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One of the key skill asset different organisations and employers need for their business to run very effectively is good communication around the work place and without this skill asset no organisation can function properly or prosper. Good communication is not only vital within an organisation but it is also essential outside the organisation due to employers and employees need to communicate with various people outside the organisation such as shareholders, suppliers, partners (GpmFirst, 2018). Communication is used around an organisation through body expressions, listening, feelings, and interactions.  
Communication involves sending and receiving information by using different sources of communication mechanisms such as phones, letters, digital electronics, emails for example.  There are three different types of communication such as verbal, non-verbal and lastly written communication (Open.lib.umn.edu, 2010).  Verbal communication is when people communicate through speech or verbally to exchange information with one another. Every organisation relies on good verbal communication around the work place to function properly because during work every personal in the organisation must use verbal communication. In an organisation verbal communication takes place among various people such as clients, partners, shareholders and departments, employers, employees etc. 
Good verbal communication skills are highly ranked by employers during the interview process for candidates wishing to be successful at the organisation because they indicate if a candidate will be able to express himself/ herself in the organisation as well as be able to interact with customers or others, though this not the only requirement during recruitment (Gifford, Fan Ng and Wilkinson, 1984). Verbal communication is used around the work place in different contexts such as in training sessions, presentations, disciplinary meetings, sale pitches, one-on-one conversations, performances appraisals. Good verbal communication skills around the work place depend on the context of the subject matter that is being communicated or discussed. An example of good verbal communication skill includes listening to the colleagues, speaking clearly by using different tones. There are various advantages linked to good verbal communication skills around the work place such as its quicker, easier and allows better communication because the person is having a direct conversion with another person which means questions can be asked straight away if anything is miss understood. 
An example of an organisation that relies on verbal communication to run its operations is Barclay’s which uses this skill asset in and outside company, internal verbal communication is used by Barclays when financial bankers are communicating with the customers and external verbal communication is used when the employees are communicating with various customers and shareholders over the phone (Home.barclays, 2015). Face to face communication allows for bankers to have a direct conservation with the customers when they are opening new accounts and secondly help them to sort out any key issues that may be affecting them then and there. This removes any miscommunication that may happen over the phone or outside the organisation. Phone communication help to speak to its customers and can deal with inquiries over the phone without the costumers needing to go to their branches. Barclays tries to use verbal communication to meet different client needs daily, which sometimes may not be possible due language barriers between customers and the employees of Barclay as not every customer understands the language that is being used over the phone (Riemer, 2007). 
[bookmark: _GoBack]Non-Verbal Communication:
Interpersonal skills look at more than what is being expressed to the audience or people, communication goes beyond what is being said and refers to implicit messages, weather intentional or not, which may be expressed through non- verbal behaviour (Open.lib.umn.edu, 2010). Non- verbal behaviour mainly looks at the body language that is used by people when expressing themselves. Non-behaviour looks at facial expression, gestures, tones, confidence, eye contact, body movements (Open.lib.umn.edu, 2010). According to experts 57% of communication is non-verbal, 38% is the tone of voice, and 7% is the actual words that are spoken (Mehrabian, 1981). A lot of organisations such as McDonalds encourage its employees to have good communication mainly good non- verbal communication skills because the organisation primarily focuses on serving and pleasing its customers (What makes McDonald's, 2011).  A lot of employees working at Mc Donald’s need to have good positive body language when serving customers and this shown through as eye contact, face expression, gestures, tone of voice. This is encouraged through the organisation because the customer counter service team are the first people various customers first meet upon entering McDonalds. If the employees don’t have good positive body language and non-verbal communication skills, the organisation would lose customers to other business and affect its reputation. Non-verbal communication is also used across McDonalds as a company in meetings, presentations, drive through service, skill training schemes. 
Written Communication:
Written communication looks at any information that is transmitted through writing, this type of communication is also of the most important way of communication used by various organisation where information needs to be formally communicated or sent to persons beyond where the information is formed. Written communication is used by organisations internally through memos, reports, bulletins, job descriptions, employee manuals, emails. Organisations also use written communication externally through emails, internet websites, letters, proposals, and faxes. This type of communication allows for organisations to communicate with various audiences on a much wider scale as it is not always for people in the organisation to use verbal communication to communicate with each other. Written communication can be used to write job applications and descriptions in the recruitment process which gives organisation a chance to attract new employees as well as describe the organisation and the duties that may come with a specific job. 
