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[bookmark: _Toc521760078][bookmark: _Toc5833835]1. Introduction
Communication is an act of exchanging information between two entities, individual or group. In an organisation, good communication plays a vital role for its success. Communication can be formal, informal, verbal, non-verbal and also, visual. Effective communication drives employee morale, reflects good leadership qualities, increases productivity, ensures healthy growth environment in a firm, etc. In today’s world, communication skill building is a necessity in any organisation for developing relationships, to have better interactions between teams, employer-employee, etc. and for a successful growth-oriented business.
This report will summarise and focus on importance and impact of communication on a team force in an organisation based on my own research, experience and findings. It will analyse and evaluate how employers communicate, how communication can be improved and how it affects workforce morale and productivity.


2. Communication model and theories
Communication theory studies exchange of information from a technical point of view. Different models have different aspects of communication theories. 
· Shannon-Weaver model: describes communication theory that consists of 5 elements such as sender, message, channel of communication, disturbance and receiver (Botan 2017). This model lacks the element of feedback that ensures the communication has been understood properly.
[image: Image result for Shannon-Weaver model]
Figure 1: Shannon-Weaver Model
(Source: Botan 2017)
· Wilbur Schramm model: The Wilbur Schramm model describes communication theory from a social perspective (Hargie 2016). It focuses on how the communication pattern influences the sender and receiver in a social environment. 
[image: Related image]
Figure 2: Wilbur Schramm model
(Source: Hargie 2016)
· 7C Model: Other theories speak about how to overcome communication barriers by adopting 7c’s of effective communication, i.e. clarity, credibility, content, context, continuity, capability and channels.
· Hawthorne model: The Hawthorne model suggests that communication can also be non-verbal in form, for example; instead of giving a raise to employees, if a firm restructures its workplace to be more vibrant and refreshing, it will bring new energy to the workspace and increase productivity (Linton et al. 2016).
These communication theories form basis for effective communication. For example, messages will be designed and developed in a manner that it captures the attention of the listener. The messages are clear and properly intercepted is ensured. Different methods and benefits are provided to the employees, communicating indirectly that the organisation cares for its employees, hence, boosting employee morale to perform better at work (Oetzel 2017).
A mix model of communication is prevalent in the organisation I was a part of. Effective communication in today’s world is complex and has become vital for a firm’s optimum performance and overall growth. My organisation ensured clarity, conciseness and courtesy in every order that was given to the employees along with proper addressable to queries and feedbacks from both employees and clients. Indirect communication in form of a vibrant workspace with free refreshments boosted employee morale (Jiang and Men 2017). 
[bookmark: _Toc5833836][bookmark: _Toc521760080]

3. Description of workplace communication
Workplace communication mostly follows a centralised structure with a chain of command where the orders come from the management to a manager who in turn leads a team or a department to carry out the task. In a team task, the team communicates with each other to effectively execute orders. Sometimes firms may also opt for a decentralised structure of communication where management directly interacts with different employees for different tasks for faster execution and to create a sense of belonging to the firm (Gluyas 2015).
Communication can be verbal, non-verbal i.e. in the form of behaviour, attitude, tone of voice, body language, etc., and visual. Visual communication can be in form of presentations and projects. Internally, e-mails and group meetings are popular form of communication in any workplace today to ensure clarity in communication, promote exchange of ideas and concepts, take feedback on various tasks and improve interpersonal relationships.
[image: Image result for workplace communication]
Figure 3: Workplace Communication
(Source: Gluyas 2015)
The organisation in which I have worked in the past was a private firm that provided consultancy services to clients and hence, I have been able to analyse and evaluate the importance and skills of communication both internally and externally. Internally, we followed a centralised channel of communication where the senior management would allocate tasks to different department heads who in turn would get the work accomplished by their teams. I had 2 colleagues in my team and we had a client-facing role. We focused on written and visual communication within the firm whereas non-verbal communication was given more importance while dealing with clients. Good behaviour, correct voice and tone modulation was primary in maintaining customer relationship and building values of the firm (Thomson et al. 2015). 
[bookmark: _Toc5833837]

