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Effective communication is a core thing that every company look for. There are many jobs that require for strong communication skills. Employees with a strong communication skill have better interpersonal skill. (Developing Effective Communication | SkillsYouNeed)
If there is lack of communication then it creates several problems in workplace. There can be arise misunderstanding. Sometimes it may see that an employee says something and another understood something else. Small problems can create huge problems sometimes and it’s a loss for any company. Effective communication can enhance connections within the organization and improve teamwork, solving problems by reinforcing the relationship among others. (Effective Communication: Improving Communication Skills in Your Work and Personal Relationships)

Importance of Communication (Real Life Experiences)
It is often seen that employees with good technical skills meet with their success in a very short time. But after reaching one point they just stop because their communication skill is not that much good. It is more important than any other skills. Employers search for this particular skill first in every candidate before recruiting them. (The Importance of Communication)
Some of my friends is working in companies. From their real life experience, I am going to discuss about the importance of communication in workplace below:
· Understanding: 
There was a colleague of one of my friend, Linda, who is in her team. He was very introvert. He didn’t interact with anyone much. He felt uncomfortable and shy all the time. Whenever its time to have brainstorm or any discussion, that colleague remain silent all the time. He never participates in anything. Whatever he used to say, no one understands. There used to be so many problems. Because, whatever he said, everyone misunderstands him. There used to be so many conflicts. The overall performance was getting low day by day. So, communication is very important to make other understand about something. Without communication, it is very tough to explain or exchange thoughts, ideas and information. 
· Increasing confidence: 
One day, another friend of mine, john and his team has to present something in front of the board. They worked really hard for it to approve. And when they started presenting, the member who is introvert started panicking. He is afraid of public speaking. He knows that there is a communication problem with him. He couldn’t build his confidence to speak in front of people. For this reason, they were unable to deliver their presentation properly and got rejected. People with communication problem, suffers from lack of confidence. They think that they are not able to speak properly. So they are willing to speak less compared to others.  
· Clear goals: 
People who talk less can really cause huge loss for the organization. A manager in my friend Sophia’s company talks less. Without necessary he doesn’t talk with anyone. If someone asked something, then he answers them in a very short way. He never explained anything. Sophia was very frustrated few days back. She was telling that she doesn’t understand what she’s doing and how she can improve her work in a way that it can help the company to achieve its goals. She even doesn’t clear about company’s goal. If a manager doesn’t share common things among employees then it might create negative feelings about the company. The manger should direct the employees in a way that they can work properly by knowing what they are doing and why. Necessary information must be given to the employees by communicating with them on a regular basis, to get the job done.

Conflicts in Workplace
There is a high possibility of having conflicts among employees and employers if there is poor communication in the workplace. It not only harms the individual or the relationship among them, but also hampers the organization in a whole. Some common conflicts are given blow that causes because of poor communication:
· Misunderstanding:
 Due to poor communication in workplace, misunderstanding is a very common conflict that can arise. It is often seen that an employee who has poor communication skill, is unable to make other colleague understand what they are saying. S/he tells something and people assume something else. 
On the other hand, if the company has diversity the there can be language barriers. There are many employees with a different background, doesn’t understands English. Hence, misunderstanding arises. 
· Poor teamwork: 
In a team, all the members must communicate with each other to exchange views, ideas and information. If there is a member who is less likely to communicate then it would be really difficult for a team to work at its best. There will be lacking in communication ad also in their work too. (How Does a Lack of Communication Cause Conflict in the Workplace?)
· Creating rumours: 
A company that communicates or informs less about any decision then it creates rumours among employees. It is company’s duty to notify its employees about everything that they should know and also clear why it is so. Employees make their own stories and justification and spread it. It often creates conflicts for other employees too because it spoils the work environment. 
· Uncertainty: 
Poor communication may lead to uncertainty among employees. For an example, a team is dividing the roles and responsibilities among themselves. Now, if a member doesn’t show up or doesn’t pick the phone then other members faces anxiety about whether that particular member will work or not. As a result, due to uncertainty of one member, conflicts may arise among themselves. (How Does a Lack of Communication Cause Conflict in the Workplace?)
Some Theories of Communication in Workplace
There are many relevant theories on communication in workplace. Based on these theories, effective communication can ne establish in organizations. Some important theories on communication in workplace are given below:
1. Weber’s Classic Organizational Theory of Fixed Structures:
This theory is established by Max Weber, who is very popular theorist. His theory clearly defines the organizational structure and communication within the organization. 
This theory clearly defines the roles and responsibilities and the communication is also clear as well as hierarchical and structured. 
There shouldn’t be any confusion in communications that sent from top level to lower level employees within the organization. Also in organization there should be structures by which all the tasks must be completed. (Popular Theories of Organizational Communication)
2. Tompkins and Cheney’s Organizational Control Theory:
This theory is established by Tompkins and Cheney. It is the extension of Weber’s theory. This theory tells about four kinds of control by which determine organization’s exercise. These four kinds of controls are simple, technical, bureaucratic and concertize. 
These four types of control help employees to know about what is expected from them and what is organizations mission and vision. Without communication and control, these things cannot be sort out clearly. (Popular Theories of Organizational Communication)
3. Communication Accommodation Theory:
In this theory, people adjust their communication to others. This can be both in verbal and non-verbal. The changes can be done in two ways. These are: divergence and convergence. People who are ethnic oriented, uses divergence technique. And people who are less powered for having approval socially and match their communication styles as like those people they are communicating to. (Communication Theories)
In organization, there are two types of employees. One, who are pride over themselves and don’t change their way of communication for anyone. And another, who changes their communication pattern according to others for social acceptance. 

