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Introduction
Communication is a process by which information is exchanged between individuals through a common system of symbols, signs, or behavior. The importance of communication has increase in the workplace and it leads to success of the organization with the use of effective communication skills (Merriam-webstercom, 2018). I have learned about the importance of workplace communication from my friend Saba as she used to work for an organization and she explained to me how communication was the core towards the success of her job role and responsibility. There are many forms of communication such as verbal, written, and nonverbal communication and in the workplace, the verbal and written communication is the most important one (Morgan, 2016). My friend Saba works at a marketing manager in a cleaning company and she needs to communicate regularly with her colleagues and the customer on daily basis. As she was the manager there, she had to make marketing strategies and communicate with the employee who works under her and she had to maintain a group of sales executives and look after their daily activities. Without proper use of communication skills, miscommunication can arise very easily and it can hamper the daily business activity of an organization. There were many incidents like that in the organization my friend Saba worked for and I am going to reflect about her experience of communication in this report. 
Process of Communication
There are many process of communication followed by various organization. As it was a cleaning company and my friend worked as marketing manager, she had to act as a role model and a leader for the employees. The process of communication mainly followed by her was verbal and written communication. There are some other types of processes followed in her organization and this will be described below.
Letter- Letter is the most common type of written communication method followed by most of the organization. Saba used the letter for different business purposes that included proposals, resolving various issues that arise while doing business, communicating with the clients etc. Letter is a written model of communication and with proper use of words and formats, many things can be explained using short and simple words and it has the benefit of keeping it as a record for future references. Therefore, this method of communication was widely used by Saba. 
Email- Email is another form of written communication and can be sent electronically. It is most commonly used method of communication in any organization and helps to solve any issues and queries within short period. With emails, Saba used to communicate with the managers, employees, clients, suppliers, and stakeholders of the business that demanded quick response to queries in the workplace. 
Report- Saba used to make reports based on marketing research and findings regarding different business related topics. The overall report is made using data that can be analyzed for further solution towards an issue faced by the organization. Saba was good at making reports and this helped her well to communicate within the organization. 
Memos: For purchasing different materials or equipment’s, Sara used to prepare memos which is a part of communication. Memos are prepared for financial uses that helps to make positive communication in the workplace.
Informal communication: Saba used to communicate in the organization verbally as well and this helps to make the situation easy & flexible. Verbal or oral communication is one kind of informal communication. There is various method that Saba used to communicate informally in the organization like: 
· Eyes
· Face to face
· Proximity
· Posture
· Gesture
Saba used all these methods of communication regularly in the organization. However, the informal communication and the written mode of communication was the most used ones. As a marketing manager, communication is important and the verbal communication was most important for her as she works for a managerial role. She needed to maintain eye contact while having conversations and maintain good posture, proximity and gesture to provide a pleasing experience to the audiences while communication. She needed to conduct presentation in front of many employees who work under her and these skills were highly needed to be maintained as a part of communication. 
Importance of Communication in the Organization
As per my friend Saba, communication is really important for achieving the personal goals and objectives and working in a managerial role required good communication and negotiation skills within the workplace. Communication is important both internally and externally for any employee working for an organization (Bell, 2005). Some of the importance of communication in the organization is given below:
· Communication helps build good work relationship and healthy working environment in the organization.
· Communication is the key to achieve all the goals and objectives of the organization.
· Good communication skills will reduce chances of miscommunication and conflicts in the organization. 
· Communication improves work productivity and teamwork performance in the organization.
· Communication helps to motivate other people by showing the overall impact of different parameters.
· Saba needs to communicate with all the employees in the department and this helps with work efficient and brings positive results. 
· Communicating helps people to express their ideas and feelings, and it, at the same time, helps us to understand emotion and thoughts of the others.
Importance of Teamwork in the Workplace
Teamwork is the process of working collaboratively with a group of people in order to achieve a goal. In Saba’s organization, teamwork had high importance. As she worked as a manager, she had to manage the employees working under her and lead the team to achieve their goals and objectives. By doing effective teamwork, Saba was able to achieve the monthly sales target of the business and run the daily activities of the marketing department smoothly with the cooperation from everyone. Teamwork helped them to achieve some other goals of the business such as providing efficient customer service, responding to customer feedback and complaints and solving other issue of the business in a timely manner. Without proper teamwork, Saba would have failed to become a successful marketing manager. It was totally a team effort and she could not imagine achieving her personal goals and objectives without the help of the team (Belbin, 2010). 