4. Tools for effective communication
Within the organisation, we applied different tools of communication for efficiency in service, higher productivity and boosting employee morale. The employers would ensure we had written communication in the form of e-mails for any progress we make in a task. It was mandatory to mark everyone in the e-mail who was related to the project that would ensure documentation of work done and also provides recognition to the employee who performed the task, which would build employee morale (Ghaferi and Dimick 2016). Our employer ensured that we created an informal means of communication within the team in the form of a group forum so that the employees maintain a healthy work environment.
[image: Related image]
Figure 4: Effective Communication Tools
(Source: Ghaferi and Dimick 2016)
[bookmark: _Toc5833838]5. Principles of effective communication 
Effective communication is the base for any business to function. It is a vital tool for managers to perform their tasks of management. Our employers practiced the 7c’s of effective communication in the organization where they would ensure the following:
· Clarity: every task that was handed out to us was clear in terms of briefing, roles of every individual was well-defined, focus on the goal was explained precisely so that no confusion was aroused (Butchibabu et al. 2016). Hence, e-mail culture was prevalent to monitor that the employees were on the right track and they have clarity regarding the task in hand. All the employee queries would also be met in the group meetings.
· Completeness: all communications made to the employees were concise and complete. In case of open-ended communications, it becomes difficult for employees to make strategic decisions and hence, waste time and resource.
· Correctness: our employer ensured interpersonal meetings and interactions to constantly check progress and take corrective measures in case any communication was mis-read or misunderstood.
· Conciseness: to the point communication was adopted to prevent any form of miscommunication.
· Concreteness: the individual and group presentations that we would present to our employer supported our work with facts in form of a visual communication. This was a precise and clear method to clear communication and also, build employee confidence.
· Coherence: our employers ensured close-ended conversations, i.e. flow of conversation was smooth and complete without deviating to different topics. This would again save time by preventing mis-communication.
· Courtesy: non-verbal communication was a large part of my team where we worked on our skills to be courteous to our colleagues and clients. The main skills were to listen and take feedback.
[bookmark: _Toc5833839]Different principles are adopted by different firms for effective communication in their organization but with similar broader objective to boost employee morale, increase productivity, build organization’s brand and reputation and to successfully run the business (Gross et al. 2016


6. Strategies for effective team work 
The organization should employ various strategies for effective communication in their workplace and promote harmony in various departments for a healthy and co-operating teamwork. Certain strategies that an organization should adopt are as follows:
· Soft Skill Development: Workshops for soft skill development of both leaders and employees communication skills include verbal skills, writing skills, confidence, listening skills, respect, open-mindedness, etc. The leaders should be employed on basis of these skills and employees should be taught how to effectively use these skills for better productivity (Jain et al. 2016). F
· Informal communication: informal communication with the employer and the colleagues gives a sense of belonging to the employee and helps in employee retention. Our team manager ensured we maintained a group for informal communication on a social media platform to maintain healthy relations within the group.
· Focused on listening: the employer has to be a good listener so as to understand the problems and opinions of the employees. This will ensure that fewer mistakes are made and hence, save time and energy.
· Open ended communication: any task order from our manager was complete and clearly communicated but he was always open to address queries and feedbacks and listen to our ideas with patience and interest. Creativity was promoted and loyalty towards the organization was achieved through this means.
· Non-verbal communication: body language, tone of voice, etc. are forms of non-verbal communications that people can misread if not communicated properly. A positive and friendly body language will ensure more cooperation and affection than an authoritative one.
[bookmark: _Toc5833840]

7. Impact of communication in workplace 
Effective communication is crucial for survival of an organization and for its success and growth. Good communication will foster healthy relationship between the employer and employee resulting in higher output and efficiency in workplace. It helps in smooth flow of operations of the business.
Where effective communication improves business activity, poor communication impacts the firm’s reputation and lower turnover. Poor communication happens when there is lack of clarity in orders, mixing of chain of command, reporting to too many managers, lack in decision making, etc. which leads an employee to make repeated mistakes (Oetzel 2017). It is a waste of time, energy, money and other resources. For example- in our organisation, a particular task involved inter-departmental communication. Every department worked enough to protect their own interest. The task was achieved after much debates and delays. The management noticed the division in the company and going forward organised social events for the employees so that they interact on an interpersonal level and work in harmony. Any form of negative communication can hamper growth and business viability; thus, the management ensures constant vigilance to promote a healthy work environment (Jiang and Men 2017).
[bookmark: _Toc5833841]

8. Recommendations for improvement in team work 
Communication strategies should be developed and planned by the leaders of an organization to ensure smooth flow of operation in the company. Effective communication mix must be adopted keeping in mind the size and operations of the business. It is crucial for a firm that the employees are content and feels valued at their workplace, thus, verbal and non-verbal communication in form of rewards, appreciation, happy workplace, perks and social interaction must be promoted. 
On personal reflection, it is recommended that management ensure harmony in all the departments in the organization so that overall performance and sustainability of the company is not threatened. Favoritism reduces employee morale and creates a negative work environment.  It becomes a source of gossip and harms reputation of the employer and employee. 
[bookmark: _Toc521760084][bookmark: _Toc5833842]

9. Conclusion
[bookmark: _GoBack]Effective communication is a very important tool for a firm’s success and survival. The barriers to effective communication need to be identified and be dealt with on case-to-case basis. Good communication aids the employers to perform basic managerial functions more effectively. Employees needs to be friendly, cooperative and respectful towards each other to promote harmony, team spirit and a healthy conducive work environment.
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