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Introduction
For an individual team and organisation to succeed communication skills are key (Kinnick & Parton, 2005). Effective communication and team work are vital to preserve an optimistic work environment. With the guidance of the communication methods, the goals and objectives of the company is informed to the members, so that it could be met within the specified team. In order to accomplish the goals and objectives of the company, effective communication skills would be necessary. Employers will without doubt be ineffective in their working environment without useful communication skills. Communication consists of a wide range of different types of methods, theory and models of communication. This report will consist of some of these theory’s and methods, explain their efficiency, and how they can be used in the workplace to expand the level of communication.
Effective communication in the workplace
Management would not perform their jobs and responsibilities to the full potential without good communication. Employers which communications skills are better established, would have a workplace that is constructive, on the other hand, poor communication skills can lead to a pile of problems, where the information can be misinterpreted and misused by the team.
 Organizing requires better active communication with others about their jobs task. Managers and leaders must communicate usefully with their assistants to help achieve the team goals. Written and verbal communication can not be achieved without effective written and verbal communication. Examples of written communication are letters, reports and memo if spoken communication is not an option. 
Moral verbal communication is mandatory for individuals within a business environment, they must use this communication effectively, so the spoken words are understood correctly, and to be ensured that the tone of the voice the words are expressed is used appropriately. Thus, we can say that effective communication is very important for the accomplishment of the organizations. Communication plays a significant role in changing individuals’ attitudes. When the persons are well informed and feel knowledgeable, they will have a healthier attitude. Other forms of written and oral communication are meeting, and they can help in in moulding employees’ attitudes. The worker must be informed what attitude and guidelines they need to follow in the organisation to perform their role in the job proficiently and communicate about any work problems which are present, and grievance to their superior. 
Controlled function of management is achieved by operative communication. Communication clarifies the task that needs to be done, what standard it needs to be fulfilled up to, and how to improve their performance if it is not up to the mark.
Posturing as well as active listening are important components in the field of communication. When nonverbal communication is used from persons it means that they can establish credibility and communicate ideas in a 

persuasive manner. To influence the awareness, opinion and approval of others and to reinforce status within the team, posturing can be used. Identifying markers might include the following;
                    
•	Physical appearance: This can include the way people look, and their physical ability
•	Personal office or space: Individuals can frame diplomas or other subjects to highlight their success.
•	Body posture: This can include eye contact, the direction they are facing, the position of the legs and arms.
The team leaders and management must have a good posture and perform to other audiences to gain their respect and admiration.
Active listening is significant in any organization and requires effort to understand accurately what another person is saying. Individuals need to avoid distractions otherwise they cannot give full attention to one another (McKay, Davis, and Fanning, 1995) There are many factors that apply roles regarding how to advance and obtain the correct material and how much material we actively receive and come across. Some of the barriers to gathering precise information when listening can comprise
                   •	Language Barriers-When the English is not our first language, we might not understand some words, and there will be gap in the information received.
                   •	Emotional Barriers-When somebody is emotional or upset is hard to accept the information that was provided and get a point across. Asking truthful questions calmly, can help the individual to feel more tranquil and accept the information you wish to give.
                   •	Physical Barriers-Change of the environment like noise, hot or cold can draw away our attention to what another person says.
To pick up on what someone is implying during speech to another person, active listening would be a key method and skill. To recover their communication employers must listen prudently and notice the matters of the speaker through his or her eyes before replying (Keagan,1994). Paraphrasing is another powerful skill to show understanding. Paying active attention to information to understand non-verbal and verbal message well, and then check that information in order to ensure a correct understanding is very important in operative teamworking and communication.
Effect of communication on teamwork
Partnership is one of the necessary needs of the expansion teamwork. In the opinion of (Valkenburg, Peter and Walther, 2016) with the help of communication, the level of teamwork has been amplified. This lead 

to the development in the teamwork experienced by the employees working in the company. Communication aids the management team in motivating the workers occupied in an organisation. It has been proven that motivation creates an optimistic impact on the teamwork practiced within an organisation. An effective communication leads to mitigate the issue of lack of sureness amongst the employees. This has been manipulating the level of teamwork in a positive manner. With a large level of confidence, the employees help each other in performing some set tasks and duties. This leads to the development in the level of efficiency of the team performances in an organisation.

