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Communication is a significant charge in the workplace. Conceiving and retaining a positive work environment is what means effective workplace communication.
 HR Technologist believes that communication in the workplace is one of the manifestations of a well-functioning society. Interchanging knowledge and particulars within an organization is called workplace communication. However, effective communication occurs when a message is sent and received accurately.  In every detail of life (both professional and personal), effective communication is indispensable to success and happiness. Effective communication in the workplace is dominant to all business objectives.
It is known that when you communicate well with your team, it helps exclude confusions and can encourage a healthy and peaceful work environment. Skilful and open communication with your team will also let you get work done quickly and professionally.
According to Valentine Belonwu (2020) one way to create effective communication in the workplace is by using simple words. The certainty is that everybody cannot be on same page when it comes to terminology. Therefore, to be efficient in your communications with your team members, use words that can be easily implied. When unintelligible words are used, you can be misinterpreted and/or waste precious time having to explain yourself.
Mark Terry (2020) highlights that how you transmit the information is just as important as the information itself. This is mostly true for internal communications, where you need to efficaciously transmit the goals, esteem and practices of your organisation in a way that inspires action and outcomes. He also said that is important to keep your communications simple, brief and to the point.  When communicating with the team members, is essential to take time to consider that messages are truly to the purpose before pressing ‘send’. If it is ensured that the communications send out are succinct, suitable and addressed to the correct audience, it will automatically gain greater traction. Effective communication in business happens when there is a dialogue that goes back and forth between leadership team and employees.
Why is communication in the workplace important? According to Karl Mankiewicz (2021), because it is the basis of how everything is done, and the goal of communication is to impart understanding. It is important that everyone is in the same contextual canoe so they can all row in the same direction.
Harvard Business Review reports that less than half of professionals have “a great deal of trust” in their team members. That demonstrates generally poor communication between management and team members. When managers fail to communicate, it conducts to incertitude — and sometimes, resentment. Fortunately, the reverse can also be true.
In the same article Karl also said that better workplace communication enhance fulfilment, trust between managers and team members and strong communication diminishes staff turnover.
It is important to note that Ready Training Online (2020) mentioned what George Bernard Shaw once said, “The single biggest problem in communication is the illusion that it has taken place.” Despite the fact that circa a century has passed since these words were first spoken, they still hold true today. Impediments to effective communication in the workplace can lead to reduced productivity, low staff morale, and substandard customer service. Same article mentions that the clarity of communication is essential in the workplace. To help deliver a clear message, get to the point quickly, give the team members context, and check for understanding.  Do not be patronizing, but make sure the team members understood the message.
Evan Hiner recognizes there is no doubt that listening is one of the most indispensable communication abilities of all. Regrettably, it is an ability that is largely fallen by the wayside in modern organisations. Shape the value of listening to what others are saying and asking questions to illustrate what they mean. Motivate team members to listen actively to their colleagues and others with whom they work. This is an extremely valuable skill for employees who work with clients who may not know the line of business colloquialism or be able to distinct the services or help that they need. When team members only ask “yes or no” questions, they only get “yes or no” answers. That can have an unfavourable outcome on communications and can be an impediment on creative solutions to workplace problems too. Rather than asking close-ended questions all the time, opt for open-ended questions. Asking ‘what solutions do you think we can find to this problem?’ is much more agreeable than simply asking ‘do you want to use strategy A or strategy B to solve this problem?’ Moulding how to ask open-ended questions will help team members learn to do the same and can enhance the altogether workplace environment.
Vanessa Kearney believes that effective communication is vital for any successful organization. Not only will it lead to more impressive end results, but it will also help to uplift team commitment, participation and workplace contentment. She also affirms that imposing effective communication strategies will help to revolutionize your workplace values. Team members will be more involved and receptive to the information being shared. As a result, this will generate greater job satisfaction and more effective and productive team.
In an article written for Forbes, Sébastien Ricard said that better communication between team members in the workplace generally brings remarkable results, such as:
• Effortless team building
• Notable dexterity
• Improved concentration
• Productive performance
• Diminished workload
He also said that in the matter of workplace communication, enhancing quantity is not the same as enhancing quality. The inaccurate kinds of communication, such as water-cooler gossip, can procrastinate and spark conflict between team members.
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It is indeed, as Strengthscape suggests, very important for every team member in an organization to have effective communication abilities. This is particularly so for managers as they must deal with supplementary obligations and commitments in improving employee efficiency, teamwork, morale, and productivity. If an ambitious or striving manager wants to remain on the top of his/her game, then it is imperative to acquire written communication, verbal, and nonverbal skills. Think of it, any involvement a manager has with a team member can be regarded as an occasion to establish a positive impact on both professional and personal fronts.
Strengthscape also recognizes that it is the obligation of managers to accommodate regular feedback to employees based on their conduct and efforts. Now, how efficiently a manager communicates will determine on the way employees perceive their feedback. In a way, this will precisely have an impact on the way employees react and implement going ahead. If the communication presented by the manager is concise and clear, then employees can be engaged in and develop properly in an organizational setup.
According to Jemma Smith management positions are all regarding individuals and being skilful to improve successful relationships is fundamental. To guide an organization, it is needed to obtain the appreciation of the collaborators. In order to do this, it is needed to understand how to successfully deal with individuals.
Setting time aside to get to understand the individuals on both a private and professional extent, by means of collective activities or team-building coaching, at the same time still preserving professional confines, it will go a long way to earning their consideration.
It is needed to demonstrate the managerial attributes and command, at the same time maintaining the ability to play the part as a member of an organization.
Research conducted by Management Study Guide shows that a person needs to acquire specific skills for effective managerial communication. Here are a few skills indispensable for successful managerial communication:
· Body Language and comprehensive nature of a person play a fundamental role in effective communication. It is indispensable for managers to communicate their thoughts in a positive way. Take in consideration yelling at team members and disapproving them lead to no solution; adversely, make the situation much worse. There are considerable other approaches of expressing the discontentment. It is vital not to lose temper whilst communicating.  It is also important to express in a convincing way for individuals to understand what is proposed to communicate.
· Individuals almost always like to connect with someone who is nicely dressed and respectable. No subordinate would ever like to communicate with a badly dressed manager.  It is important to be an icon for the subordinates. It is essential for managers to dress well for employees to admire them. Clothes must be clean and ironed suitably in order to create that promising first impression.
· Taking care of facial expressions and gesticulation. Looking pleased will attract team members and they would promptly come to discuss their questions.
· Be Honest. Reveal knowledge to the subordinates in its correct structure. Disport with instruction and data interposing lead to unproductive communication. Communicate directly with your employees preferably than appointing intermediates.
· Speak Relevant. The choice of language is very valuable in verbal communication. Do not use colloquialisms and uncomplimentary words in deliverance. Impure talk must be kept away from at the workspace.
· Be Focussed. Realize what is expected to communicate. Managers should develop their speech previous to communicate it to employees. Do not communicate just for the sake of communicating. Diverging from the concern only confuses addressees. Managers should make certain their subordinates are able to understand them well.
· Be Confident. Believing in oneself for others to believe it. It is important for effective managerial communication. Never one should be low on self-belief.
· As a good manager, it is imperative to be neutral towards all your team members. Giving particular recognition to one of your team members just because he is your friend is something which is not at all expected out of a good manager. Every manager is accountable for all the team members and needs to interconnect with them on a regular basis. It is the manager responsibility to address their disservice and questions. Managers should be available to them and let them exhibit themselves.
[bookmark: _Toc72154707]
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According to Amanda Gaid there are three dominant types of communication skills: verbal, non-verbal, and written. Because communication is regarded as one of the most significant interpersonal skills, it is important to improve communication across all types. Here are several key tips for developing communication skills.
1. Be an “active listener”.
Even for those who are a great listener, it is guaranteed that there are still some areas where it is room for improvement. A fantastic method to find the vulnerable spots is to look at the active listening standard. The idea of active listening implies that the engagement and connection in what the other person is saying, as opposed to staying inactive and letting the discussion pass by.
2. Speak up regarding the opinions and beliefs.
This communication skill is particularly essential if it is about a leader because what the leader says is setting the stage for the team members to pursue. If the leader is an open and straightforward communicator, he is setting a standard for everyone else to do the same. 
3. Try not to make assumptions.
It can be simple to presume that it is known what somebody else intends. But this is an enormous source of disagreements and a cause that disagreements can escalate into dispute.
4. Exercise self-awareness, particularly during challenging conversations.
A key part of self-awareness is being capable to acknowledge when you are wrong. It may possibly create the impression of vulnerability, but it is likely to find that by acknowledging the errors and trying the best to avoid them moving forward, it will develop appreciation and honesty in the eyes of the team members.
5. Do not be incriminatory when raising a concern
It is important to note that if the discussion starts with an accusation that something is their liability, it is basically an encouragement for a dispute. The natural response to allegation is to get self-protective and no good results from that discussion.

