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[bookmark: _Toc533351370]INTRODUCTION:

I am writing a report on relevant topics at working industry as well as I am also going to write about appropriate workplace topic.
In my report I will be showing evidence of use of a range of research methodologies and what it is used for. I will also show an understanding of effective and ethical data collection, I will show data collection by using graphs and explaining the information that I used to make the graphs and explain how I collected the data. I will also show an understanding of interpretation of my work. 
In the report I will also be talking about communications at a workplace, I will explain what communications mean at work place and show examples of different types of communications at work places. I will show two different types of models of communications, I will produce two models of communications and explain them each.
I will also do a literature review in the report. I will use all my findings and show an understanding of research methodology and explain more.
I will then after everything show and explain the summary of all my findings and then do a conclusion of the overall report and suggest my own recommendations.

[bookmark: _Toc533351371]LITARATURE REVIEW:
[bookmark: _Toc533351372]Definitions of communication:

Communications at work industry or the working environment is a process of sharing ideas with each other or within the team members at work, it is also sending and receiving messages from each other and sharing information with others and team members in a specific time and place. Communication also includes writing and talking which is known as non-verbal and verbal communication, also as visual communication and electronic communication. 
Communication is an important part our personal life as well as our in our education and very important in work life or any other situations where people meet each other. (Encarta, 1998)

[bookmark: _Toc533351373]Models of communication:

A graph showing how messages are sent and received back;
[image: See the source image]
(Communication Theory, 2018)
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I have used two diagrams showing methods of communication use at work places and used by team members;

[bookmark: _Toc533351374]Types of communication:

I will talk about the communications names and what methods each communication is;
Verbal and non-verbal; talking, facial expressions, writing, body language or gestures.
Visual Communication; images, photographs, video or film.
Electronic Communication; telephone calls, electronic mail, social media.

[bookmark: _Toc533351375]RESEARCH METHODOLOGIES: 
[bookmark: _Toc533351376]Qualitative Research in general;

All researcher scientifically has done a qualitative research at the systematic application to a set of procedures to collect and analyse the evidence collected, after collecting the research it is then used for the findings that resolve issues. 
Qualitative research is aimed to gain an understanding on the case studied rather than to generalize a specific data to support hypothesis. 
In a qualitative study on customers service at work place is to focus on an understanding on the result of the employees rather than using the sample of prediction of the personality types of the workforce.
Qualitative research provides a more detailed explanation or in a more complex description of how people experience a given research issues.

[bookmark: _Toc533351377]Quantitative Research in general;

A quantitative research methodology is also used to determine if there’s a communication gap within an organisation. It’s a multiple choice with single answered surveys which is distributed to the customers services representatives.
It’s a powerful tool to improve communication between parts of the organisations. Surveys are also used for establishing more forward communication links from lower level employees to management levels. (Edwards, Thomas, Rosenfeld, Booth-Kewley, 1997).

In my report I will be using the quantitative methodologies to do my research, as I will be using single answered questionnaire to find my required data that I will be collecting by interviewing people at work.

[bookmark: _Toc533351378]Data collection process;

I requested that all participants return the survey via face to face. The survey that was received was then put in a chart, periodically the surveys were shuffled to maintain the confidentiality of the participants. 
It was given numbers and divided into the what the employers thought within the organisation. 
I will be using the Microsoft program, called Excel to determine the percentage rate of each answer given by the participants who took part in my survey. I will produce a chart that will also show my findings.  

[bookmark: _Toc533351379]Population;

The survey was distributed to non-exempt customer service representatives and co-workers who all work in one organisation. The participants included are a mix of male and female worker/employees. A total of fifty employers were questioned with only five different questions, who all had different opinions to their answers.
A survey was complete, and data was collected. The whole research was a face to face conversation and was fully voluntary which also was made sure that the participants were fully aware of the survey and choose to answer on their own will and the information obtained remained fully confidential with exception of the result from all the participants. Participants who didn’t want to take part was not involved in my research and it didn’t affect my findings. 

Sample and Sample Size 

The research that was conducted within the organisation was allocated in the London area. The company has a population of over hundred representatives in the organisation which is an estimate of customer service representatives, each department has lots of employees. 
I chose to interview only fifty employees to conduct my research and collect data. All my data collected was on a voluntary opinion on the representatives.  
To collect my data, I first spoke to the representatives and explained the reason of my research and explained that it was a voluntary questionnaire and not compulsory at all, and only to help with my research as it will be highly appreciated.

