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Introduction
In the contemporary business world, communication is an integral part of everyday life. Effective communication is required in workplace settings in order to build relationships between employees and build a healthy culture in the organisation which would help to increase the productivity of the employees. In this information age clarity in communication has become a crucial element as it gives a sense of direction, builds trust, increases morale and productivity of employees. My workplace, Vector Logistics, is a logistics firm which follows a functional structure of hierarchy in its operations. It operates on providing logistics solutions to individuals as well as corporate clients. Communication is the crucial part for the success of my business since its role is to act as an intermediary between two players in a supply chain.
[bookmark: _Toc8297741]Interpersonal Communication Within the Workplace
Interpersonal communications within a workplace could be categorized into:
[bookmark: _Toc8297742]Verbal and Non-verbal communication
Interpersonal communication could be defined as the process by which people exchange meaningful information and feelings via verbal and non-verbal cues: it comprises of face-to-face communication. Interpersonal communication does not only relate to what is said but also how the message is communicated and non-verbal messages are signalled by the tone of voice, gestures, facial expressions and body language along with posture, dress, emotional state and the personality of an individual. Depending upon the communication and its context these often have more significance because they influence how the message is interpreted by the recipient. 
Verbal and Non-verbal communication occurs every day in my vector logistics, in interviews, during interactions between various departments, also during negotiation with clients and suppliers. Communication is an essential part of all workplace settings including Vector logistics however it is the responsibility of human resources to continuously keep it involved to promote effective communication culture in the workplace and resolve conflicts. 
[bookmark: _Toc8297743]Active listening
Active listening aids effective communication because in this type of communication more concentration is required from the listener which is he demonstrates demonstrated by him/ her engaging with the talker by using non-verbal cues which instils a feeling of being heard in the speaker. It ensures proper understanding of information and increases productivity; it also helps in building long term relationships between the employees (Mulvania, 2018). There are many benefits of active listening, however; practising it involves a lot of challenges for the listening party since there is always a risk that his own emotions may interfere with the interpretation of message (Brislin, 2014). In my workplace, human resource manager engages in active listening in order to understand the needs of employees to propose best possible solutions to employees all of which she does by showing empathy to employees and not judging them so as to help them overcome challenges to yield their best potential.

[bookmark: _Toc8297744]Elements of Interpersonal communication
Every communication requires the involvement of at least 2 individuals. Communication is a complex, two-way process in which people are sending and receiving information from each other simultaneously. It is an interactive process that involves feedback from the listening party too which is capable to change the whole outcome of the communication. There are mainly 3 basic elements of effective communication: message, noise and context (Edmondson, 2019). The message does not necessarily include only the information but also, non-verbal cues such as facial expressions, body language etc. Noise, on the other hand, could be defined as anything responsible for distorting the message so that the recipient does not receive what had been intended to deliver. It could be affected by physical noise, complicated jargons, disinterest, inappropriate body language etc (Norris, 2016). Context of communication refers to the social as well as situational context, much of the conflicts in communication occur because of social context as it relates to the roles, and relative status of both parties(Edmondson, 2019).
[bookmark: _Toc8297745]Written communication
Written communication is a major part of workplace settings as it  provides a prove and record that the communication had taken place between two people in the workplace, it also plays the role of a reference for decisions, promotes uniformity in policies and procedures and serve as an accurate and dependable source of information (Prabavathi and Nagasubramani, 2018). In workplaces written communication carried out is either formal or informal depending upon the nature of the audience. Letters, memos, and reports are the most common type of communications used in an organization along with promotional materials, product information, handbooks and operational events which follow specific protocols shared by stakeholder.
For effective written communication it is necessary that the tone of the written file, along with the sentences, words and paragraphs are structured properly. The documents should be clear, accurate and concise to ensure proper understanding of information by the recipient party. In organisations or workplaces, people keep documents of reports to log data and their research findings. We use almost all types of written communications in our workplaces for different purposes such as record keeping, promotional activities and communicating goals and valuable information to our employees however the most commonly used written communication is done by letters which are sent through emails to employees, clients and suppliers, promotional materials are also written often for marketing activities such as brochures to convey messages and promote our business to our potential audience.
