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1. Introduction

“Effective communication goes beyond public speaking. It is the ability to reach the target audience, to make an impact and to make a connection”. (Gutierez, 2014). Being able to communicate in clear and effective way can prevent creating significant barriers between managers and workers. According to Timothy Bednarz, “it is important for managers to be careful how they convey their message, yet not to be so overly concerned that they overstep the bounds of effective communication, which then interferes with the quality of the end result”. (Bednarz, 2013). The purpose of this report is to analyse effective communication in the workplace.  It will define and give clear definition of the skills and methods needed to implement effective communication between employers and employees. Components of effective communication will be also defined and explained. The report will give examples of personal use of different types of communication in the workplace.

2. Effective workplace communication
“Communication plays a central role in our lives. In fact, being a skilled communicator enhances one’s prospects for sustaining a happy, healthy, and productive life” (Burgoon, Guerrero, and Floyd, 2016). “The importance of effective communication to individuals, team and organisations cannot be overstated. The corollary of poor communication for an organisation is that employees will misread management decisions or react to them on a way that was not intended. Similarly, managers will misunderstand the needs of employees and will therefore suffer from lower performance and a higher turnover of staff” (Dainty, Moore and Murray, 2006). As a major aspect of their part, managers should adequately impact their workers to trust and respect them so that they resolve their tasks and problems. Without the ability to gain respect to their employees, managers will be unable to communicate and guide their workers effectively, which will cause major problems in the work environment.

2.1. Models of communication
There are many models of communication.  Shannon and Beaver model is the first major one and yet most understandable. According to Shannon and Beaver model, communication is based on six steps. The first step is the sender or the source. This is the person who choose and sends information. For example, in a work example the source can be the manager. The next step is the encoder or transmitter. Encoder is the machine used to transmit the message. This could be a telephone network company. The message then should be transmitted through a channel which in our example is the mobile network. The next step is the decoder or also receiver, which is the machine used to convert the information into message, like a smartphone. Once the data is sent and converted into a message it reaches the receiver. The receiver is the person who gets the message. For instance, the manager sends massage to the supervisor.  However, there is a factor that can be a major problem in that model of communication and this is the noise. Noise is the distraction and disturbances that might change in a certain way the original meaning of the message. For example, the supervisor misunderstands an important message sent to him by the manager due to noise. The last step of the model is the feedback. This is when the receiver let the encoder know that he has received his message and its either understood or distracted by noise (Shannon, 1948).
Another model of communication, which is also considered as “one of the earliest and most influential communication models.” (Shoemaker, Tankard and Lasorsa, 2004) is the Lasswell’s communication model.  This model is described as “an act of communication by defining who said what, what exactly was said, in what channel it was said, to whom it was said, and with what effect it was said” (Lasswell, 1948). 
Lasswell stated that the ‘Who’ referred to ‘control analysis’, the ‘Says What’ referred to ‘content analysis’, the ‘In Which Channel’ referred to ‘media analysis’, the ‘To Whom’ referred to ‘audience analysis’, and the ‘With What Effect’ referred to ‘effect analysis’ (Lasswell, 1948). 

2.2. Components of effective communication
Effective communication is a two-way process that includes transmitting and receiving messages. Most people focus mainly on the process rather than the most vital component of effective communication, which is an accurate message. An accurate message is the one that gives the exact information that needs to be stated, without including any clutter that might deceive the message.  There are some components of effective communication that will help cut down the clutter and produce a clearer message (Mikoluk, 2013). 

The most important fundamental of effective communication is listening. Being able to listen effectively is not only understanding the words of the speaker, but also understanding their importance and meaning. 
Another component that plays vital role in effective communication is managing stress. Controlling the pitch and the voice would engage the opponent and eliminate the stress. Words should be used appropriately and confrontational voice and aggressive words should be avoided.
Assertiveness is also vital for achieving effective communication. This “is the ability to express oneself directly and honestly without disrespecting or dishonoring another person. Assertive people are able to stand up for themselves and communicate their ideas firmly without bullying, patronizing, or manipulating others” (Maund, Schriek and Tinkler, 2017). 
Communication is a process that includes listening, stress managing and assertiveness. In order to achieve effective communication all those components are essential. 

