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Introduction

[bookmark: _GoBack]Communication is the exchange of information between two parties and is the key to success for any organization and as a result, the need for effective communication in workplace is increasing every day (Merriam-webstercom, 2018). Nowadays people are following more causal way of communication such as texting, emailing, sending voice messages etc. These methods are not much effective at showing the accurate emotion behind the message. As a result, miscommunication occurs and communication problems are occurring due to not delivering the intended message that has been originally sent (Goodtherapyorg, 2018). If organizations want to improve the efficient and effectiveness of work in the workplace then they should focus on improving the communication skills in the workplace. Organizations should invest some money on training programs related to improving the communication skills of all the new employees that have joined in the organization.
In this report, I am not going to discuss about the place I work or the experiences that I have gained so far. Instead, I am going to discuss about one of my female friend who’s named as Justina who works at a Fast Moving Consumer Goods (FMCG) Company in London. Currently she works as an assistant marketing manager of the organization where she needs to communicate regularly with other employees to smoothly run the organization. As she is the assistant marketing manager, she works under the head of the marketing department and reports directly to him. However, various employees works under Justina and reports directly to her, which includes the marketing executives, marketing officers, and the marketing interns of the organization. The head of marketing implements all the strategies and explains it to Justina where she is responsible to divide the tasks among other employees who works under her. Therefore, she has to manage all the employees working under her and she also had to communicate with them frequently to get the work done on time. Therefore, this report will reflects the experiences of my friend who I’ve Name Justina who works as an assistant marketing manager in an organization.
Basic Model of Communication

[image: ]
Figure 1: Basic model of communication (Tutorialspointcom, 2018)
Above we can see the basic model of communication that happens universally. This model consists of various factors, which will reflect the experience of communication that Justina faced within her organization.
• Sender – The person wants to deliver a message (Businesstopianet, 2018). Here Justina had to deliver messages to the employees working under her. When the marketing manager comes up with strategies then she had to hold meetings with the employees, had open discussion about it, and divides the work among them. Justina sends a message to the employees in the meeting regarding the marketing strategies of a new brand of biscuits that the company is going to launch soon. As a sender, Justina needs to deliver the message in a way that is understandable to all. Therefore, the message should be short and precise and should use easy words with familiar marketing terms.
• Encode- As Justina decided what message to deliver then she should translate the message into symbols for the receiver. This means taking thoughts, emotions and messages into words that will be understandable to everyone (Businesstopianet, 2018).
• Message Channel- The channel of the message plays an important role. There are various channels available such as verbal messages, which can be done face to face or over the phone. There can be written communication, which includes formal emails or letter to the employees. Here Justina needs to use both her verbal and written communication channels to discuss the marketing strategies of the newly launched product (Businesstopianet, 2018).
• Decode- As Justina has transferred the message, it is time for the employees to understand them and make a meaning out of the words said by Justina. If the message was communicated in a proper way then decoding will be easier for the employees and they will be able to understand exactly what Justina meant.
• Receiver- It is mainly the person who receives the message. In the meeting, Justina might have given different tasks to everyone and each of the received separate tasks and messages for themselves.
• Noise- Noise is the interruption or disruption of the actual messages due to several reasons (Businesstopianet, 2018). When Justina was communication, there might be a phone call that she had to take suddenly and this is a type of disruption. Other examples can be when Justina is communicating directly with someone in the meeting then another employee enters the meeting room to ask about something and it disrupts the communication that was taking place. As a result, actual message might not be delivered and misunderstandings can occur.
• Feedback- It was important for Justina to understand whether her communication method were effective or not and therefore, she needed feedback from the employees. The feedback could have be verbal or nonverbal within her organisation. however She did received positive feedback when she asked from both her line manager and the employees working under her (Businesstopianet, 2018).
 
The Importance for communication in everyday life or within an organisation is very important:
• As Justina needed to communicate with her line manager, which is the head of marketing department and the employees working under her, effective communication reduced miscommunication and more efficiency and effectiveness in the work can be achieved.
• She acted as the spokesperson of the company and she needed to handle the media. Maintaining good public relation was important and having effective conversation with the media, which will be aired at the TV, was crucial to maintain the public relation. Therefore, the message encoded by her needed to be precise and clear.
• Communication helped Justina to have a good relationship with all the employees in the organisation as a result she received some extra help with work whenever she was faced with any issues.
• Communication reduces the gap between the top-level employees and lower level employees thus hierarchical problems in the organisation can be reduced. When employees can talk freely with everyone in there department, then they fell the importance of their existence in the company and hence they gets self-motivated to achieve the organisational goals.
 
