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Definition of effective communication
· Business communication can be explained as the process through which information is conveyed between parties for practical reasons (Stadler, 2019).
· It also includes both vocal and non-vocal communication, where the information passed is both well understood.
· Key elements: the communication skills that were mentioned include clarity, listening, understanding the other person’s feelings, and feedback.
· Aside from being an essential component in organizational communication, the smooth working of the organization depends on the interactions taking place among the employees. They make certain that the intended message by the sender is both understood and interpreted correctly. It is important to note is that communication is not just about the ability of being able to speak or write, but also involves listening, gesturing or /and providing feedback.
The importance of effective communication
Communication makes employees to feel comfortable with each other and this creates a good working condition. They help people to share their thoughts, share their opinions as well as address problems without arising conflict. Also, productivity increases as misunderstanding and hence the mistakes and delays, are eliminated. Additionally, good communication promotes cooperation and top teamwork.
· Builds trust: The efficiency of the communication system cuts down on misunderstandings.
· Increases productivity: This saves time, and time is eradicated from the procedure of information interchange with the intention of decreasing mistakes (Quintanilla and Wahl, 2020).
· Enhances relationships: For the case of interprofessional working relations, open dialogue enhances every professional relationship and collaboration.
· Promotes problem-solving: Effective communication leads to speedy solving of the emerging misunderstandings and problems.
The C's of effective communication
Clarity: Make sure the message doesn’t contain any confusing and grey areas that can confuse the recipient.
Conciseness: It is important that the message is short and to the point (Duck and McMahan, 2021).
Concreteness: Combined with this, provide the exact statistics to support your message.
Consideration: Always be polite and look at the situation from the receiver’s stand.
The five ‘C’s model makes it possible to achieve correct and captivating communication. Clearness on its part means making the message easily understandable, free from professional terminology or exaggeration. Clarity means the message is brief and does not waste the receiver’s time. The foundation of concreteness is that the message has an emphasis on referencing facts and giving examples. This is about thinking about how it will be to be in the outlook of the target market. The last component of communication is completeness as this concerns number of details required by the receiver of the message.
Communication styles
· There are basic ways that people express themselves according to the communication style they possess. The assertive style is best because it reasonably, expresses every need and opinion in a proper manner. It is seen to have clarity, abrasiveness and professionalism
· The aggressive style is seen as any kind of communication that is vigorous and insensitive to the other party’s attitudes (Naidoo and Dulek, 2022). The attitude that characterizes aggressive communication results in conflict since it denies people their feelings. 
· The Passive style of communication happens where there are potentially ambiguous or misconstrued messages. In this cases people will simply not talk to each other. Since the person can be silent, passive communication results to misunderstandings most of the times.
· Passive-Aggressive is a state of openly normative negative emotions in communicating, which means that it will lead to confusion (Men and Sung, 2022). Arguing in the passive-aggressive manner is expressed indirectly and appears in the form of using irony that has confusing effects. Contextual intelligence also alludes to the idea that there must be appreciation of the given context to appreciate different specification of communicative strategies.
The importance of effective communication
Several tools are used to improve communication. It consists of being fully focused with the speaker and his or her message and then provide a considered reply. Although criticism may lead to some virulent confrontations, feedback is extremely important for effective mutual comprehension and for future communication. Aim: Paralanguage, which includes tone, intonation, gestures, and body language all speak about something said verbally or even against it. People’s work communication is provided by technology in the form of emails, instant messengers, video calls, which can significantly optimize remote work and combine it with offline work.
Conclusion
In conclusion business communication is a necessity in order to improve trust, productivity and organizational relationship in the workplace. Applying appropriate instruments and professional interpersonal communication can improve the relationships between the members and foster problem-solving to achieve improved results. Communication plays an important role in the smooth running of any organisation. It makes work relationships easier and productive as clarity, conciseness, and empathy make communication easier. Making necessary modifications with respect to the communication strategies and applying the implementation tools including listening and feedback boosts the chances of conveying information in the most effective and efficient manners. Thus, it leads to improvements in the results for the team and the whole organization
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