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[bookmark: _Toc15753383]Executive summary
There is a need for a kind of communication between employees, officers and others who work in an organization's workplace. Various types of communication systems are available in the workplace. Some types of communication are most commonly seen in writing, verbal, nonverbal, etc. There are several different types of communication as well. Depending on these styles, communication may be similar to the workplace of the organization. Communication styles like assertive, aggressive, passive, passive-aggressive, etc. are well known. There are several styles within these styles that are positive for both staff and leaders. On the other hand, there are some styles that are likely to create conflicts. There are several ways to ensure that good communication is maintained in the workplace. Likewise, there are a number of reasons that hinder good communication.
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Communication is needed to quickly and easily complete an organization's operational tasks. Many employees, officers, and customers are involved in organizational tasks. Personal and organizational work needs to always be in communication with someone. A better organization's communication system achieves its desired goals and objectives.
[bookmark: _Toc15753384]Types of communication
There is no one specific method for communication. Its communication is thus observed in an organization. Similarly, my colleague and I used to communicate in our organization using different types.
[bookmark: _Toc15753385]Written communication:
[bookmark: _GoBack]Written communication is a way of smart and transparent communicating. As per the statement of various offices, courts, and business organizations complete communication through written communication. Similarly, in our organization, we use written communication according to the field. There are several mediums for written communication. These mediumsare the way to use written communication. However, the world is far ahead in terms of information technology. As a result, the way of written communication has also changed. Email and message are the most common written communication medium in the organizations of this generation. It helps to communicate at a much faster pace.
[image: ]
Figure 01: Mediums of Written communication(Aydin, 2017)
Written Communication is a formal communication that can come in handy later as an evasion. In particular, when a contract or transaction is required with a third party, written communication acts as a shield. In addition, written communication is most effective in transferring goods and sending them to customers.
[bookmark: _Toc15753386]Verbal communication:
The prevalence of verbal communication can be noticed in any organization in the present world. Many people think of Verbal Communication as Oral Communication. There is a lot of reasoning behind this notion because this type of communication depends on talking. Many of the staff at the Organization work to achieve the goals and objectives. Verbal Communication is most effective when a manager has to give a general message to a large number of employees. In addition, many things need to be discussed with each other, which is not possible by written or other means of communication.
[image: ]
Figure 02: Way to verbal communication (Pringle, 2011)
One of the purposes of applying Verbal Communication to the organization is to make it easier for everyone to understand. In addition to the usual words, there are several mediums currently being used for Verbal communication. Besides, telephones and mobiles have long been used as the main medium of communication. All of this, however, is used when the audience is in a remote location. Verbal Communication is a non-formal communication method by which everyone feels comfortable.
[bookmark: _Toc15753387]Nonverbal communication:
Another important type of communication method is non-verbal communication. It is completely different from any other type of communication. In our organization, such communication is often seen. Nonverbal communication is published in several ways. This type of communication is done through body language, eye contact, facial expression, appearance, haptics, gestures, paralinguistic, etc. In this type of communication, there are differences of position, rank, and respect. In particular, a Team Leader's presence and conversation encourage members to explain what they mean by their body language. But if for some reason the Leader is incapable of earning such respect as this, then this communication is not available to the members.
[image: non verbal communication এর ছবির ফলাফল]
Figure 03: Types of non-verbal communication(Marburger, 2012)
Similarly, in my organization, I myself am working under a leader. When I confront him I try to be smiling. At the same time, there is a respect for the leader and I strive to comply. I find the motivations of the leader that I try to convey through my eye contact and body language. There are many workers in the organization who, when confronted with other officers, express behavior that demonstrates the presence of non-verbal communication.
[bookmark: _Toc15753388]Communicative styles
There are several communication styles implemented in different organizations. Communication styles largely depend on the attitude of the employees and the leader of the organization. Considering the variety of employees, a leader decides to follow a particular communication style.

