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[bookmark: _Toc123906810]Introduction
Having effective communication is important for the success of any organisation. It also leads to increase in workplace productivity and efficiency. This report will highlight the importance of communication in a business setting. Various models of communication will be discussed and critically analysed. Two case studies will be included to evaluate the ways in which it can led to betterment or deterioration of an organisation. For this the companies of Hays Travel and Nike will be chosen and the effect of good or poor communication on them will be discussed. The ways through which issues related to this in the workplace can be resolved will also be detailed below.

[bookmark: _Toc123906811]Importance of effective communication at workplace
Communication is the method through which individuals establish interaction with one another (Nordquist, 2019). The use of effective communication is numerous and varied as it is applicable in every situation, especially in a workplace. The importance of it are as follows:
Improves teamwork
Teamwork is one of the most important aspect of any business. The employees working in a company must conduct their activities in groups in order to meet their objectives. Communication is an important part of teamwork as it helps the workers in coordinating better among themselves.
Enhances organisational growth
Having effective communication among staff helps in growth of the organisation as well as the personal career of the workers. According to Ter Hoeven et al. (2020), this is because the uncertainties and conflicts that may arise in the workflow can be mitigated through communication.
Facilitates innovation
Innovation is essential for any business to maintain their competitive advantage. In order to facilitate innovation, workers require to jointly conduct meetings and brainstorming sessions. According to Kalogiannidis (2021), communication is a big aspect of this, and it also leads to better relationship with the employees and the management.
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Communication models are important for providing reliable inputs for generating a proper communication system as well as delivering effective communication within business organisations. Therefore, every organisation wants to build up their communication system with the help of effective communication models. This model especially works in a receiver-sender system where the sender is accountable for providing a proper communication to the receiver. There are two types of communication models are going to elaborate including the 5C’s of model and Laswell’s communication model. 
[bookmark: _Toc123906813]5C’s of communication model
Clear
Clear communication is the first stage of the 5Cs of model. This process generally used in the sender-receiver system where the sender made several strategies to provide clear communication to the receiver. While delivering the message, the sender should be aware of the reliability or the smoothness of communication. Therefore, it becomes important for them to insist the receiver that the messages are clear to grasp or not (ryansauers, 2023). 
Correct
Correct is another vital stage of this communication model where the sender put more effort to provide effective messages to the receiver. While delivering the messages, the sender needs to be aware of the correctness of the communication process. Not only that, when the sender is delivered any written code or message, the transmission system plays a key role in sending those in the correct format. Thus, the receiver or the reader will find several opportunities to read the message and provide reliable feedback (De-la-Calle-Durán and Rodríguez-Sánchez, 2021). 
Concise
The concise communication model also used within the sender-receiver system where the sender is delivering few or less information to the receiver. Though the sender is providing lesser information, they are still aware of the messages that are necessary for the receiver or not. Therefore, while delivering the message, the sender is cross-checking the impact of the information that they provide to the receiver. On that point, both the sender and receiver will get reliable opportunities to smoothen the communication process. 
Concrete
The concrete communication model is another vital stage of the 5Cs communication model. Here in this process, the sender should be aware of the appropriateness of messages. Though they are responsible for providing effective messages, it still becomes important for them to forecasting the messages that are relevant or not. Therefore, after serving concrete messages to the receiver, it really generates a helpful position to read those messages effectively. Thus, the receiver will get a reliable opportunity and make an effective decision-making process within the organisation (Vecchiolla, 2021). 
Courteous
Courteous is the final stage of the 5Cs of communication model. Here in this process, the writer or the sender needs to be polite while delivering the message. This factor mainly implements within the organisation where the leaders are trying to remove their staff due to any reason. Therefore, they need to be aware of this situation and provide several valuable strategies to retain their employees and generate reliable opportunities within the organisation. Based on that, the courteous model mainly creates a balance between sender and receiver to execute the work effectively and maintain a good working environment within the organisation (broadridge, 2023). 
[bookmark: _Toc123906814]Laswell’s communication model
Laswell’s communication model is another vital communication model to visualise the process of an effective message that is generated through the proper channel. The sender-receiver system is mainly responsible for implementing this model with the help of a transmission channel. Here in this process, several factors need to be considered as who sends the message to whom in which channel and what will be the effect. Therefore, for making a proper communication process, Laswell’s model might be the proper way to convey the message from the sender to the receiver in a proper format. 
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Hays Travels is a tourism organisation based in the UK (Hays Travel, 2023). It is regarded as one of the best companies due to the work culture that it has established based on effective communication.
