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[bookmark: _Toc70019773]Introduction 
Communication in today's world is very crucial and, in the workplace, communication plays an important role as well. Therefore, with the help of better communication, the motivation of the employees can also be improved. The report will analyse various modes of communication and their importance in the organization. Various communication skills that have been discussed in the class will also be analysed in the report in order to understand the impact it. With the help of an example, how poor communication can lead to a misunderstanding will also be understood. Various theories will be discussed in order to improve communication. 
[bookmark: _Toc70019774]Modes of communication 
Initiating to the analysis it is, therefore, to be specified that, for any organization, business firm, or any workplaces the main factors that are highlighted is the communication, as communication is the key process to every solution, every sector, the managerial sectors, the employees are very much concerned about this effective notion. In continuation with this, it is to be formally discussed the individual modes of communication. There are certain factors or measures related to this which hence species about the types of communication. Therefore the further discussion is highlighting the various modes of communication such as visual, written, listening, non-verbal, verbal, handwriting only, typewriting, and others, all these are considered as the several modes of communication. It is mainly dampened on the association that which mode is chosen for further aspects (Giudici and Filimonau, 2019). The mode of communication is, therefore, an important element that is implemented in the framework, and through proper analysis, for instance, verbal communication is considered when there is an engagement of speaking with other speakers, in the case of non-verbal communication the speakers often speak about actual words, as therefore each mode have district ways and methods of speaking, as for every individual task the mode has to be chosen wisely which will lead towards further prospects.
[bookmark: _Toc70019775]Communication skills discussed in class
 The analysis has therefore highlighted effective communication and teamwork, therefore further discussion about the topic related to this are structured and defined in a clarified way, which is easy to u understand the various modes of communication that are discussed throughout the session. In week 5, the discussion has stated that communication barriers include the insufficiency regarding the sharing of information, poor listening skills, the indication of non-verbal skills which was either missed or ignored, distinctions in terms of perception and interpretation. In week 2nd, the stages of communications that a team mainly goes through are Norming, Forming, Storming and Performing. The stages are discussed by Bruce Tuckman, as based on the stages and following those a team can be formed, and by following each stage the collaboration with every team members will become strong and hence it will be therefore easy for them to perform as a team, as through fulfilling all these specific stages it is the very way to reach the fixated target and also to complete the teamwork. In week 2nd, Belbin's approach has followed which has its specific ways of defining the structure of team roles, like communication, in this case, is stated as it is needed to share progress, ideas, and thoughts, it is hence essential for an effective teamwork strategy, ways of communications were also described such as social media, Email, Phone, Skype, etc. Also question about the importance of facetime meeting, beneficiaries in terms of written communication, and an essential structured approach for a meeting. In week 3, the discussion was a combination of the previous researchers, as they have specifically mentioned about the leadership roles, where steps are needed to be followed especially the interaction with other employees, as working as a team, needs proper communication, which tends towards beneficiary purpose.
[bookmark: _Toc70019776]Examples of poor communication
Communication plays an important role and if there is an issue with poor communication then various conflicts can arise. As communication is a crucial aspect of the workplace, therefore it is very important to maintain a good relationship with all the employees and the people in the workplace (Stich et al., 2017). There are various issues that might arise with poor communication such as frustration, friction, confusion, and very problematic situations that might lead to less production, and demotivate the employees which will reduce the collaboration among the employees. Lack of motivation and inspiration in the workplace will give rise to many types of conflicts within the organization (Suarta et al., 2017). It is very important to maintain efficiency in the workplace but lack of communication will reduce the efficiency which might lead to less customer satisfaction. With the help of proper flow of communication in the workplace, various issues can be solved as well as there is an increase in productivity. Communication is the bridge between the employees and the organization and for generating huge profit effective communication needs to be maintained otherwise there will be huge issues in the workplace (Stich et al., 2017). Also, poor communication has a severe impact on the growth of the organization, the performance of the employees gets poorer day by day, there is less motivation among the employees and less coordination can be noticed due to poor communication (Osborne and Hammoud, 2017). Poor communication can also affect the customers as well, if there is poor interaction with the customers then the workplace will lose their potential customers which might lead to incurring a huge loss of the organization (Suarta et al., 2017). 
Poor communication in the workplace can be of several types, for instance, in an organization, there is a lack of teamwork as team members in that particular organization do not interact or communicate properly with each other. There is a huge communication barrier in that organization (Krypa, 2017). The employees do not share information, they do not listen to each other properly, and also if there is any crisis the employees do not respond to that as there is a lack of motivation among themselves (Osborne and Hammoud, 2017). The organization was facing a serious issue as there is no teamwork among them and due to that the productivity is very less (Stich et al., 2017). Teamwork is very crucial in every organization but this particular organization has a lack of motivation due to poor communication, there is no proper maintenance of the performance (Osborne and Hammoud, 2017). After a few years, it resulted in a huge loss of the organization, and revenue generation got reduced to a great extent (Suarta et al., 2017). 
[bookmark: _Toc70019777]Improving the communication
There are several ways to improve communication, with the help of that the impact of poor communication in the particular organization can be reduced (Ting et al., 2017). In order to reduce the conflicts in the organization, it is very important to improve the communication flow, thereby employee retention can be increased (Krypa, 2017). Communication can help to improve the current situation of the organization and with the help of that, the issues with productivity can be reduced. There are several theories that can help to reduce the issues related to motivation. As already discussed, communication is a very crucial aspect in the workplace and it needs to be improved day by day in order to manage all the aspects of the organization (Krypa, 2017). In an organization passing and sharing of information is very crucial therefore information must be shared from time to time so that there is a proper link with all the team members of the organization (Ting et al., 2017). Effective teamwork can also help in improving communication therefore in order to increase motivation and encourage the employees to improve their performance a better communication is needed (Khalid, Butt and Satti, 2019). There are several theories that can help in improving communication like critical theory, information theory, post-positive theory, and groupware theory (Khalid, Butt and Satti, 2019). 
Critical theory- With the help of this theory the employees help in resisting the managers and the departments in order to compete for influence and budget (Ahmed, 2017). This theory helps in creating motivation at the upper management level of the workplace through which the lower management people can be motivated (Zwetsloot et al., 2017). 
Information theory- With the help of this theory, the information can travel from employees to employees (Zwetsloot et al., 2017). Various knowledge and information are being shared with the help of information theory (Ahmed, 2017). Sharing information is very crucial and therefore it is important to share information and knowledge so that communication can be improved. 
Post-positive theory- With the help of post-positive communication theory the misunderstandings and unacceptable matters in the workplace (Ting et al., 2017). With the help of this theory, communication can be improved and day to day conflict can be resolved (Zwetsloot et al., 2017). 
Groupware theory- With the help of this theory new technologies can be adapted in order to resolve the conflict and communication can take place through the internet and digital platforms (Ahmed, 2017). This is also a great theory to resolve the conflict and improve communication. 
[bookmark: _Toc70019778]Conclusion
The report has discussed several modes of communication, a detailed analysis has been done in order to understand the importance of communication in today's workplace. Various modes of communication have been discussed in order to understand the role of communication and how it impacts the overall environment of the organization. Also, the report has analyzed various communication skills that have been studied in the class. A detailed analysis of all the weeks has been discussed and understood so that a better understanding can be brought. The example of poor communication in the workplace has been discussed and analyzed in detail in order to understand its issues. There are various theories that have been discussed in the report in order to understand the efficiency of communication. 
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