Knowledge and understanding of the subject
Management and communication are carefully linked. Communication is the process by which information is shared between two or more people. Managers must be able to accept and interpret accurate information to regulate plans, and they must be able to be executed. When information is correctly sent and delivered, everybody in an organisation can be up-to-date, on the other hand when information is misinterpreted or when the wrong information spreads or its vague, communication can create substantial problems in an organisation. A real-life example following up on this case is:
An employee was asked by client of a big organisation to perform a specific job; the employee asks the client whether he has informed his manager of this entitlement. The client replies that the notice was delivered to the manager. The manager calls the employer and is visibly frustrated he wants an explanation from the employee on why the job was done without his knowledge. The situation with the client was explained and it was found that the client did not inform the manager and provided insufficient information about the case. In this case we can say that the interpersonal communication was neglected. According to Reinsch & Gardner (2011)interpersonal skills and communication represent two distinct sets of behaviour.
Analysys
 Positive impacts on employees’ performances are caused by direct and effective communication methods. Communication in the workplace is necessary for workplace partnership so that organizational function can be effectively conducted. Communication is important for connecting employees in the organizational functioning and for better decision making. If the employees do not have access to information, then their performance might be harmfully affected. Moreover, communication among employees helps in social cohesion and social teamwork as it would help add to knowledge and sharing of opinion.
When exposed communication methods are used, the risk of social conflict can be reduced, and team formation can be eased. For interior communication consists of methods such as discussion, feedback system and 

active listening which is used by employees. Thus, it can be analysed that discussion, feedback and active listening are the favoured methods used for informal internal communication in workplace. Furthermore, from the real-life experience, it has been realised that there are also formal means of communication in the workplace such as email and feedback. Furthermore, it has also been proven that formal and informal means of communication brings assistance in employee collaboration that guarantees improved decision making.  Moreover, information sharing through improved communication also benefits in information attainment and knowledge sharing that aids better employee presentation.
 Practical Application on communication models
For practical application of the formal and informal communication methods, their appropriate communication models in the workplace will be necessary, so that employer and employee presentation and team development can be enabled. 
Practical application of communication methods is required for determining that employees use such methods of communication for informal and official communication. Furthermore, leaders also need to comprehend that such communication methods need to be used that would promote better interface and that communication are clear and exposed. It has been discovered that dissimilar organisation accepts different types of communication models which offer more benefits than others.  
For the foundation of communication, the Shannon -Waver model of communication can be used that conditions there is a dispatcher of information that is spread through a mode of communication. This gets deciphered to become understandable and clear for the receiver (Allen, 2017). The process of communication would be a recurring process which involves feedback and distribution of information between the sender and receiver (Baecker, 2017).
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                                                    Shannon-Weaver Model of Communication 1949
                                                                                                                                                                                                
Schramm’s model of communication comes across to be intricate. Big companies would find use of this type of model of communication. With the implementation of this model of communication, the employees of different departments have been networking with each other in an improved and helpful way. Due to this reason, the information is being traded briefly. This benefits the management team of the company in accompanying and helping them take several decisions in an educational way. Schramm’s model of communication has been used for two-way communication.
                                                            [image: ]
                                                           Schramm’s model of communication, 1954


Conclusion
Employers weak communication skills in the workplace will develop into unenthusiastic staff and they then may begin to question their own confidence and their abilities within the organisation. Workplace communication and performance of employers can be amended with effective communication, and this can have an optimistic effect of the performance of the employees. Moreover, effective communication can increase the employee’s morale, and the total efficiency of the working environment. Good verbal and non-

verbal skills, listening skills, showing empathy, keeping everyone involved, and expectation are skills which are a vital part of the process of communication. The attainment and growth of these skills should be an essential part of the development and success of any business as well as organisation.
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