Running head: IMPORTANCE OF COMMUNICATION IN THE WORKPLACE AND MEETING 	1
IMPORTANCE OF COMMUNICATION IN THE WORKPLACE AND MEETING	13








Importance of Communication in the Workplace and Meeting
Student’s Name
Institutional Affiliations


[bookmark: _GoBack]Importance of Communication in the Workplace and Meeting
AC 1.1 8600-326 - Explain the importance of effective communication in the workplace
Effective communication is important because: First, it creates workplace satisfaction, which improves the employees' morale to work. According to Adu-Oppong and Agyin-Birikorang (2014), organizations that encourage open and easy correspondence between the employees and the management are exposed to less employee turnover because employees are satisfied with their jobs. Effective communication helps to encourage employees to work better and it makes them feel valued in the company. As a result, this helps in building loyalty and trusts in the business, which according to Adu-Oppong and Agyin-Birikorang (2014) help to improve job satisfaction at the workplace. Secondly, effective communication minimizes conflict in the workplace. According to Adu-Oppong and Agyin-Birikorang (2014), open communication in the organization can help resolve misunderstanding and conflicts that may emerge as a result of misunderstandings. This can also help in building and creating better personal and professional relationships between the employees and the management. According to Adu-Oppong and Agyin-Birikorang (2014), communication can help conflicting parties reach a mutual understanding through open and clear communication (Adu-Oppong & Agyin-Birikorang, 2014). Lastly, effective communication increases the firm's productivity because everyone in the organization will be able to understand the expectations and objectives of the firm. According to Adu-Oppong and Agyin-Birikorang (2014), communication determines the level of success of failure in the organization. I remember one instance where I communicated effectively. I was told to inform the department of IT on the meeting that was supposed to be held the following morning. To ensure that everyone got the message clearly, I went there personally and asked for everyone's attention for a minute before they could go back to their duties. I informed them of the meeting and asked whether there was anyone who did not hear or get what I said. Everyone said that they understood and the following morning everyone was in the boardroom twenty minutes before the meeting started. That was effective communication.
AC 1.2 8600-326 - Describe the stages in the communication cycle
In every communication, there is always the sender and the receiver. However, these are not the only the elements involved in the communication process. The stages involved in the communication cycle include sender, encode, transmit, receive, decode, and feedback. These six stages are crucial in communication and each of them can have an impact on the whole communication cycle. The sender is the one that initiates or starts the communication. According to Adu-Oppong and Agyin-Birikorang (2014), the sender, in the communication process, uses the words and symbols to pass the information across to the receiver or recipient. The receiver is the person on the other end of communication who receives the information sent from the person who initiated communication. However, before the message or information could reach the receiver, the sender must encode the idea he or she wants to send across to the receiver. For example, encoding can take the form of verbal, nonverbal or written form. As Adu-Oppong and Agyin-Birikorang (2014) explain encoding process involves selecting appropriate words or symbols or gestures with which to communicate the idea or information. As the message gets to the receiver, he or she must also decode the information into a meaningful idea that can be understood. As Adu-Oppong and Agyin-Birikorang (2014) explain accurate decoding is critical to effective communication. According to the authors, the closer the decoded message gets to the intended meaning of the sender, the more it is considered to be an effective communication (Adu-Oppong & Agyin-Birikorang, 2014). Transmission is the medium in which the message is relayed to the receiver. Selecting the right communication medium or method to transmit the message is important in achieving effective communication. For instance, a message can be sent through a text message, in which the phone becomes the transmitter, or medium or written memo, in which the paper becomes the medium or sometimes email in which the computer becomes the medium. Lastly, every communication must have feedback, which can be negative or positive. However, feedback is understood as the response to the sender’s message. According to Adu-Oppong and Agyin-Birikorang (2014), feedback assists in understanding whether the message sent to the receiver has been received and understood as intended. 
AC 1.3 8600-326 - Identify possible barriers to communication in the workplace
Communication barrier refers to the breakdown in communication due to miscommunication (Adu-Oppong & Agyin-Birikorang, 2014). Some of the barriers to communication include emotions, culture, attitudes, and subject knowledge. Adu-Oppong and Agyin-Birikorang (2014) argue that personal barriers to communication can emanate from the individual's frame of reference or beliefs and attitudes towards the message. According to the authors, these personal barriers are determined by the socioeconomic backgrounds and prior experience of communicators. Regarding emotions, the insensitivity to the emotional state of both sender and receiver can affect the communication. According to Adu-Oppong and Agyin-Birikorang (2014) empathetic people are able to see the world in the eyes of others; thus, promoting communication process. Subject knowledge can also be an inhibiting factor to effective communication. When the receiver or sender is unfamiliar with the appropriate terminology to be used, it becomes difficult to communicate. Miscommunication can occur as a result of the unfamiliarity with the terminology. Lastly, culture serves as great importance to effective communication. Nonverbal communication differs in every culture. One gesture may mean one thing and in another culture it may mean an opposite thing.
