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[bookmark: _GoBack]Importance of Communication:
“I do not need anyone to do my work” a common phrase used by my friend Brent since his college days. And completed his higher studies and started working in a firm this old habit could hardly leave him alone. And then aroused the problem!

As he started working, he was more concerned about himself and was always unwilling to work in a team. Whenever he was given work to do with others he would just let others sit and do it by himself instead of communicating with his team members. But the question was for how long and how well could ten’s job be done by one!

And then befell the trouble on him when he failed to complete a project and the company had to face a huge loss. Then he understood how wrong he was that he has been turning the strength of teamwork and communication into his weakest point since his childhood. Only when he fell in trouble he understood how important communication is and why wouldn’t it be. Communication is the only means of understanding others and making others understand you. And when that understanding builds only then can be a work done well and the goals achieved the best. It is communication that makes any business, transaction or group work successfully. Communication is like oxygen to any organization and without any business cannot survive (Belbin, M.R.-2012)

Then he realized that his good results were not just important to bring success to the business, there is more to it. Companies need employees who can communicate well with others and work well in a group. And this good communication is a must in all the sectors including managerial, technical, clerical and social positions. So, no matter in what post you want to work at a good communication skill is a must in you! And this business communication is the means of exchanging facts and idea with your co-works and even with other companies be that via any mode such as letter, mail or face to face meetings. (Morgan, P.-2016)

“A mistake done by one can teach many.” A true phrase indeed. His mistake in being “self-centered” taught me a lot about the importance of communication in any business field. 
Here are some aspects of the importance of communication learned from real life experience…
· Competitive Advantage: Competition is at its peak in all sectors of business. In this era, you are not only judged on the basis of your results; a good communication with all sorts of people in the workplace is also given equal importance. (Elizabeth,2004)
· Bonding: To hold a place in any organizing first forming a bond with the people is important and to form that bond a proper communication skill is a must. E.g. If you are in a garment business and have a good communication with your suppliers or buyers it will always be a privilege for you to work.
· Trust Building: We know any business is built on trust. And anyone would want to do a business with a firm whom they cannot trust. And when it comes to group work if you do not trust your group members your work will never be fruitful. And that TRUST can only be built through utmost care and good communication.
· Achieving Goals: And lastly, after a bonding is made and a trust is built by proper communication nothing can come your way and stop anyone from achieving the desired goals. And when working in a team every member should communicate together with one dream of achieving that one goal to make the work a success.

Conflicts in the Workplace due to communication
Conflicts are a common scenario in any workplace. And miscommunication is always one of the biggest reason behind it. Yes, as a good communication can build a miscommunication can break too (Blalock.M,2012). Thus, communication in the right way at the right place is always important for any business otherwise it may give rise to huge unwanted conflicts. Some of the most common workplace conflicts are discussed below:
· Communication Gap: Elisa, a friend of mine, was entrepreneur selling online dresses. She took a bridal order. Later the bride made some alterations in the color of the dress. But Elisa forgot to convey this message to her team and a miscommunication occurred. They failed to serve the order as per the bride’s choice and had to face a loss.
                 Thus, a simple communication gap led to a huge loss, let alone that, it also spoiled the reputation of her online page. It occurs when people hardly discusses the work with the team, this causes the whole team to work in the different course (Collins, J.C.-2001).
· Non- Responsive: As in Elisa’s case, a proper response is always important. Sometimes the customers have queries from the online page and if they do not get the reply they might assume the owner to be intentionally non-communicative. In such cases, people will lose interest to do purchase from you.
The same is true for any office too, if you ask a colleague about any old record or any information about a work and they tend to be unresponsive you will feel ignored and the work will be hampered. Thus, it will also slow down the achievement of the goal.
· Various Communication Style: Sometimes everyone working in a workplace do not prefer to communicate in the same manner. Some might want to have face to face meetings while others might prefer communication via mail. This leads to a great communication breakdown. Thus, having a fixed means of communication of a particular information is always important to prevent any conflict.

· Technical Issues: Sometimes everything is not in our hand, and such a thing is technical issues. In some cases, emails or messages are sent but not received by the recipient and the information fails to be passed on time. In one case, my friend Elisa had sent a message to a client about the delay of a product but due to some technical issues they did not get the text message and a conflict occurred due to miscommunication.

· [bookmark: _Hlk501305000]False Impression: In some cases, lack of communication leads to misunderstanding. For instance, people might forget to notice the deadline for the submission of a project. Thus, people in the same group might end up blaming each other for their own mistake and spoil the work environment. This misunderstanding is a result of less communication among group members when they do not share their ideas and any changes to each other. The consequence of such situation is nothing but a failure. (George.N.Root 2000).

· Cultural Differences: People from different culture and races often work in a workplace and if they cannot communicate well with each other a conflict will arise. For example, the differences between American, European or Latino cultures are so different that they work significantly different. While the Latino culture nurture’s relationships, the western culture is always over dedicated towards work and time, this leads to a difference in their thoughts and therefore creates conflicts in the workplace (George.N.Root 2000).

