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[bookmark: _Toc38862374][bookmark: _Toc38871522]Executive Summary
This study is conducted based on the real life example of my friend David to understand the real life experience of communication and its skills I the workplace, therefore this study will find out my friend’s company Mintal which is a research organization to discover the inner beauty of communication among the employees of this organization (Stuart, 1991). In this study, the example has been chosen from the real life experience of my David who is working in Mintal for 4 years, as a research assistant David how communicates with others employees in the organization will also be discussed. The author will also find the strategies by which internal communication of Mintal could be improved. 
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[bookmark: _Toc38862375][bookmark: _Toc38871523]Introduction
Since people develop both internal and external communication strategies to make more profit and more flexible working place in the organization, there should be introduced more flexible environment for the employees (Pfrimmer, 2009). As communication has become most important for the employees where proper communication ensures the quality of products and services from the employees. On the other hand, the executives of the company want to develop more effective communication methods for the company to ensure both the services to the customers and others for the employees of the organization. In this paper, the author will discuss the real life experiences of communication among the employees of the workplace of David, which is named Mintal as a research organization. In this paper, the author will discuss achieving organizational goals and objectives based on the strategies which are followed to develop the communication skills among the employees of the Mintal.

[bookmark: _Toc38862376][bookmark: _Toc38871524]Demonstration of an understanding of the communication skills discussed in class
Generally, communication defines the exchanging of information and sharing opinion by both verbal and nonverbal methods. Communication depends on the situation of sending and receiving information by the two parties where one party will be a receiver and another will be a sender. Thus the effective communication could be occurring in the workplace (Pfrimmer, 2009).

[bookmark: _Toc38862377][bookmark: _Toc38871525]Basic Components of Communication:
Communication must be developing in a different process, where the different issues related with this process, for example, a context, sender, message, medium, receiver and feedback must be included in the effective communication. 
[bookmark: _Toc38862378][bookmark: _Toc38871526]Context: In a business context can be a subject of communication for the business purpose it’s related to the activates of sharing information and ideas, thoughts and feels. Based on the context, the supervisor and executive instruct the subordinates in the workplace.
[bookmark: _Toc38862379][bookmark: _Toc38871527]Sender: The person who sends information and ideas is called sender, in this process, information is shared by the parties and opinion also ensured by the to the team members of the organizations.
Messages: In the effective communication message is the most important thing which is the tools of sharing information through writing, voice or any others forms.
[bookmark: _Toc38862380][bookmark: _Toc38871528]Medium: Ineffective communication, there must have to the effective medium of sharing information and ideas to the receiver. Sending information through the proper channel receive can receive information. Thus ensuring effective communication in the organization has to ensure.
[bookmark: _Toc38862381][bookmark: _Toc38871529]Receiver: In the effective communication without a receiver, nothing is possible, if the given message does not go the proper channel, the objectives and goals could not meetup. Therefore, the higher executive of the organization give a message to the subordinate employee of the organization time (Stout, Salas & Fowlkes, 1997)
[image: communication in organization এর ছবি ফলাফল]
Figure: Organization and communication
(Clements, Dault & Priest, 2007).



In Mintal, there have to ensure different methods of communication where effective communication ensured the Mintal.
Team working: As a team working demand the quality of the supportive employees in a group, so there should ensure the different group of the employee to complete and increase of effectivity of the employees in the organization (Stuart, 1991). 

[bookmark: _Toc38862382][bookmark: _Toc38871530]Group Dynamics:
In the workplace group, the dynamic is another important issues to ensure the employees' performance in the organization. 

[bookmark: _Toc38862383][bookmark: _Toc38871531]Types of Communication:
There are different types of communication in the workplaces such as:
1. Verbal communication: in these types of communication there are given direct words or sounds to the specific receivers. This is the most effective oral communication in the organization time  (Stout, Salas &  Fowlkes, 1997.
2. Nonverbal communication: this types of communication ensure the sign of language and indicates the proper objectives and goals of the organization. Quality of the communication is ensuring by both verbal and nonverbal communication.

[bookmark: _Toc38862384][bookmark: _Toc38871532]Open Door Policy:  
In the organizational settings, an employee should ensure the facilities of mentoring and training the employees to the organizations. Sharing ideas and effective communication in this organization best be ensure by the open door policy. There is another important point that, in an open door, policy ensure the territorial belief of them. There have ensured the proper utilization of communication in the organization. The policy named as an open-door policy is a policy utilizing which a frank and open type of environment is ensured by the organization to maintain friendly communication (Pfrimmer, 2009).

[bookmark: _Toc38862385][bookmark: _Toc38871533]Analysis of communication in my friend’s workplace
In the practical work of the Mintal where my friend David works as a research associate, there have to ensure the different layers of communication where the effective communication among the employees and the customers must have to ensure by the executive of the Mintal. Therefore, effective communication in Mintal has to ensure by both parties as this research organization have to fieldwork to research and find out the information.