AC 1.3 8600-328 - Explain how to select the right people to a meeting
Meetings are held for the purpose of designing and planning better strategies to improve future performance. From the above-discussed barriers, lack of proper understanding of the subject knowledge can affect the meeting and the people getting invited to attend the meeting. Selecting the right people to attend a meeting involves first identifying the agenda or the purpose of the meeting. This is the first step because it helps in identifying who should be invited. Different agendas are appropriate for different teams or groups. For instance, when a board decision is required on a particular issue, then the right people to invite are all the board members and when discussing the financial performance of the firm, the right people to invite or select include the finance director and the CEO. This categorization is helpful because it helps in identifying people with the right knowledge and idea about the subject. 
AC 1.4 8600-326 - Explain how to overcome potential barriers to communication
The above-identified and discussed barriers require different interventions for every barrier. First, the emotional barriers can be prevented or reduced by sharing empathy with the receivers of the message (Agarwal & Garg, 2012). In the case of subject knowledge barrier, it is advisable that the sender uses multiple channels of communication to improve understanding or reinforce complex message sent to the receiver to minimize the likelihood of the information being misunderstood. Cultural challenges or barriers can be minimized by understanding the individual’s cultural background. This can be achieved by devoting enough time to the message delivery methods and also the receiver paying attention and taking time to listen to the message being delivered, which will help to reduce misunderstanding of the intended message. Regarding the values and attitudes, it is advisable that both the sender and the receiver understand each other’s attitudes and beliefs. Showing understanding of each other’s values and beliefs is one way to achieve effective communication by influencing each other’s attitudes. This will reduce miscommunication.   
AC 1.4 8600-328 – Explain how to prepare for a meeting
Preparing for a meeting involves identifying the purpose of the meeting first to ensure that the meeting is held for important and valid reasons. In this case, one must ensure that there is a need to hold a meeting. Secondly is to identify the preliminary agenda of the meeting. After which, one must select the right participants to attend the meeting. In the meeting, different roles must be performed. As such, one must assign roles to the participants. Someone must be overseeing and moderating the meeting while another person outs down the minutes. Meetings require different spaces depending on the size or number of attendees. Therefore, the venue must be decided and confirmation on whether the available space is received before inviting the participants. Lastly is to invite the participants and inform them of the preliminary agenda of the meeting.
AC 2.1 8600-326 Describe the main methods of written and oral communication in the workplace and their uses
AC 1.1 8600-328 – Explain the purpose and different types of meetings. 
The different types of written communication include a letter, memo, text, email, and statements. However, the main method of written communication includes memo. Different types of meetings include status update meetings, decision-making meetings, problem-solving meeting, and team building meetings. Each of these meetings requires a different way of communication. In the organization where I work, I would use memo when I want to get the approval of new policies from the management regarding project implementation. I would prepare a memo addressed to the management highlighting the proposals of the project and the recommendations for selecting that project. The memo is then circulated in every office for approval or rejection. Through this, the management can get the chance to interact with the information and also get the time to think and review the content before making the final decision. A memo is an effective and faster way of communicating important and urgent information. 
On the other hand, oral communication includes meetings, telephone, face-to-face, and lectures. In oral communication, a workshop is the main method used in the organization where I work. Workshops are used in my organization to inform the members of the staff on the emerging policies. I prefer using workshops to give the staff orientation on the new policies required to be implemented. 
AC 2.2 8600-326 - Identify the main advantages and disadvantages of written methods of communication
AC 2.4 8600-328 - Explain the purposes of minutes and Action Plans of Meetings
Minutes serve as a reference point to the issues or agendas that are discussed in the meeting. The minutes help in the implementation of the actions plans because it is easy to remember every detail that is discussed in the meeting. Action plans of meetings also assist in ensuring that the key concerns discussed in the meeting are solved. The action plans provide interventions used in decision making and problem-solving. 
The main advantages of written communication include saving time and money, provide proof for future reference, and more accurate way of communicating. Agarwal and Garg (2012) explain that written communication, especially memo provide exact and full details of the message communicated. In the case of our company, a memo is useful because it provides both detailed and accurate information. A memo can be recalled and edited when the information is not accurate or correctly expressed. 
The main disadvantages of written communication include costly, time-consuming, and misinterpretation. According to Adu-Oppong, and Agyin-Birikorang (2014), written communication can be misinterpreted because the reader will interpret the information based on how he or she understands it. In the case of a memo as written communication, ensuring that every office has the memo is time-consuming and costly because it involves the production of different copies for everyone to get.
AC 2.3 8600-326 - Identify the main advantages and disadvantages of oral communication
AC 2.2 8600-328 - Explain basic meeting protocol and procedures
The main advantages of oral communication include providing an opportunity for information to be clarified on the spot, non-verbal cues can be understood and properly accessed, and it is the best way to solve conflict and disagreements. Through the oral meeting, someone who has not understood something can ask for clarification or any inquiry that could not have been possible through written communication, which can reduce the misunderstanding and misinterpretation of information. On the other hand, disadvantages of oral communication include no formal documentation, time-consuming, and costly. In terms of cost, oral communication techniques like presentation require more than just the content; it needs that the participants to be provided with the copies of what is presented and also requires a meeting room. Unlike written communication that provides evidence, there is no formal documentation or proof in oral communication.