Theories of Communication in Workplace
· Critical Theory:  This theory is based on the principle that problems are a common factor in any company. This theory encourages the people within a workplace to communicate not only to their colleagues but also with everyone to deal with all the issues of the workplace. There are two variables of this theories, the managerial department of an office, who make statistics and plans; and the employees who work to bring that plans into reality. According to this theory the upper control; should always communicate with the employers to motivate them and cut down the differences among all to bring out the best success. (Griffin. E. N,1997)

· Post-Positive Theory: Some companies follow the dictatorship policy that is one person gives the order and other follow it. But this might give rise to conflicts if the plans are not communicated well with the employers. Thus, under this theory any plans made by the upper control is discussed in a meeting or via other means and then an order is given for the work to be done. This gives a feeling of equality to the employers and inspires them to give their best.

· Groupware Theory: Technology is developing so fast in recent times, thus people miles away can communicate within seconds through emails or messages. And these technological communicating changes are also noticed in the workplaces. But this might also give rise to problems such as a confidential information might get leaked within seconds through technological communication. Thus, to regulate that technological communication well in a company this theory is established. (Johnstone.k.-2004)

· Information Theory: Sometimes the message you want to convey to your client gets altered by the time it actually reaches the client. Thus, this theory of communication makes sure that there is no rise of any miscommunication and thus the right message is conveyed to the recipient.

Inter-Personal Communication:
Interpersonal communication refers to the communication between two people to exchange information or convey a message. Knowing the right interpersonal skill is important in all sectors. If you cannot communicate in the right manner you message may be conveyed in a wrong way which may give rise to miscommunication. Interpersonal skills are comprised of a large set of abilities; manner of talking, body language, listening to what others are saying and understanding what they mean to say (Ercegovac, Z.-2008).
· Body language: Body language is a means of communicating with your body without actually saying the message. It includes your expressions, movements of hands or head and even your body. This is a commonly used way of communication in any workplace. 
· Active Listening: Sometimes being a good listener is also an important job too. It is not that easy as it seems to be. Because sometimes you might get to listen to the long speech or have an important conversation over home about work, thus listening to them with patience then understanding them is very important.
· Team Working: Teamwork is the most important part of the communication in a workplace. Communication within a team can both be formal or informal, what is important is bringing out the best out of it. Because only a good teamwork can help to accomplish a job at its fastest speed. (Belbin, R.M.2010)
· Personal Presentation: We all are aware of the saying that “First impression is the last impression”. Thus, presenting yourself well in a workplace is an important job otherwise you will end up making yourself a piece of fun for everyone. And to build that first impression well you need to communicate well and present yourself well. (Charles, R. 2008)
· Problem-solving and decision making: It is an interpersonal skill because not everyone can solve a problem and make decisions in critical situations. Thus, this skill makes one unique from other in any workplace.

Written Communication Format:
· Letters and memos: From traditional times letters have been the most common way of communicating with different organizations to share information or even to talk about business contracts. Memos are nowadays a less used means of communication. It is mainly used by small organizations by the managers as data of the investment and profits. (Adair, J.E. 2009).
· Electronic Mail: It is an electronic means of sending a written message. Nowadays it is a more common way of communication of organizations among themselves and with other organizations. Many organizations also use it as a means of advertisement to let people know about their products and system.
· Online Chat: Online chatting is the newest form communication od organization. This enables them to communicate with other firms as well as to customers more easily.
· Business Proposals: It is a written proposal to propose any change for the business to edit or change any system in order to bring out the best. It is usually done by business enterprise while starting a high-quality strategy or project proposals.





Communication Models:
Linear Model: 
In this model, the beneficiary does not take an eager section inside the change system. Recipient inactively gets the message and goes about as told or needed with the guide of the sender.
[image: C:\Users\Bob Wilson\Desktop\communication-cycle.jpg]
Figure: Linear Model
Shannon-Weaver Model: 
In this model, a message begins at a records supply, it is then gone on through a transmitter, after which sent closer to the authority by methods for a sign. Sooner than accomplishing the beneficiary, the message needs to experience without question 'assets of impedance', that is noise. Moreover, over the long haul, it accomplishes its outing spot through the recipient.
[image: C:\Documents and Settings\Andrew.ANDREWS-WORK-DE\My Documents\Handouts\Communication\Communication Models_files\Shannon-Weaver%20Model.gif]
Figure: Shannon-Weaver Model
Berlo's Model:
Berlo makes the message the gigantic detail. The Source-Message-Channel-Receiver show sees that the recipient is as crucial to correspondence in light of the way that the sender and the message, as without the authority there can be no verbal exchange.
[image: C:\Documents and Settings\Andrew.ANDREWS-WORK-DE\My Documents\Handouts\Communication\Communication Models_files\Berlos%20Model.gif]
Figure: Berlo's S-M-C-R Model
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A Source encodes a message for a channel to a receiver who decodes the message:
S-M-CR Model.