[image: aggressive communication styles এর ছবির ফলাফল]
Figure 04: Various style of communication(Mumford, 2016)
Assertive: Assertive Communication is one of the most encouraging of communication styles. With this communication style, an employee can easily find out about his / her work, goals and objectives. At the same time, it is always permissible to ask questions for any kind of assistance. Employees always feel the urge to work sincerely for the organization because they have the freedom to speak. The Leader does not hesitate to seek any solution to any problem to fulfill the institutional goals. In addition to developing mutual relations, a kind of respect for leadership is created.
Aggressive:It is known as one of the worst styles of communicative styles. A leader never wants to apply this kind of style if he is not ready. This style does not meet the needs of many employees. While institutional objectives can be temporarily fulfilled, it is not a good communicative style in general. The Aggressive Communicative Style evokes mutual respect and creates fear and anger.
Passive: For a leader, passive communication is a negative style. According to Mazza, S. et.al(2017), through this communication style, an employee never gets a chance to tell the leader about his or her needs. Basically, the leader tries to avoid any kind of liability here. A leader does not want to boast too much about staffing opportunities. There is no way to solve any problem and when conflict is created it is not dealt with. That is why a passive communication style is not a very good example for an organization.
Passive-Aggressive:It is a communication style that is never favorable to the employees. According to this communication style, the needs of the employees are never met. It lasts a bit like floating conditions. From one side it seems that this style is very good for the staff. But those who belong to this style realize from within that they have no power. No matter how good the leader is from the outside, the staff can never be satisfied because the leader volunteers here.
[bookmark: _Toc15753389]How do my senior leaders communicate
I have several senior leaders in the organization where I work. I have to work under different leaders if needed. In this regard, I am fortunate that leaders never follow a bad communication style. Elders here always follow the Aserative Communicating style. Accordingly, I can inform them of any problems and needs related to my work. For example, a few months ago, our organization expressed its desire to produce a new design product. While doing this, my colleague and my colleague have a variety of questions to ask about new products. We do not know the details of this to our leader which further accelerates our work speed.
[bookmark: _Toc15753390]Way to good communication
Speak to groups as individuals: When a leader wants to communicate with a group or team, the termination approach is to be maintained. At the same time, the aim of the group is to motivate them. For example, a leader wants to communicate to explain the work of his group members. In addition to explaining work in such a situation, some ideas about the knowledge acquired through it can be spread among the members. Through this, communication and bonding are much more pronounced.
Talk so people will listen: A communicator has to speak in a way that creates interest in the audience. According to De Waele, A. et.al(2017), inconsistent and irrelevant talk can create a barrier to good communication. People never waste their time listening to absurd words. That is why a leader or communicator tries to convey the topic from within the topic. For example, Mr.John wants to communicate with the organization's suppliers and tell them something. In this case, he can combine suppliers and humbly tell them about the various supply problems and irregularities.
Listen so people will talk:When a leader is talking in front of people for communicating, it has to worry that the audience may have something to say. In addition to speaking, a leader needs to be a good listener. People can tell about their problems or opinions that they need to be patient with. For example, when Adidas's leader finished sharing information about different shoe features for their leaders, they became interested in learning something new. This makes it possible to build good communication and relationship.
[bookmark: _Toc15753391]Barriers to effective/good communication
Lack of Transparency & Trust: Without transparency and trust, good communication can never be expected. From the Organization to the Leaders and employees of the organization, everyone should have faith. In doing any work, employees must communicate clearly and clearly. If the human being understands that there is some kind of irregularity and everything is not available on demand then naturally the communication system does not work well. Lack of transparency and trust are also seen in the deterioration of mutual relationships.
Communication Styles (when they differ): There are many communication styles for communicating. But it cannot be stressed that all of them are equally suitable. There are some communicating styles that do not allow people to talk about their needs and needs. Passive and passive-aggressive styles are not a good way for employees to communicate at all. If the assertive community style is not adhered to, then good communication will remain in doubt.
Conflicts in the Workplace:For smooth communication, the terminated workplace must be kept under normal conditions. Conflicts of any kind can divide the staff. By doing so, a good communication system can gradually become weak. For this, every employee, as well as the leaders and officers of the organization, have to take responsibility.
Cultural Differences & Language:People come from different regions and work in the workplace. According to Tay, L. et.al(2012), cultural and linguistic differences between people come from different areas. These two issues can become one of the obstacles in the field of communication unless steps are taken by the organization. It is also possible to overcome this barrier by the willingness of the workers themselves.
[bookmark: _Toc15753392]Recommendation for communication could be improved in my workplace
· No negative communication style can be adopted by which organizations, leaders or employees cannot work independently.
· Maintain regular communication with staff on the purpose and objectives of the organization.
· Check in with employees on a regular basis.
· It is important to be careful not to create any kind of conflict in the workplace. If a conflict is created, it should be resolved quickly.
· Strategize an on boarding process for new employees.
· Leaders need to be more sincere than ever to at least listen to employees.
· Specific steps can be taken so that cultural differences do not hinder the way of sound communication.
· Listening to employees must emphasize their passion.
· Employees should take responsibility for listening to and meeting their needs and desires by looking at body language.




[bookmark: _Toc15753393]Conclusion
After all, fair communication is just as beneficial for an organization as it is for maintaining good relations between the worker and the leader. Different types of communication can better facilitate mutual cooperation and demand. To meet the institutional goals and objectives, there are several types of communication styles to choose from. In this case, the needs of both the workers and the leaders have to be taken into account. At the same time, it is necessary to accept all the related barriers.
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Student Name: ,..!f,:«,/& L4 /ﬁ C’%’}ﬁkg Student ID: /ff?@gfﬁf
Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1. Read the following passage and answer the questions.