[bookmark: _Toc38862386][bookmark: _Toc38871534]Linear Model of Communication:
In this model of effective communication, Mintal ensures the one-way process where the customers of Mintal exist but cannot give feedback about the research. It is some types of research where Mintal have to do for the project of continuous activity for a long time  (Stout, Salas &  Fowlkes, 1997). Mintal does different types of research were sort and long term research redone by Mintal. Therefore, in such a situation of emergency Mintal just provide information and don’t share everything publicly. 
In fact, in a linear model of communication, Mintal ensures the services like the mass media like radio and television. 

[bookmark: _Toc38862387][bookmark: _Toc38871535]Interaction Model of communication:
This is the most effective model of communication in Mintal, as the most effective communication are done by this process where the Mintal works as sender and then there is the participant who is the sender of messages, Because Mintal works for the research, the researcher of Mintal have to ensure the most effective communication by both parties, the researchers of Mintal find out the hidden things in her research.
 As the customer of Mintal can give feedback for the research, so there is a circle of evaluation of communication where it occurs in Mintal. Both parties of this communication can give effective feedback to this organization. Research organization works based on this model and this system may be a more effective organization like Mintal.  
[image: ]
Figure: Interactional Model of Communication
(Clements, Dault & Priest, 2007).
[bookmark: _Toc38862388][bookmark: _Toc38871536]Transactional Model of Communication:
There is another model of effective communication, where through the channel information and messages are given to the receiver and the feedback also evaluated by the two parties. In the workplace my friend David, sometimes have to manage this situation to maintain effective communication in the organizational perspectives (Ingram & others, 1997). 
[image: ]
Figure: Transactional Model of Communication
(Clements, Dault & Priest, 2007).

In the internal setting of Mintal, there have to ensure the high level of executives when it is needed for instant feedback for the decision making in the organization. 

[bookmark: _Toc38862389][bookmark: _Toc38871537]Friendly Communication Environment:
In Mintal friendly communication environment is ensured by the executive’s levels of employees to the junior level of employees, besides both the customers and the Mintal herself maintain the best communication among the stakeholder of Mintal. Thus the friendly working environment ensures here (Bartol & Hagmann, 1992). David as a research associate works in Mintal, he thus has to maintain a friendly environment as he needs helps for the research fellow and get direct help from the upper level of executives in Mintal. As David has to field works so the respondent of his research thus charmed by the personal traits of David. In short, we say that Mintal ensures the best environment for the stakeholder of it.
[bookmark: _Toc38862390][bookmark: _Toc38871538]How communication skills could be improved at the workplace
In Mintal effective communication could be developed in different ways, As Mintal provides the research and formulates the inner things in her research, so the organization have to find out different methods and strategies to discover the new things. There have to follow the differing system for effective communication. Though Mintal is more successful than others from the perspective of making more effective communication both in the organization and out site organization (Stewart, 1999).

[bookmark: _Toc38862391][bookmark: _Toc38871539]Active Participation:
In Mintal, effective communication could be possible through the different system of using the stakeholder, for example, the employees of Mintal have to ensure the participation and workplace working eagerness of the employees.  From the chief executives to the lower level of employee have to nurse the quality of working services in the organization (DeChurch &  Mesmer-Magnus, 2010).

[bookmark: _Toc38862392][bookmark: _Toc38871540]Regular Feedback and Evaluation:
This is the another most effective system of the developing working quality in the organization. If the employees are taken feedback to the manager, then the situation is that the manager can himself evaluate his performance in the Mintal. On the other hand, other employees could develop their working qualities and services to the organization.

[bookmark: _Toc38862393][bookmark: _Toc38871541]Follow the Communication Model:
In Mintal there have to ensure the proper communication model where effective communication could be ensured by the executives of Mintal. As the different situation needs different types of communication in the organization. So Mintal should ensure the different approach based on the situation and working environment.

[bookmark: _Toc38862394][bookmark: _Toc38871542]Regular Check-in: 
As the business has become more complex with a strong competitor in the market, OS Mintal should ensure the regular follow up of the employees and customers. The executive should ensure what’s going on. In the case of emergency and complexity by meeting with the higher authority there should find a solution by which Mintal could improve the situation (Ulloa & Adams, 2004).

[bookmark: _Toc38862395][bookmark: _Toc38871543]Updating Information:
Access to information and sharing is the most effective way for the development and more profit for the Mintal. As access to information and availability for it could develop the situation of the business. An effective way to develop the situation of the business is the proper ways of sharing information to others. 

[bookmark: _Toc38862396][bookmark: _Toc38871544]Effective Team Work:
Mintal works as a research organization, there are always settings and needs of the effective team works to develop the business environment. Depending on the quality and others, Mintal should ensure the effectivity of them work based on the situation and complexity of the project, effective and most experienced employees should recommend for the higher level of projects (Clements, Dault & Priest, 2007).

[bookmark: _Toc38862397][bookmark: _Toc38871545]Conclusion
Through effective communication, an employee should ensure the quality of services to the customers (Druskat & Pescosolido, 2002). As the business has become more complex for competitiveness, Mintal should be more careful and effective for the communication methods and employees should ensure the skills and competency in the workplace. Customers satisfaction should be the priorities of the executives of Mintal.
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