anything currently and if something comes up I shall let you know”. I thanked the Head teacher, and was grateful and waited for response, although the body language said other I still hoped for the best. Four weeks went by and I approached the Head Teacher once again and asked for an update, to which I was once again informed there is currently nothing available and should anything become available I will be informed.
I would have appreciated to acknowledge if I was ever going to be given that hour, but I had no other option but to wait for something to become available. 
Few weeks later I was informed by another colleague that two new staff members were to start at the school in September, my conversation with the employer took place around May time, I was astonished to acknowledge that one hour that I had requested was not available and many hours have become available suddenly to employ two new members of staff. I could not stop myself, at the same time taking in consideration that I must appreciate that I am working in this place and was given the hours I was working, I approached my employer once again in the hope of that one hour I needed. I informed my employer I was aware of the two new members of staff due to start at the school who were given full tine contracts.
My employer was astonished to acknowledge that I knew, my employer smiled and replied “but you are also working” I replied “ I understand and I am very grateful for it but the situation I explained previously still exists, in return she said nothing and looked away and continued her work to which I was very disheartened.
I walked away from there and a week later to find a letter on my desk to thank me for my services, and they did not require my services any more due to not having enough funding’s and could not give me any hours from September.
I would have appreciated if the communication was delivered to me verbally as nonverbal communication made me feel very unsettled. I could tell from the employer’s body language she was not happy for me to approach her, I was not getting any more eye contact or verbal communication. 
September started and towards the end of September I was invited back l to school and was offered the hours I required along with a permanent contract. I was informed how my services were missed and how I was a great member of staff.


[bookmark: _Toc456977346]Conclusion: 
[bookmark: _GoBack]Looking at the main body communication from both parties could have been more formal and less stressful. Result was good at the end, and everything finally sorted. We had very good communication there onwards. Poor communication can lead things from extreme to another. Effective communication in the workplace is very crucial. 
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