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[bookmark: _Toc534820460]Chapter 01: Introduction
Communication is a key aspect at workplace. Workplace communication is crucial as it is allowing the organization to operate the business effectively, while being productive enough. Effective communication further helps the employees to experience an enhanced morale, commitment, trust and higher productivity. It could be achieved through effective up and downward communication within the organization. Two main types of communication are being seen in the organizations, including the verbal and non – verbal communication. Both types of communication are crucial for meeting the commitment at workplace, while helping the employees to be more productive and collaborative within the workplace (Hall et al., 2018). In one hand, the verbal communication is crucial for interacting will the clients and colleagues about work, whereas non – verbal communication is also playing crucial role in developing interpersonal relations at workplace. Considering this, the key focus of the current project is to understand the importance of verbal and non – verbal communication at workplace. 
Aim of the research
The aim of the current research is to understand the importance of verbal or non – verbal communication at work. 
Research objectives
Based on the above mentioned aim of the research, the following objectives have been set:
· To understand the importance of communication at workplace
· To explore the role of both verbal  and non – verbal communication at workplace
· To identify the key verbal and non – verbal communication cues at workplace 
· To recommend ways to improve verbal and non – verbal communication at workplace
Research questions
Identifying the key research objectives, the following research questions have been answered to meet those objectives. 
· Why communication is important at workplace?
· What is the importance of verbal and non – verbal communication at workplace?
· How verbal and non – verbal communications are prompted at workplace at a time?
· What are the recommendations for improving verbal and non – verbal communication at workplace?


[bookmark: _Toc534820461]Chapter 02: Literature Review
It is crucial for the researcher to have an in – depth knowledge about the research issue, prior conducting the research thoroughly. In order to gain such knowledge base, reviewing the existing literatures could be helpful. Thus, in this project also the researcher has explored existing literatures to understand the role of verbal and non – verbal communication.
 Role of communication at work
Research has shown that effective workplace communication can significantly improve the productivity of the workers, thereby leading to the improvement of the overall organizational performance. It has further been revealed that most effective communication from the superiors could achieve the highest production (Quintanilla and Wahl, 2018). Further, effective communication at workplace enhances the job satisfaction as well as commitment of the workers, thereby ensuring their retention for longer period. In this context, both upward and downward communication is crucial. It also helps in shaping the environment and organizational culture. 
Importance of verbal communication
One of the most important forms of communication is verbal communication, which is crucial for formal and non – formal interaction at work. The verbal communication is important in several means. It is important for expressing the feeling or making others aware of some important information. It is important for influencing someone at workplace to join up a project or some other work. Therefore, it is crucial for developing effective interpersonal relationship with the co – workers, thereby indicating the importance for teamwork too. It is also crucial for bringing clarity to work, increase productivity, enhance the job satisfaction, sharing ideas at work, motivating others and removing barriers for relationship building (Wood, 2015). 
Importance of non – verbal communication
Like verbal one, non – verbal communication is also crucial for work. For instance, it is crucial for showing agreement or disagreement through postures and gestures. It is crucial for maintaining relationship at work. Listening is a key non – verbal skill, which is crucial, especially while working with others in a team. During interview or meetings, it is crucial to address the non – verbal cues of the participants, like facial expression, eye contact, gestures or greeting manners, for understanding the thought of the person (Burgoon et al., 2016). It can help to show the sign of confidence, detachment etc. While helping in understanding culture, it is also crucial for maintaining space. 


