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[bookmark: _Toc49930168]Introduction
For making any ideas into successful business, it needs to share the ideas to someone else because the sharing of ideas may help to reach the desired aim. To be successful of a business it is vital to maintain a proper communication otherwise success may not come (Collins, 2014). To be successful communication is the major tool of success. It should need to maintain in the working place with pervasive attention because in the workplace adequate communication considers the best strategic management tool of success. From the top level of management to the lower level of the operational team, the solidarity of maintaining communication is needed and if any gap of communication may exist then the subsequent result may not come as expected (Crick, 2014). So this study will provide the basic communication skills need to maintain a retail business called Libas along with reducing ways of communication gap and providing suggestions on how to improve the communication skills so that customers may get their desired product from business and disagreement may reduce this way.
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To communicate with others there need to understand what others want and how you deliver the message to others. It is important because when we want to give some material information to others it emphasizes the need to properly maintain their respect regarding receiving the information correctly (Kelly, 2016). So all of these responsibilities require some skill which as termed as communication skills and it comprises along with the abilities to speak, listening with attention, observing with care and give proper emphasize. When a person set an aim to reach a goal then he/she needs to understand the various methods of communication along with the different type of communications such as a face- to -face communication might differ a lot than over the phone interaction communication. So understanding of communication skills poses significance influence on a person aims to reach a goal. Such skills are given below with some description of how they differ and what is their need.


Figure 1: Communication Skills
Source : (Ober and Newman, 2018)
Listening carefully” is being considered as the prime factor when making communication with others because a teller may feel annoyed when you don’t listen to him/her carefully. So when a person is in front of me and telling something important than I  might need to pay my attention to him/her that I am actively listening to his/her all of the information and that will represent a good way of communication (Collins, 2014). Listening is a vital skill, however, Libas retail business failed to run the business because of not listening to each other. 
Giving and Receiving proper Feedback” in the case of communication one way of communication doesn’t happen and it doesn’t work at all rather two-way communication is effective and the outcome of that communication will able to bring some good result. For example when someone is giving a detail project evaluation result then good communicators immediately take the feedback of the project and instances provide some guidance of help or suggestion in that project if needed thus giving and receiving feedback works well as a method of good communication skills. Regular feedback from employees and customers could be transferred to make further improvements. 
Empathy and Respect” among many others communication skills most important one is showing empathy to others in case of teamwork it is more needed to understand the team member emotions and then give a proper response that problem may raise but we all need a proper solution with solidarity. Besides respect holds great importance because of this ability to know when to make communication with others in one to one communication or team works or others meeting (Crick, 2014). The skills that not to make an interruption when someone is talking about some important issues is a great way to show them respect. 
Understanding Nonverbal clues” in communications not only verbal symbols are used but also various non-verbal signs are used by the persons and as a good communicator understanding the speaker body languages, gestures, postures etc are very important in the sense that in the response of the non-verbal communication a listener might need to show some respect and understanding this non-verbal way of the communication process is a great skill as a good communicator (Ober and Newman, 2017).
So for getting a better understanding about what is the aim of a business and where it wants to go as per the limitation of its resources need to use proper communication tools for ensuring communication skills among people who are going to interact with customers.
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When a recipient of a two-way communication gets the wrong idea about what the sender or speaker intends to tell but the meaning not correctly delivered to the recipient then the gap of communication creates and there are various reasons behind the scenario of communication gap existence (Roebuck, 2017). Understanding communication skills are being considered very influential because without having adequate knowledge of how to continue effective communication with having all skills create this communication gap. In this report as a retail business Libas, authority doesn’t get to properly understand what their customers wanted products from them and this happened due to the communication gap between customer and business analysts who involved in market research team because they lack interaction with customers. The management actually didn’t have a proper communication strategy or long-term aim of the business.
Reasons Behind communication Gap” Sometimes there are various barriers exists which create this communication gap such as language hindrance, cultural obstacle, perceptual barriers and interpersonal barriers all are responsible for creating a gap in communication. 
For example Libas was a family business- the management didn’t have a lead person to make a overall decision, due to lack of communication the business failed. 
Preventive way to lessen Communication Gap” Besides numerous ways to prevent the communication gap in reality except having communication skills in own but some steps of communicators can reduce the gap in the communication process (Kelly, 2016). Such steps are like focusing on what in intended to do and for what purpose the communication is done will help to lessen the intermediary interruption during communication. A most important way to use the right medium of communication is proven as an effective way to lessen the communication gap. Besides using appropriate sound, avoiding assumptions, including everyone in the decision making process etc will help in this regard.