[bookmark: _Toc8297746]Models Of Communication
There are a few models that explain the complex process of communication between two people in an organization. The most basic one proceeds in 4 stages starting from the sender decoding and formulating information which is to be delivered through a verbal or written channel to the recipient and recipient then decodes the information to provide feedback as communication is always two ways. Shannon-Weaver mathematical model is also a model of communication which is famous for its simplicity in representing all aspects of interpersonal communication between two individuals (McQuail, and Windahl, 2015) however, it has also received various criticisms for it being a linear model as it reflects only one-way communication between sender and recipient.
[image: The Shannon-Weaver mathematical model of communication. Source: Shannon, Claude, and Warren Weaver. The Mathematical Theory of Communication. Urbana: University of Illinois Press, 1949. Â ]
Figure 1: Conceptual framework of Shannon Weaver model of communication
Shannon-Weaver mathematical model has its applications in almost all interpersonal communications as it follows a mathematical approach to go about the communication process in an organisation. In my workplace while considering the communication in weekly meetings, Shannon Weaver model would explain the communication process. Starting from the source, meeting is initiated because of the decision of manager who then communicates the targets and objectives of the meeting (Transmitter/ Encoder) in his speech (Channel) the message could be distorted because of interruptions and use of difficult words, or body language (noise), this effects the understanding of information by the audience/ employees (Receiver/ Decoder). This model explains one-way communication however the meeting is not entirely one-way as the manager does ask for feedback at the end from employees and employees voluntarily pitch in their ideas in the middle.
[bookmark: _Toc8297747]Ways For Improving Work Place Communication And Performance Of Employers
At present, communication has become a necessary tool for effective communication as it directly affects an individual’s job satisfaction, career success and promotion potential. Effective communication deals with getting our point across in the language the recipient want to hear to ensure proper understanding, it is also necessary for a manager to learn how to do public speaking in a group, and the tone of speech should be proper so that a senior manager could be persuaded. Another important step that completes the communication process is feedback, positive and negative as it allows for understanding if the message was received properly (John-Reh, 2018). To ensure productivity and profitability of the business it is also required that the culture in the organisation is open to disagreeableness by employees as honest reviews of employees may help bring positive change in the organisation. Written communication is also important in order to convey messages across an aged workforce of an organisation, writing better emails would help in communicating the message clearly and concisely across the audience it is intended to.  Lastly, networking as it allows building better relationships with employees, peers and bosses (Gottsman, 2016).
According to Morgan (2016), he argued that studying at university offers students with four supports for a credible academic experience that are face-to-face communication, feedback, choice of interacting with others and access to resources outside classroom, all these factors offer a compelling value to students that could not easily be undermined by the emergence of MOOCs – (Massive Open Online Courses) since, the level of exposure a student gets to various resources and effective communication in a university outweigh the benefits could not be as easily replaced by online resources. Collins (2001), distinguishes good companies with great by comparing their aptitudes across 7 factors, these factors could help good companies to take the leap on becoming a great company, it started off with describing the personality of leaders which is humble rather than charismatic and that they demonstrate self-efficacy behaviour with a zeal for professionalism. It also described how great companies believe to get the right people on board in the right spots within the organisation rather than pushing their visions and strategies towards incompetent employees, it also described the company’s adaptability towards confronting brutal truth and to focus on making best its core competencies it also emphasized on building a disciplined culture, also that great companies were not quick to adapt to technology and that great company gain momentum slowly instead of in a single moment. Adopting these factors could help a business in achieving greatness however the successful implementation of these requires good workplace communication. 
[bookmark: _Toc8297748]Conclusion 
This report has discussed effective communication within Vector logistics, it has described the importance of effective communication and has broken communication into various elements in order to fully understand the communication process. It has also used a model to explain the communication process in my workplace, which is the Shannon-Weaver communication model as it is the simplest model that can describe stages of effective communication.
[bookmark: _Toc8297749]Recommendations
· Vector logistics should also follow the level 5 approach of leadership in managing the staff because that would ensure sustained progress and productivity of the business.
· The employers should deploy an open-door policy in the workplace for employees to promote open communications and build lasting relationships with employees.
· They should provide training to employees on a regular basis and assign mentors for employees to help them deal with daily problems/ challenges of work effectively.
· Managers should use easy to understand the language in their speeches that would be free from jargons to ensure proper understanding of information by the employees. They should use memos to circulate important information within the organisation concisely.
[bookmark: _Toc8297750]
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