Barclays uses written communication externally on their websites to write about key information about the organisation such as their contact details, branches, advertisements, promotions. This is also the case for many other companies. Internet provides a platform for the organisation to appeal to a wider audience in various countries quicker, saves time, money and resources.  According to the National Commission on writing communication skills, almost every big organisation encourages it employees to have good written communication skills due to various tasks that involve writing in a work place such as sending emails, letters, and reports. The employees must have good written skills to be able to communicate with various people across the organisations.   
There are various advantages linked with different employers and organisations having good communication skills across the organisation. These include encouraging motivation for both the employees working internally in the organisation and for people that may be working with the company outside the organisation. If an employer communicates very well with the employees and other sources outside the company such as providing them job details, code of conduct, key information etc. This in return can motivate the employees to do their jobs because everyone clearly knows what to do, what to expect and what to improve on.  Communication is the key to employees and the business performance because a manager using the correct manner of communicating can be the difference between an employee listening to or not complying with the manager. Secondly, good communication to customers, suppliers, shareholders etch can give or create positive feedback to the organisation through the media outlets and those associated. Good communication skills to appeal to its customers by treating them properly with care when they visit the establishment can provide good reputation to the organisation which may increase more customers. Also providing useful information about the organisation through good advertisement on the internet can also attract more customers to the organisation because the more people know about how the organisation works as well as other benefits that may be linked to the organisation such as promotions, upgrades, and jobs the more the business will attract various people. Another advantage that may be linked with effective communication between the employer and employees such as an employer providing feedback and training schemes to the employees, can lead to improvement in terms of communication in the organisation, which in return can also attract more customers or increase the sale production. 
Improving communication:
As communication plays is vital in terms of the success of an organisation, they are many ways various employers or organisation can help improve or create better effective communication across the organisation. One way an organisation can improve communication skills is through providing a communication free friendly environment where by employees can express themselves on daily basis on anything that is or could affect the organisation, their performances levels, and wellbeing. This would create a friendlier environment and encourage social interactions, open door policies, regular meetings, and discussion. This will also encourage more employees to talk more and socialise, that way different colleagues can help each in the time of need or share new ideas on different issues that could re branch the organisation. Furthermore, employers having one to one interaction with employees and holding regular meetings means that key issues that may be effecting the organisation or employees can be dealt with quicker. New goals can be set in the meetings as well as any questions can be answered removing any tensions in the organisation. Sometimes it is advisable for an organisation to have anonymous boxes where employees can put forward their concerns without fearing any repercussion from senior management. This may allow for the employees to have free speech and voice their true opinions as they identity is hidden from the organisation. This may create a sense of belonging for employees as they feel like they are part of the organisation and something bigger, which may be reflected through their improvement in performance.  Also, employers allowing employees to voice their opinions, and ask questions makes them feel valued due to their ideas being implemented and being listened to. 
To also increase better communication across the organisation instead of only employers providing feedback to the employees, it should be a two-way street where by employees also provide feedback to senior members on their current performance and the areas they need to improve on. This will improve the communication between the senior members of the organisation and the employees as well as improve both their performances as key issues affecting the organisation are addressed and worked on. It cannot be all work and no play at the organisation, by employers holding parties on special occasions where by excellent employers can be awarded and praised for their hard work, this could increase the morale of the employees and give them chance to socialise with different people in various departments across the organisation who may not meet daily.  This is used by various organisation by holding Christmas and leaving parties for any employees leaving the organisation. Not everyone in the organisation has very good communication skill, some employees may possess some good communications skills in some areas of communication but may be inadequate in other areas of communication such as body language. It’s very good for senior members to be very observant in terms of identifying employee’s that may need improvement in certain elements of communications. To tackle these issues an organisation like McDonalds can hold regular reviews to check on their employees and those that are found to need improvement can be sent for more training or be offered extra training to polish up their communication skills. This will maintain high standards as well as improve customer service (What makes McDonald's, 2011).     
In conclusion, effective communication plays a very important role, not only in running a business, but it is a key element for a business to prosper to different levels. Without effective communication across the organisation, the organisation cannot function well or eventually the organisation will break down. Effective communication effects so many people on different levels within and outside an organisation such as customers, shareholders, suppliers, executives, partners, employers, employees which must be thought about by both employee and employer.  
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