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As communication considers as one most effective way to reach the aim of success for any business, so using all the communication skills in the workplace provides lots of advantages in the operation of business successfully. Such as when top-level authority like BOD and NED make strategic decisions regarding the defined aim of business then mid-level authority use these plans to provide order to the lower level or team leader with details explanation of how the plan make in implementation effectively as per guidelines (Collins, 2014). So using the accurate flow of communication assists in the implementation of ideas with better outcome and in the below section describing some ways how these skills of communication need to properly use in the workplace.
Understanding Employee needs” In the workplace different hierarchy exists for operation and their teamwork gets more priority because of the collaboration of different skills based people. So workplace communication mostly refers to maintain effective teamwork because understanding what subordinate or team members want from higher authority or team leader is essential. So team leader might bear the ability to understand the member mind and their ways if communication exerts significant influence on the larger goal of the organisation (Crick, 2014).
Understanding of Non-verbal communication” in the case of workplace environment knowing the mood, perception, gestures, non-verbal body languages of higher authority in respect of any situation helps from confronting any embarrassing situation as well as provide better understanding compared to other members. So when employees can understand the non-verbal ways of communication it helps them in many ways to do better remarks (Roebuck, 2017).
Exercising problem-solving strategy” one of a good way of improving communication skills in workplace employees might start the practice of seating together in a week for solving any problem and identifying the probable solution, best solutions and also prove their remarks. Thus during this course of problem-solving employees would get to know various modes of communication they possess by individual and how they can get each other correctly (Crick, 2014).
Thus following the above ways and others through using the accurate flow of communication assists in the implementation of ideas with better outcome and help to improve employee skill
[bookmark: _Toc39004221][bookmark: _Toc49930172]Suggestions on improving communication in the workplace
Communication can be various types and the medium used by business people may vary from several aspects. Using appropriate communication medium along with people having skills in making good communication serves as a blessing for the organisation because in reality communication is everything and it may happen from home to abroad around the whole world (Kelly, 2016). As the business needs several collaborations for maintaining effective communication inside and outside the organisation so such types of suggestions on improving communication in the workplace are given below;
Using the right medium of communication tool” Inside the business organisation using the formal and standard way of communication helps a lot by reducing mismanagement and also prevents the chance of hacking of important information. Such as using email, digital cloud computing server and social media sometimes bring hassle in numerous ways. Rather using a common platform for communication inside the business aid in reaching the target.
Using written communication” It means I am explaining my subordinate or my team members that for what purpose of my order or what I exactly want from them by engaging themselves prove as a good way of communication (Crick, 2014). Thus employees could easily get to know about what I am asking from them and more use of written communication save a business organisation from confronting various misleading situation because the written paper is serving as the proof of document in further. So employees in the business should practice the written communication method for effective results. Misunderstanding of an order may reduce thus this way.
Ensuring Active Listening along with avoiding quick assumption” Though in reality active listening is being considered as the most challenging task in the workplace this active listening to team leader and higher authority is very much crucial (Collins, 2014). When team leader explaining what to do then I am as an employee don’t pay to heed any attention then afterwards taking any quick decision without thinking much then my working experience will hamper and create a bad perception about me. So listening carefully as well as avoiding making.
Sharing Job with enough description” is a mandatory way of communication among recruiters and candidate who are seeking the job. So improving this site is also crucial for a business to get the skilled employee as per their criteria.
Besides these to enhance workplace communication employees’ urges to know about others strength and weakness and which could be gained through observation during working in a team. Then understanding the other employee's preference regarding their communication styles and methods which they feel more comfortable and they use that medium and style to get the best output from them (Roebuck, 2017). Besides offering and providing compliments in sometimes give a positive vibe in teamwork collaboration and thus reducing the disagreements among team members reduces.
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Communication mostly refers to the success paths of business through serving as the best tool for operation everything effectively (Crick, 2014). But in the workplace communication mainly refer to the teamwork collaboration and their communication styles, barriers, ways to improve barriers etc. As the retail business Libas needs more collaboration among business people and customers for knowing their expectation and needs that’s why the necessities of using communication skills in the workplace are very much high. Again an employee can strength his/her ability as well as become more productive in bringing the ultimate business success through the appropriate usage of communication (Roebuck, 2017). Though some communication gap may exist by using proper ways can able to lessen the barriers to maintain communication between customer and businesses.
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