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[bookmark: _Toc522743615]Introduction
In this report, going to discuss about the importance of communication within the workplace. Employers need to create effective communication environment for the betterment of the organization. Here in this report going to apply some relevant theories and some firm conclusions, and it will help to identify how workplace communication and employers performance can be improved. Communication can be oral or written and it happens between two or more than two person. Written form communication is used by almost every organization because it ensures the authenticity of the company for future resolution. Now, I am going to talk about my friend whose name is Kevin and is working at MacDonald’s which is Fast Food Company. He needs to manage and organize every staffs and also need to train newly recruited staffs. Furthermore he needs to communicate with consumers to get feedback about their service system. Inside and outside, he needs to uphold effective communication daily. Now I am going to talk about the necessity of effective communication from real life experience. Effective communication drives the organization to the path of success because it helps to create a good bonding within the organization which motivates every employees to work hard for achieving their future goals and objectives. 

[bookmark: _Toc522743616]Importance of communication
According to (Adair, 2013). If there is no effective communication in an organization, that organization will not be able to maintain their operational activities properly. So it is can be stated that communication is vital for every workplace internally and externally. Kevin has shared his experience on communication while working at MacDonald’s. Kevin is the manager of MacDonald’s and he needs to get customer feedback daily on their service process, staffs behavior, their environment, and also feedback from staffs about their working conditions. For this he needs to create proper effective communication with every staffs and consumers to get the right feedback. He always use written communication in every sector for the authenticity of the organization for future. Some of the things that Kevin has shared with me about this topic has given below: 
· Effective communication helps to create a proper working environment.
· Proper communication helps to create a good relationship in the working sector which helps to reach the organization goal easily.
· Good communication motivate the staffs to work with enthusiastic and assists them to understand that they are the main resource of the organization. 
· Communication makes a positive environment which assists the organization to reach its goals and objectives efficiently. 
· Kevin stated that effective communication is kind of a successive factor for the organization. 
· Effective communication reduces the cost of the organization because it creates unity among the staffs where staffs work together for the betterment of the organization. 

[bookmark: _Toc522743617]Conflicts in workplace
There will be conflict in every organization. And this conflict sometimes create problems in the chain of communication. Some of the conflicts which actually happen while making communication in the organization has described below that Kevin has expressed to me: 
· Personal conflict: Kevin told me that while making communication with his staffs or with his customers, he sometimes becomes anger related to few issues and it falls him into trouble. MacDonald’s is fast moving so he has to communicate with his crew members all the time. There is difference between communicating with senior staff and junior staffs. In the workplace various problems occur due to miscommunication (Morgan, 2017).
· Organizational conflict: Moreover, Kevin also shared that he sometime face organization conflict while working in the organization. Various type of people come to the organization for work, and this lead him into a great problem. Because there are some people who are actually not supportive while doing any task. And it actually creates an unfriendly working environment where organizational conflict builds. For this Kevin cannot do any kind of motivational or managerial activities for his organization efficiently. Effective communication gap is increasing in working sector for those uncooperative people. Kevin sometimes does not get proper information or feedback for any operational activities and it leads him into a great trouble all the time. Information never pass properly from one sector to another sector which actually creates a huge problem to manage other operations in the organization. 







[bookmark: _Toc522743618]Relevant theories of communication

We need to know how to communicate with others effectively. Here I am going to share some relevant theories of communication like linear model, Shannon-Weaver model which has discussed in below. These theories of communication has made communication easier than before. (Alvesson and Willmott, 2012).
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· [bookmark: _Hlk523050549]Linear model: This model of communication is the updated one in the model of communication. Here in the model, it indicates that the sender will send the message to the receiver through a various channel of communication. In this channel sector, it will automatically find which message should be converted. Such as message can be converted to verbal, voice mail, email, letters, and telecommunication and so on. (Maund, n.d.).
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· Model of Shannon- Weaver: This is another model of communication. In some organization this model is used because of its transformation process of communication. This model was recognized in 1949. In this model, information are treated as main source where it will transfer in a channel through the process of encoding and then it will go to the receiver (Maund, n.d.).
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· Berlo’s model of communication: In the Berlo’s model of communication, Berlo’s showed a large number of people communication information’s. In this model, it shows that there is source from where the message will be deliver through the encoding process via a channel ( hearing, seeing, touching and so on) and then it decodes and finally it reaches to the receiver. The message reaches to the receiver through attitudes, knowledge, social system, culture, communication skills. (Asherman, 2012).