 
 
 
Communication problems at real life organisation
• Miscommunication occurred between employees, as they are not able to express their feelings in a positive way. Negative gestures and verbal tone caused similar issue many times within the workplace.
• Sometimes Justina had problems while communicating with the new interns of the department Justina was short-tempered and got angry if the interns did any mistakes instead of understanding their problems and communicating about it with them.
• The other departments such as Human resource department were not supportive to Justina in many instances and this caused conflicts between her and the HR department due to conflicts related to lack of communication.
• There were biasness in Justina about one employee who works under her. As that senior employee who was like a friend to her, she behaved towards him in a friendly manner. When another junior employees started behaving much friendlier towards her, she got angry and they both exchanged a few unkind words and stopped communicating for a few days or two.
• So the head of the marketing department let Justina do all the work instead of him doing it himself. The manager should have communicated better with the employees working within his department but instead he preferred just talking to Justina about any plans and strategies. As a result, it created a big communication gap between the marketing manager and the employees within the department.
 
 
Analysis and Findings
From the whole experience of Justina’s working as an assistant marketing manager, there were many findings. Some key findings are given below:
• Effective communication is the key for any success of the organisation.
• Without good communication skills, great relationship among employees cannot be maintained.
• Face to face communication works best instead of written communication as in written communication the emotion of the sender cannot be analysed.
• Conflicts will stay in the organization but effective communication with the employees can be resolved by all issue easily.
• If there was conflicts within the workplace, there would be lack of teamwork and the HR department would not be much cooperative with Justina leading to lack of efficiency at work.
 
 
 
 
 
 
 
Improvements in communication skills of the employees
There are many ways to improve communication skills and performance of the employees. Some examples are given below:
• The organization should invest more money on training programs to improve the communication skills for the new and old employees.
• If there is any conflict between employees, then they should be put under special training program to improve their communication skills and behaviour. This will eventually improve their performance.
• Body language is very important while communicating because it includes the postures and gestures. Employees should show a positives and friendly/approachable/professional body language while communicating. They can get training regarding this if they are having any issue.
• Before answering to anything, active listening is very important. Due to work loads. Employees do not always listen to everything as there is a lot of information to take in at one time and their minds maybe elsewhere. So they should listen first and then response with few effective words that are necessary to the work. 
• While communicating employees need to treat everyone fairly and equally. Sometime they tend to be biased and communicate differently depending on the person and this created conflicts.
 
 
 
Improvements in performance of the employees
• Managers need to communicate properly with employees to improve their performance.
• Managers should always provide feedback to any good work done by the employees.
• Listening to any problems of the employees and to be able to give those back some positive solutions that will improve their performance and behaver.
• Motivate the employees with regular communication & praises.
• Managers should stay calm and focused to enable them to correct any mistakes by their employees instead of scolding them.
• All employees should be treated fairly without any biases. This will definitely boost up their confidence and lead them to improve on their performance.
• Reducing the workplace conflicts and promoting more teamwork activities among the employees. Teamwork will give the employees the advantage of specialisation of labour leading to more productivity
 
 
 
 
Conclusion
This whole report was based on a real life experience of one of my friend who has worked as an assistant marketing manager. I hang out with her, to learn from her while I was doing this I found myself enjoying learning from her. Her life experience made me realize how important communication really is within the workplace and how it can make or break the success of any organisation. My friend Justina communicated using a number of different methods such as written conversations, verbal and nonverbal conversations she also used written reports that needed to be submitted to the line manager. She also faced issues with communication due to noise, which is a form of communication distortion. To get the best success out of any organisation, all the employees should work as a team and communicate regularly to maintain a good and healthy relationship and to ensure there get the help relating to their work whenever and however it is needed. The communication skills and performance of the employees can be improved but this will take time and organisation that will be needed to spend up. Both time and money will be needed to prepare the employees with effective and good communication skills. This will enable both the employers and the employees to maintain a good and healthy level of communication both internally, which includes the managers, employees, colleagues. Moreover, externally which includes the customers, suppliers, wholesalers, retailers, as they are the reason for any businesses survival.
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