The basic protocols and procedures in the meeting include professionalism and courtesy. In professionalism, meetings require that attendees arrive on time and the meeting be moderated by one person who provides the group with the meeting agenda. Courtesy is that attendees to abide by the regulations which include switching the phones off or silent mode. Even though in oral communication there is no formal documentation, but the minutes and agendas of the meetings can serve as documentation. 
AC 2.4 8600-326 - Explain how non-verbal communication can influence the effectiveness of oral communication
Ac 2.3 8600-328 – Explain the positive and negative actions that can affect meetings
Nonverbal communication refers to the way one communicates without using words (Guo & Sanchez, 2005). Nonverbal communication can influence the effectiveness of oral communication through clarification. In some case, someone can use nonverbal cues such as facial expression, signs, eye contact, the tone of the voice and even body posture to enhance oral communication. Further, nonverbal communication adds depth to verbal communication. I would use facial expression to show emotion while communicating verbally because it will enable me to relate with the audience better. It is easy to lose the meaning of a message when the communicator communicates without involving emotions. And since emotions can be effectively shown through nonverbal cues, it is important in communication. 
However, the body language that one chooses to use should be appropriate to the audience and the message that is getting delivered. Wrong use of body language can negatively affect the meeting and using it in the right way can positively impact the meeting. For instance, the wrong use of body language is where one relies on the body language to replace or substitute the verbal communication. Positively, body language like using one’s hands and moving around as well as maintaining eye contact with the audience are some of the ways to facilitate verbal communication to achieve effective communication in the meeting. 
AC 2.5 8600-326 - Explain the value of feedback in ensuring effective communication
AC 2.1 8600-328 – Explain the roles and responsibilities of the chairperson, secretary and individuals at a meeting. 
Feedback is important in achieving effective communication. For instance, feedback brings meaning to communication. According to Adu-Oppong and Agyin-Birikorang (2014), feedback may be the end result of an idea expressed, but it is also the way to continue communication. Feedback can be positive or negative, but every feedback is important because it helps the sender of the message note the weaknesses and strengths in communication. Further, feedback helps in clarification, especially when the receiver has not understood the message. When information is not understood, feedback provides the opportunity to make clarifications. Everyone in the meeting has a role to play for the meeting to be effective and successful. For instance, the chairperson is responsible for providing people with agenda and moderates the meeting. The secretary ensures that the minutes or agendas of the meeting and action plans are noted and documented. The people in the meeting have a responsibility to contribute to the discussions. Through this communication and discussion, feedback can ensure that the meeting is fruitful and successful because everyone will get the meaning of the meeting. I remember one instance where I attended a meeting on policy implementation in the company where I work. The CEO, who was the chairperson in the meeting asked employees on their take on the policies. I remember no one replied to him and as a result, the policies were implemented. Later on, those who were not satisfied started complaining and some of them even left the company because they were not satisfied the policies.
AC 3.1 Assess own performance in a frequently used method of communication
As a customer care service officer, most of my day is characterized by communication with the customers and my fellow work colleagues. I frequently use both oral, body language and written communication methods. In oral communication, I often rely on briefing method. I remember one day that my manager came to the front desk where I sat and told me that there is something that he did not get and he would like clarification. I believe that my area of weakness in this method is that I am very fast at talking and my listener requires some time to get the information. On the other hand, a written communication method that I often employ while communicating is a memo. A memo has been my way of communicating with the management and other departments. However, my supervisor one day came to my work area and he brought the memo that I sent to him highlighting some of the things that he wanted clarification. However, I realized that I was too fast when writing that I did not take time to proofread the memo. There were some mistakes in spelling that could have affected the interpretation of the message. These feedbacks showed me the areas of weakness that I need to work on. 
AC 3.2 Outline actions to improve own performance in communicating
To improve my areas of weaknesses, I have to do the following:
First, I have to take time and proofread my work before I can send it for review or to the recipient. However, this requires time and sometimes, time is not something that I get in my line of work. But, since communication depends on everything that I do, I have to ensure that my message is delivered to the right audience and as intended. Therefore, starting to write early enough maybe write the memo a day before I circulate it is the best way to ensure that I get enough time to review it and proofread the typos in the message. 
Secondly, I have to ensure that I get feedback every time I communicate. Since one of the challenges that I noticed from the manager’s feedback was that he did not get the information clearly. Therefore, after delivering the message, I would prefer to ask if everything is clear through his feedback. However, to enhance communication, I have to ensure that my oral communication is proper and effective by practicing through audio recording. This will give me the chance to listen to myself and ensure that everyone else can get what I am saying. Furthermore, when using oral communication, I have to ask for feedback to ensure that there is no miscommunication.
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