Conflicts in the Organization
Communication can solve issue for an organization, but sometimes it can create more issue and cause conflicts among employees due to lack of communication skills. In the organization, there were many conflicts regarding miscommunication and many times the employees lacked the ability to communicate well among themselves. There were gaps between interdepartmental communication, which created many issues with work efficiency, and performance (Bizfluentcom, 2018). My friend Saba experienced these issue due to lack of communication. There were managers from different department that showed lack of cooperation and did not showed enough interest to solve issues. This created conflicts between Saba and a manager from other department, which affected the daily activities of the business. There were some new employees who were not so good at communication, and they did not had the tendency to listen properly. Therefore, miscommunication occurred between my friend and some new joiners in the marketing department and created harassment and issue inside the organization. These affected the work environment and work relationship with employees in the marketing department due to this communication gap. Therefore, this communication related issue created stressed working environment for my brined Saba and it affected her work and decision-making. However, she was a good manager, handled the situation professionally, and tried her best to solve all the communication related issue with a short period (Bown & Brady, 1991). 
Models of Communication in Saba’s Workplace
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Figure: The Shannon-Weaver model (Businesstopianet, 2018)
Model of Shannon-Weaver: This model was established in 1949, previously this model was the most famous one to follow or transform into communication (Businesstopianet, 2018). This model is communication was used in the organization of my friends Saba. 
Source- Here the message needs to come from a credible source and Saba as a manager was the credible source of the message who acted as a sender and the message will be delivered to the receiver.
Encoding- After getting the information from the source the communication is encoded into work media. Encoding mainly converts the message with different codes for a structure that helps to the receiver for getting the proper information.
Channel- The channel is from where the message is transferring and there can be various channels.  Some of the examples of channels are verbal, telephone, voicemail, email, letter, online etc (Maund, 2017). 
Feedback from the receiver: When the receiver gets a message from a credible source, then it is time for the receiver to send a feedback to the sender. All the team members of Saba should give feedback to the sender and the feedback can be both positive and negative. 
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Figure: Linear Model (Businesstopianet, 2018)
Linear Model: This model is the most common and updated model of communication. In this model, the sender sends the message, the message passes through a channel, and after that, the receiver decodes the message to get a proper meaning. After that, the receiver sends a feedback back to the sender. The channel of the message in Saba’s organization was verbal, telecommunication, voice mail, email, online chatting, letters or memos (Cottrell, 2010).
Interpersonal communication
Saba shared her opinion regarding the interpersonal skills that she have gained while working for the organization. This includes body language, active listening, context awareness and personal presentation to communicate more effectively with other in the workplace.
Body Language- Saba needed to show positive body language while communicating with others in the workplace. As she was a manager, she needed to show a positive and can do attitude to the employees working in the marketing department and showing positive body language was mandatory for her. 
Active Listening- It is important to actively listen before performing any work or providing any feedback. Saba was an active listener and she always listened to the employees needs and opinions first, before responding to them or taking any necessary actions required. 
Context Awareness- It creates an awareness among the mind of others regarding what a person can be doing or saying. Saba used to make the influence of her working by making proper awareness of the work.
Personal Presentation: For performing in a proper manner, It is important to make a proper presentation inform of other and this will provide a clear idea about what the person is trying to do. It helps to influence other people for preparing the best or sharing information of certain things.
Analysis & Findings 
From the overall experience of my friend working as a marketing manager in a cleaning company, I am able to understand the importance of communication in every organization. Some finding of the overall experience of my friend is given below:
· Communication is important to build a good working relation among the managers and employees in the organization.
· There can be conflicts in the organization but this can be solved with proper communication skills.
· New employees sometimes lack communication skills and they should be handled more sensitively and provide them with proper guidance regarding their communication skills.
· Active listening is important for every individual before providing a feedback or taking any action. 
· Teamwork plays a vital role in achieving the goals and objectives and improving the work environment in the workplace. 
· Verbal communication is the most important communication in any kinds of organization that make the authenticity of the information.
· Without effective communication, it is not possible to achieve the goals and objectives of an organization as well as individual goals and objectives. 
Improvements in Communication Skill & Performance
Some tips to improve the communication skills and performance of the employees in the workplace are given below:
· Employees should communicate with the use of proper words that are easy to understand for everyone.
· Employees should not use words that can personally attack someone and hurt their feelings.
· Employees need to use proper body language and maintain eye contact to make to communication experience more fruitful.
· In the workplace there should not be any discrimination among the employees while communication and helps other in their needs.
· Proper communication and leadership from the managers can lead to motivation and effective teamwork among the employees in the workplace.
Conclusion
The importance of communication cannot be compared with anything else and it determines the success or failure for an organization. With proper communication skills, anything can be achieve with more ease and simplicity. Employees should always try to self-developing their communication skills and learning proper manner, body language, eye contact and other techniques that are essential to make communication more effective in the context of employability. 
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