[bookmark: _Toc534820462]Chapter 03: Research Design and methodology
In the research work, it has been revealed that research methodology is a crucial part of the research. It is because, in this chapter, it is decided, how the research would be conducted, following which methods, thereby determining the fate of the research (Flick, 2015). In the current research, it has been revealed that the selected topic needs to be explored with the primary data, for in – depth situational analysis, for which the primary research methodology has been selected here. 
In the current research, the “positivism research philosophy” has been selected, as this philosophy guides the researcher to gather and analyze the empirical data with the help of existing scientific theoretical aspects, supporting the current study purpose. Further, the “deductive research approach” has been selected, as it would help to justify the pre – established hypothesis, with the help of the empirical data collection and analysis. As it supports the primary studies, it has been selected for the current study. Further, the descriptive research design has been selected in the study, as it helps the researcher to consider all the research variables and conduct the research in an in – depth way. Further, within primary and secondary data collection methods, the “primary data collection method” has been selected (Mackey and Gass, 2015). It is because, it promotes collection of first – handed data from the participants, who are directly related to the research issue, thereby increasing the reliability of findings. Further, within quantitative and qualitative data collection method, quantitative method has been selected, as it helps to collect huge number of data from larger sample population in short period, which is also easy to conduct and allows statistical analysis. Considering this, the quantitative method “survey” has been selected here. Survey of 52 employees has been conducted online, randomly, which are then subjected to probability sampling method. Finally, these data have been analyzed through primary “Statistical data analysis method”, aligning with the research purpose. 
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In the following section, the data collected from the primary participants through the primary quantitative survey method of data collection, has been analyzed with the help of primary data analysis method and represented in graphical and tabular form, followed by the analysis. 
Quantitative data collection and analysis 
Q1. What is your gender?
	Options
	Total number of respondents 
	No. of respondents 
	Response (%)

	Male
	52
	28
	54

	Female
	52
	24
	46


Table 1: Gender distribution

[bookmark: _Toc534820247]Graph 1: Gender distribution
In the above graph and chart, the gender distribution of the participants has been revealed. It has been revealed that 54% male and 46% females participated in the survey. 
Q2. From which age group do you belong?
	Options
	Total number of respondents 
	No. of respondents 
	Response (%)

	20 – 30 years 
	52
	14
	27

	30 – 40 years 
	52
	18
	35

	40 – 50 years 
	52
	12
	23

	> 50 years 
	52
	8
	15


Table 2: Gender distribution
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In the above graph and chart, the gender distribution of the participants has been revealed. It has been found from the research that young employees participated more, which has been evident through the 27% response from youngest age group and 35% response from the middle age population. 
Q3. Do you agree that verbal communication is important at work?
	Options
	Total number of respondents 
	No. of respondents 
	Response (%)

	Strongly agree
	52
	12
	23

	Agree
	52
	26
	50

	Strongly disagree
	52
	2
	4

	Disagree
	52
	8
	15

	Don’t know 
	52
	4
	8


Table 3: Importance of verbal communication
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In the above graph and chart, the importance of verbal communication at workplace has been explored. It has been revealed from the analysis that 73% participants agreed with the fact that it is important at workplace, compared to only 19% negative response. It is indicating that the participants identified significant role of verbal communication at work. 
Q4. Do you agree that non verbal communication is important at work?  
	Options
	Total number of respondents 
	No. of respondents 
	Response (%)

	Strongly agree
	52
	13
	25

	Agree
	52
	25
	48

	Strongly disagree
	52
	3
	6

	Disagree
	52
	9
	17

	Don’t know 
	52
	2
	4


Table 4: Importance of non – verbal communication
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In the above graph and chart, the importance of non – verbal communication has been explored at workplace. From the analysis, it has been revealed that 73% respondents agreed with the fact that non – verbal communication is crucial at workplace. On the other hand, only 23% disagreed the fact. From the analysis, it can be interpreted that non – verbal communication is helping the respondents significantly at their workplace. 
Q5. Do you agree that verbal and non verbal communications both are as equally important as each other in the workplace?
	Options
	Total number of respondents 
	No. of respondents 
	Response (%)

	Strongly agree
	52
	10
	19

	Agree
	52
	24
	46

	Strongly disagree
	52
	4
	8

	Disagree
	52
	10
	19

	Don’t know 
	52
	4
	8


Table 5: Importance of verbal and non – verbal communication
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From the above findings, the researcher attempted to explore whether the verbal and non – verbal communications are both important at workplace. The findings revealed that 75% respondents agreed with the fact, whereas only 27% disagreed the fact. However, 8% neutral response has also been revealed. From the above analysis, it can be interpreted that the employees are aware of the fact that verbal and non – verbal communication are both important at work at a time. 
Q6. Do you agree that quiet people are effective communicators?
	Options
	Total number of respondents 
	No. of respondents 
	Response (%)