[bookmark: _Toc522743619]Inter-personal communication
(Bown and Brady, 1993). Stated that inter-personal communication makes communication more effective. It develops skill because it helps to improve the level of communication by expressing body movements and interaction. Some of the interpersonal communication that Kevin has shared with has given below: 
· Body language: Body language is vital part of interpersonal communication. Through body movements or expressing the movements the communication occurs between two or more than two persons. Kevin stated that body language helped him a lot to make communication in an effective way because it assisted him to communicate with his staffs or clients efficiently. Furthermore it helped him to make better workplace with his clients and staffs. (Dalley and Burton, 2010).
· Active listening: Kevin stated that it is important to hear appropriately what his staffs, customers or any other people say. Because without active listening it is quite impossible to understand their needs and what changes they are wanting in the organization. Also appropriate listening helped him to solve problems and able to make proper decision. This skills him to boost the performance of the organization. (Hersey, Blanchard and Johnson, 2017).
· Context awareness: Context awareness means to inform the organization about a person activities or the information can be about organizational operations. Because it creates awareness among the people about their activities. It improves the performance of the organization in various sectors because of the context awareness by influencing the people.
· Personal presentation: Personal presentation is also another crucial part of interpersonal communication. Kevin stated that it helps to understand other people what he actually wants to share or inform them about any topic or activity. It motivates his organization staff in different segment because of sharing the information in a proper way.  
[bookmark: _Toc522743620]Written communication 
Format and structure of written communication: 
For business purposes people use different types of communication. Communication can be written or oral. Kevin has described several formats of written communication to me. Every communication format has some advantages and disadvantages also. And it totally depends on the message which is delivered and receiving the message. (Covey, n.d.). Cost also vary because of communication formats are not same. Some formats of written communication has been described below: 
· Letters: Letter is one of the traditional written communication is this era. Letter actually use for presenting various official business information to those other businesses or outdoor business stakeholders. Kevin also stated that like his organization other organization use letter for business contract. Furthermore letter is useful for building good relationship with other organization and to create a good business environment. 
· Memos: Memos are also another form of written communication format but it is kind of internal written communication. This is used for conveying information to organization managers and staffs. Now a day’s in business environment company use memos less because of increasing the use of business email. Memos are mainly use for purchasing various types of materials from other company. Memos are also use for creating financial purpose for the organization and it creates an effective communication. 
· Email: Email is also another electronic form of written communication. Day by day this communication format popularity is increasing because of increasing the use of computers and smartphones in every business activities. For business purpose one organization can easily transfer information from one place to another to the other business organization. Many company has create a structure for business communication so that they can maintain a standard of professionalism. Almost large and small businesses use this email communication because this form of communication has no cost. They can easily make effective communication with internal and external business stakeholders. 
· Online chat: Online chat has become popular in the field of business operations. Recently several companies are now adding this feature to their websites. This online chat actually help to make a good relationship with other company and also with consumers because this chat system can response to the consumer message quickly regarding to their company or products. Now consumers no need to look for their company’s contact number or email address. They can easily use that online chat link to connect to the customer service representatives. (Collins, 2016).
Almost every organization follow a proper structure of written communication and this structure contains three basic parts. Introduction, body and conclusion are those three basic parts of written communication. A proper structure of communication provides the reader a clear idea what the writer wants to say or what has written. 



[bookmark: _Toc522743621]Conclusion
In conclude, it can be stated that an effective communication is very crucial for building a good working environment in the organization. Without proper communication it is quite impossible for the organization to reach its future goals and objectives. Because the organization will not be able to know their staffs demand and where the correction is needed. Effective communication boost up the performance of the organization because it creates a good relationship between every employees within the working place. Effective communication can be made by following different methods and different strategies and together this helps the organization to perform well than before. All organizational operations performance improve if there is no gap of communication. Kevin who is my friend, express his feelings that good communication build a good relationship and then it push the organization to a better path. So it can be said that where there is no good communication chain in the organization, any kind of goals, objectives or future business aims can’t be achieved. 
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