In summary, by applying the abilities related to active listening, it is possible to become more successful in the personal and professional interactions. Handling the communications suitably can also prevent career pitfalls. It is also essential to recognize the types of observations that freeze communication and try not to use them.
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	Presentation Evaluation Sheet

	Module:  BMSK4002

	Topic:  Effective Team working 


	Date: 
	Name of Presenter:   Laurentiu Corodescu

	
	Feedback

	
	

	
	Weak
	Fair
	Good
	Excellent

	Prepared for Presentation
	 
	 
	        X  X  X
	       X

	Presented in an interesting way
	          X
	           X
	            X
	       X

	Objectives of the presentation are clear
	 
	 
	          X X
	     X  X

	Used visual aids effectively
	          X
	         X  X
	 
	       X

	Organised the presentation logically
	 
	 
	        X  X  X
	       X

	Spoke loudly enough
	 
	 
	        X  X  X
	       X

	Spoke slowly and clearly
	 
	 
	        X  X  X
	       X

	Presented within appropriate time
	 
	 
	        X  X  X
	       X

	
Responded to questions accurately
	        N/A
	       N/A
	         N/A
	     N/A

	
     What can I do better next time?Add more images and maybe a background to make it more interesting
I would like to see more pictures and colours.

I feel there could have been more visual effects added to make the presentation more eye catching.

	
What went well?I enjoyed the presentation and have to say well done.





Spoke very clearly, a lot of information.




Good research, very informative.
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