	Strongly agree
	52
	7
	13

	Agree
	52
	18
	35

	Strongly disagree
	52
	4
	8

	Disagree
	52
	15
	29

	Don’t know 
	52
	8
	15


Table 6: Effectiveness communication of quite people
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The above analysis revealed whether quite people are effective in communication. In this context, 48% respondents agreed the fact and 37% respondents disagreed the fact, whereas 15% neutral response also revealed. It can then be interpreted that this area needs further investigation too. However, the high positive response is further indicating that they are using non – verbal communication for making it effective, while being quite. 
Q7. What are the key nonverbal communication cues at work?
	Options
	Total number of respondents 
	No. of respondents 
	Response (%)

	Appropriate facial expression 
	52
	10
	19

	Effective gestures
	52
	12
	23

	Good eye contact
	52
	12
	23

	Greeting handshake
	52
	10
	19

	Authoritative posture and presence 
	52
	8
	16


Table 7: Non – verbal communication cues

[bookmark: _Toc534820253]Graph 7: Non – verbal communication cues
In the above findings, the key non – verbal cues used at work has been highlighted. In this context, good eye contact and effective gestures got highest response, 23%, followed by facial expression and greetings, which are also crucial at workplace. 







Q8. Do you get adequate communication training at work?
	Options
	Total number of respondents 
	No. of respondents 
	Response (%)

	Yes
	52
	25
	48

	No
	52
	20
	38

	Not sure
	52
	7
	14


Table 8: Communication training
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From the above findings, it has been revealed that 48% respondents revealed that their organization is offering effective communication training, whereas 38% denied the fact. Therefore, the organizations of later group of respondents are recommended to offer effective communication skill training to the employees. 
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From the above project, it has been revealed that verbal and non – verbal communications are crucial at workplace. Both types of communications have significant role in fulfilling the roles in the organization. Therefore, it can be said that the organizations must help the employees to develop verbal and non – verbal communication skills effectively, which would satisfy their needs, as well as increase organizational productivity. Further, the organizations are recommended to offer effective communication development training to the employees, along with other tools to enhance their communication skills. 
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Sales	Male	Female	54	46	
Series 1	20 – 30 years	30 – 40 years	40 – 50 years	>	 50 years	27	35	23	15	

Series 1	Strongly agree	Agree	Strongly disagree	Disagree	Don’t know	23	50	4	15	8	

Series 1	Strongly agree	Agree	Strongly disagree	Disagree	Don’t know	25	48	6	17	4	

Series 1	Strongly agree	Agree	Strongly disagree	Disagree	Don’t know	19	46	8	19	8	

Series 1	Strongly agree	Agree	Strongly disagree	Disagree	Don’t know	13	35	8	29	15	

Series 1	Appropriate facial expression	Effective gestures	Good eye contact	Greeting handshake	Authoritative posture and presence	19	23	23	19	16	

Series 1	Yes	No	Not sure	48	38	14	
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QL. What is your gender?
Male / Female

Q2. From which age group do you belong?

20 - 30 years / 30 - 40 years / 40 - 50 years / >50 years

Q3. Do you agree that verbal communication is important at work?
Strongly agree / agree / strongly disagree / disagree / Don’t' know

Q4. Do you agree that non verbal communication is important at work?
Strongly agree / agree / strongly disagree / disagree / Don’t' know

Q5. Do you agree that verbal and non verbal communications both are as equally important as

each other in the workplace?
Strongly agree / agree / strongly disagree / disagree / Don’t' know
Q6. Do you agree that quiet people are effective communicators?
Strongly agree / agree / strongly disagree / disagree / Don’t’ know
Q7. What are the key nonverbal communication cues at work?

Appropriate facial expression / Effective gestures / Good eye contact / Greeting handshake /

Authoritative posture and presence
Q8. Do you get adequate communication training at work?

Yes /No / Not sure
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