I (Kelly Quintanilla, one of your co-authors) have taught many successful workshops to business
professionals over the years, workshops in beautiful locations with enthusiastic participants. | also taught
one workshop that appeared to be doomed to fail before it even began. The topic of this 6-hour workshop
was conflict management. The group was a department whose members were currently engaged in a battle
with one another. Literally, half the department was not speaking to the other half. Some of the best
department members had put in for transfers. Productivity and customer service were suffering.

Knowing all this in advance, | had carefully selected a large room with comfortable chairs, round
tables, and good lighting. | had planned for several breaks with food and drinks in an attempt to foster
informal communication. The meeting environment was ideal. Unfortunately, an emergency water outage
caused the workshop to be moved to a room in one of the local museums. The meeting was scheduled to
begin at 8:00 a.m., but many people arrived late due to the last-minute change in location. Those who arrived
on time became increasingly agitated as they waited. Part of their agitation stemmed from the fact that there
was no coffee, no food, nothing. Despite several calls, the food order never made it to the new location. The
only place to get a drink or snack was a small, extremely overpriced gift shop that did not open until 10:00
a.m. To make matters worse, the room had about 40 mounted animal heads hanging from the walls. The
animal heads, most of which were in a growling pose, were very dusty, causing anyone with allergies to begin
sneezing and sniffling. The final problem was the furniture. The chairs were the small, metal, folding kind.
The tables were also small, and there were not enough of them, so the participants were crammed together.
I could not imagine a worse meeting environment for any group, let alone a group already engaged in conflict.
I needed to do something quickly.

Q1: What went wrong?

Q2: What would you have if you had been in that position?

Q3: Could the situation somehow be used to your advantage? Why/ why not?
Q4: Could any model of communication help explain this situation?
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%

1. In your own words, what is nonverbal communication?
2. According to the text, why is it important to engage the audience in discussion?
3. Which advice do you find most useful and why?

4. How could you improve your own communication skills?
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QY

Ex.2. Read the following brief and write a business email according to the instructions.

Write an email to a business contact or colleague asking for information.

Prepare the situation using the questions below. The informaticn can be real or imaginary.

» What is your company’s business? What products/services do you offer?

* What is your position in the company?

» What information do you want right now? Ideas: the status of an order that you are waiting for; product
information to give to a customer; market information about a new country where you are going to do
business; financial data to write a report; hotel information for a business trip you are going to make.

» Who are you going to write to, to get this information? Ideas: a colleague in another department/from
another country; a customer; a supplier; your line manager.

e Can you make your request for information more specific?

» Do you want to give any information to them? / promise action? / offer help?

Now write the email.
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned to you
at the next session. You wifl need to include a scanned copy of this exercise in the form of an appendix together
with your Task 1 (part of the Assignment for this module).

Ex.1. Read the following passage and answer the questions on the next page.

Improve Your Communication Skills

Successful leaders are able to meaningfully communicate with others. Steve Jobs inspired
his employees to strive for perfect hardware products. Jack Welch mentored the senior leadership
team of GE to new heights. Jeff Bezos is known for articulating the Amazon ethos clearly to
employees and the world. How can you improve your communication skills in order to become a
more effective leader?

One study found that nonverbal communication accounted for 55 percent of how an
audience perceived a presenter. That means that the majority of what you say is communicated not
through words, but through physical cues. As with most leadership skills, receiving honest feedback
from peers, managers and members of your team is critical to becoming a better communicator. If
you regularly solicit feedback, others will help you to discover areas for improvement that you might
have otherwise overlooked.

Engage the audience in discussion. Regardless of how compelling the speaker is, all
audiences have limited attention spans. To become a more effective communicator, make
presentations and discussions interactive. Ask the audience a question, encourage people to call out
their thoughts during a brainstorming session or at the very least ask hypothetical questions to
stimulate the audience.

Master the art of timing. While some of their jokes might not be appropriate for the
workplace, stand-up comedians are certainly effective communicators. Comedians like Louis CK,
Chris Rock and Dave Chappelle are able to host compelling 90-minute comedy shows, in part
because they are able to feel out their audience to determine when to move on to a new topic or
when to reiterate an idea.

A recent study revealed that people generally retain more information when presented with
novel, as opposed to routine, situations. To help audience members retain information, consider
injecting some sort of novel event into a presentation. This might be something funny, or something
that simply catches people by surprise.

“Listen more than you talk.” This is what Richard Branson tells business people who want to
connect with others. To communicate effectively, first listen to what others have to say. Then you
can provide a thoughtful answer that shows you have taken those ideas into account.
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