Inter-personal Skills
Inter-personal skills are those skills that employees and employers need to communicate within organization every day. Employees who have rich inter-personal skills are mostly successful in their professional life. They can perform well in a team than who have less inter-personal skills. They communicate with others more effectively whether its friends and family or colleagues and managers. (Interpersonal Skills | SkillsYouNeed)
· Body Language: 
Body language is a non-verbal communication process. It includes facial expression, gestures, eye contacts and body postures. This type of communication is rarely used in the organization. This type of communication is very informal. It is used sometimes to communicate with the lower level and mid level employee. And it is completely forbidden when it comes to communicate with the top-level management.  
· Active Listening: 
It means an individual is paying full attention what the speaker says. In any organization, it is very important for the employee to give attention on what supervisors tell them to do. If they don’t listen actively they won’t be able to give proper feedback. It increases the productivity of the organization and it helps such employees to have good relationship with supervisor if they follow the order through active listening. (Active Listening | SkillsYouNeed)
· Personal Presentation: 
Personal presentation means the way an employee present himself, his character, his look, his body language and the way he greets other person all are judged by the perspective employee. Organization spends lots of money to create a good image in the market. Employees in the organization should also know that whatever they do is marketing. The way they handle the customer, the way they send mail to the clients are marketing. Employee should improve their personal skills in order to survive in the business and company should also give training to the employee so that they can show their skills to the outside of the organization. It not only helps an individual but also helps the organization by increasing productivity. (Personal presentation)
· Context Awareness: 
Context awareness helps an employee to focus on the main objective. For example: some employees are assigned to solve a context oriented problem where context should be more focused, but instead of doing that they focus on some irrelevant point. On that point context awareness helps them to complete their job according to the instruction delivered from the leader.

Written Communication: Formats & Structure
Written communication is very much used in every organization. It is very formal and valid. Written communication can be used for further use like records. Most of the confidential communication is done through this type of communication. Speech comes before writing anything but writing is more authentic than speech. But writing is not immediate like speech. It takes time to send and receive feedback. (Written Communication - Meaning, Advantages and Disadvantages)
Formats and structure:
As written communication is mostly formal, there are some formats and structures that must be followed. Some common types of formal written communication are letter, application, E-mail and many more. All these have some format to follow. There are several portion included in each format. Date, subject, details, to whom and from whom- these are the common portions in almost every formal writing. Some organization strictly follows the formats and structure while they communicate with each other within the organization. And some are semi-formal in communication formally. It is needed to be formal when an employee communicates with the upper level manager. But when they communicate with same level colleagues then they can be informal. It is differ from company to company. Organizational culture also influences the style of written communication. 
Conclusion
Effective communication provides clear way to employees and also employers about their tasks. It is the most important thing in any company. There are many problems that can be solving through only effective communication. If there is communication problem, nothing can be done in a right way. In this report, we have discussed so many things. From all these, one can understand the importance of effective communication and how it can effect team work. If an organization practices effective communication, then they can build a strong team through which they can achieve their tasks. (Importance of Effective Communication at the Workplace)
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