2.3. Written communication
The written communication refers to the process of conveying a message through the written symbols. In other words, any message exchanged between two or more persons that make use of written words is called as written communication. More and more employers choose written way of communication to interact with their employees. Written communication is chosen by managers because of its easier and quicker way to address a message to their employees. In fact, written form of communication is the most popular among businesses. This way of communication, however, does not allow personal level of connection, which arise the communication barriers, causing problems between employers and employees. Written communication does not give the opportunity of feedback, which may lead to misunderstandings.  In order to improve the communication in the workplace and have effective outcomes, written communication is better to be chosen in case of inability to have a face to face correspondence. This will prevent confusions and misguides between managers and employers.
 As a person with big past working experience I have many personal examples of bad and ineffective written communication with employers and coworkers. For instance, I used to work as a supervisor in a bar in my origin country, Bulgaria. I was sent an email by my employer, who was out of town, asking me to contact one of our major distributors and order supplies for upcoming event in the bar. Unfortunately, the message had been forwarded to my spam folder, which led to me not seeing in and paying attention to it. Two days later, after coming back to town, my employer asked me if I have done his tasks. Although the upcoming event was not scheduled after another week and we still had time to order the needed supplies, the whole situation was very nerve wracking and led to problems in the whole organization. Written communication may be easy and time saving, however, not always it is the best choice.
2.4. Interpersonal communication
Defined simply, interpersonal communication is the face-to-face correspondence between two or more people. In order to achieve an effective communication, personal connection is needed. As Allan Pease says, “verbal channel is used primarily for conveying information, while the non-verbal channel is used for negotiating interpersonal attitudes”. (Pease,1988). “Non-verbal communication regulates relationships and can support or even replace verbal communication in many situations. Different genders and cultures use non-verbal communication differently and these differences can impact the nature of interpersonal communication. Nonverbal communication can become a barrier or tear down barriers to effective communication” (Phutela, 2015).  This way of communicating allows to observe the body language, reaction and impressions of the other correspondent.  It also gives the chance to clarify the message, ask questions and give feedback. “Non-verbal communication includes facial expressions, the tone and pitch of the voice, gestures displayed through body language (kinesics) and the physical distance between the communicators (proxemics).” (SkillsYouNeed, 2017). Non-verbal communication can provide more information and clues beyond verbal communication.  This type of communication is very important as it can show how the other person feels about the whole conversation, through the body language. Smiling, nodding, hand gestures and eye contact are all actions that expose interest, concentration and understanding. On the other side, avoiding eye to eye contact, being reserved, looking at the time constantly or even face expressions, like yawning, mean that the person is not interested in the correspondence and is looking to its end.  
Personal example of inefficient non-verbal communication is again from my work in Bulgaria. I was called by my employer to discuss few candidates for work place we were offering. My boss was sitting on the computer, browsing Facebook and asking me about the different people who applied for the position. Throughout the whole time, my employer looked uninterested and not concentrated. I did not receive any face expression, gestures or feedback, which made me feel like everything I have said was left unheard.  
Having big past experience working in small companies and communicating directly with employers, I do believe that interpersonal communication is the most effective way of interacting. I have experienced bad written communication with managers and co-workers, that had led to misunderstandings, missing deadlines and ineffective work results. Having the chance to have face-to-face conversation with either your employer or your colleagues gives you the opportunity to directly discuss any further information about the task given, which on the other hand provides better work accomplishments and results.


3. Conclusion 

Effective communication is a vital skill needed in our lives, no matter if it is with friends, family, university or co-workers. This skill is mostly valued by all employers as it guarantees good and calm working environment and effective and efficient group work. There are two types of communicating. One is written communication, which is all kind of text correspondence, such as emails, letters and faxes. The other type of communication is the non-verbal one. Nonverbal communication is the way we express ourselves, the body language and gesture we use. The non-verbal communication is very important as on the one hand it can show positive attitude towards a conversation or on the other hand, put barriers and bring negativities in the other people. There are several components in the effective communication which need to be followed and improved to achieve excellent results in communicating. Those are listening, stress managing and assertiveness. Both employers and employees should work on improving and developing their communication in order to be able to work effectively, increase the productivity in the company and reach greater overall results.  
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