[bookmark: _Toc533351380]FINDINGS/ANAYLSIS DISCUSSIONS:

I am going to analyse my collected data by asking five questions to fifty people and see the outcome of the answers. I will use my findings and produce a chart showing my data and explain my overall opinion of my collected data.

1) Without good communication the work place will not be a very successful environment to work in?

	Strongly Agree
	Agree
	Do not Know
	Disagree
	Strongly Disagree

	30
	5
	10
	5
	0





Discussion of the above figure:
I found that for the question I asked which was; Without good communication the work place will not be a very successful environment to work in and I found the overall answer was; 30% choose to say strongly agree, 5% agreed, 10% don’t know, 5% disagreed and none said strongly disagree.  

2) A good successful strategy must be followed for good communication at work?

	Strongly Agree
	Agree
	Do not Know
	Disagree
	Strongly Disagree

	40
	10
	0
	0
	0




Discussion of the above figure:
I found that for the question I asked which was; A good successful strategy was must be followed for good communication at work and I found that overall answer was; 30% strongly agree, 5% agree, 10% don’t know, 5% disagree and 0% strongly disagree. 

3)  Effective team work is compulsory at work place?

	Strongly Agree
	Agree
	Do not Know
	Disagree
	Strongly Disagree

	30
	15
	5
	0
	0





Discussion of the above figure:
I found that for the question I asked which was; Effective team work is compulsory at work place, and the overall percentage I got was 30% strongly agree, 5% agree, 10% don’t know, 5% disagree and 0% strongly disagree.

4)  Every team member should contribute in good communication at all times?

	Strongly Agree
	Agree
	Do not Know
	Disagree
	Strongly Disagree

	35
	10
	4
	1
	0





Discussion of the above figure:
I found that for the question I asked which was; Every team member should contribute in good communication at all times, and the overall percentages I got was 30% strongly agree, 5% agree, 10% don’t know, 5% disagree and 0% strongly disagree.

5)  A success to a great business is due to strong effective communication?

	Strongly Agree
	Agree
	Do not Know
	Disagree
	Strongly Disagree

	20
	10
	5
	10
	5




Discussion of the above figure:
I found that for the question I asked which was; A success to a great business is due to strong effective communication was overall percentage of 30% strongly agree, 5% agree, don’t know 10%, 5% disagree and 0% strongly disagree.

[bookmark: _Toc533351381]Summary of the findings: 

Overall, the findings I found while doing this report and producing the questionnaire to ask the representatives working at the organisation, I found that there is a high strongly believe in good communication at work or organisations and should maintain the goodness in effective communication too enable for the working environment to be a peaceful one with good team members, whom will strive to keep the business up and running and especially make it a successful business at all times. 
After collecting all my data and doing research and putting charts together of the findings I found, which was asking fifty people questions in a working environment of what they thought of the specific question being asked, it also shows how collecting their answers helped producing a chart and seeing the effects and how the representative answered the questionnaire and comparing with the other questions asked and coming up with an overall idea of what communication really is meant at work and how communication effects a workplace.



[bookmark: _Toc533351382]CONCLUSIONS:

I have done a research in communications in a work place using the methodology which was qualitative to collect my data and analyse my questions and answers in a chart and show my outcomes and results. I also showed a summary of my findings.
[bookmark: _GoBack]My recommendation is communication in a work place is critical to establish and maintain quality working relationships in organisations. A process of transmitting information and common understanding from one person to another, it is important to have effective communication in a workplace due to every administrative function and daily activity always involves some sort of direct or in direct communication. 
To improve the effectiveness of communications in a workplace, administrators should also develop a though understanding of the importance of senders and receivers’ responsibilities and adhere to active listening skills.
It will also improve an distractors ability of being a strong leader within the organisation and its recommended to create an environment wherein problems, plans, issues, opinions, thoughts and ideas which is involving the work environment, which are all discussed and dealt in a professional manner through positive and effective communication, which will sustain a good healthy environment at all times and everything will be dealt with in a professional manner always. 
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