Award winning employer 
Hays Travel has been awarded as the best employer in the UK and have received award for this purpose by Sunday Times’ (SunderlandVibe, 2020). This has been due to the work culture it has established that encourages communication among the employees and the management. The feedback provided by the workers about the company is exceptional due to its strategy of prioritising the wellbeing of the employees. This have resulted in the work atmosphere being positive and innovative.
Organisational growth
Hays Travel have prioritised effective communication right from the start and this have resulted in strong organisational growth. Due to it culture of productivity, the company have been able to expand its operations and acquired other companies like Thomas Cook Group (BBC, 2019). Even in this acquisition, Hays Travel prioritised saving the jobs of employees above all which further streamlined communication in the newly formed entity. This led to enhancement in the trust between the staff and leadership.
Wellbeing over profit
The founders Irene and John Hays understood the value of communication and good relationship with the personnel right from the initial stage (Ford, 2019). They have prioritised the wellbeing of the people working for the organisation before profit. Although this might sound counterintuitive, this has led to fast growth and development of the company. 
During the pandemic
The global pandemic that started in the late 2019 have made it critical for the tourism industry to conduct their business operations. The lockdowns initiated led to heavy loss of revenues and there way severe job cuts across the industry. Hays Travel was one of the few companies that was able to maintain buoyancy in their business and recover from the downfall much quickly. One of the major reasons for this is the work culture the company maintained. Even in the phase of the pandemic, the company maintained communication among the employees and the leadership. This led to the business being able to frame strategies for recovery and growth (Smith, 2020). 
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There are several forms in which the communication process is hampered within the workplace as well as affects Nike such as-
Lack of collaboration
Nike is one of the leading sports brands in the UK for their qualities and facilities to the customers. Alternatively, in recent times, the organisation is dealing with the communication issues. Though the organisation is renowned for creating good quality sportswear, it still unable to find the right sponsors that are going to increase its brand’s image effectively. Therefore, gradually it becomes difficult for the organisation to run their operation smoothly and hampering productivity (Slotosch, 2022). 
Lack of employee engagement
During recent times, Nike is unaware of finding the suitable leaders who put more effort to hire potential employees within the workplace. Though the organisation is responsible for providing quality-based products, it still creates an issue for them to get proper employees by smoothening their communication process. Therefore, it becomes a real threat for them to maintain their production rate higher and deliver reliable opportunities within the workplace (Dai et al., 2022). 
Discrimination
During the year 2018, the female workers spoke out about the impact of male-dominated culture which causes gender inequality and discrimination within the workplace. Therefore, it literally generates a real-time problem for them to maintain the relationship between men and women. Based on the issue, the organisation is also unable to work with renowned brands. Thus, it really becomes difficult for Nike to provide reliable experiences and gain a competitive advantage over its competitors. 
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The importance of communication in workplace is multifoil, but there might be certain issues that can arise in this and must be mitigated. This can be done by following these methods:
Setting ground rules
Before communication can be establishes, there should be certain rules established by the organisation which can act as guidelines. This is sort of a preventive measure that will help in letting the people know about the things which are acceptable and the ones that are not. According to Siegel and Nagengast (2019), this can be advantageous as this will be able to prevent a lot of future conflicts that can might arise. 
limiting the use of communication
One of the most important aspects of communication is that it needs to be conducted by factoring in its quality. This means that it should not be wasted on useless and unproductive meetings or collaborations. The effectiveness of good communication only works if its use is properly utilised for productive and necessary requirements. 
Active human resource
 Human resource of an organisation oversees diffusing the issues related to employees and their wellbeing. According to Macke and Genari (2019), any communication issues that might manifest can be mitigated if the HR of a company takes initiative to solve it. There should be a proper mechanism present in the organisational strategy to resolve communicational conflicts.
Positive work culture
Work culture plays a significant role in the relationship between the employees. Having a positive work culture can make the workers capable enough to resolve any conflicts by themselves. Culminating the values of cooperation, teamwork, and harmony in the workplace culture can help in reducing the frequency of communicational issues arising. This is because, through this the workers can learn to accommodate each other’s views and work process.


[bookmark: _Toc123906818]Conclusion
The whole report has discussed the significance of effective communication within the workplace. While discussing about the topic, the report has forecasted the areas where effective communication that might be beneficial within the work field. After that, the report has demonstrated two models of communication including the 5Cs of communication model and Laswell’s communication model and their importance for smoothening the messaging process. Along with that, the report has also elaborated on the importance of business communication within Hays Travel and its effectiveness in enhancing the communication skills. Furthermore, the report has forecasted the issues of poor workplace communication by providing relevant issues of Nike. Finally, the report has analysed several ways to resolve the workplace communication issues within the workplace. 
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