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Introduction:
Communication skills play a significant role in everyday life this is because communication is the process in which relations are established, sustained, altered or terminated through the rise or decrease of meaning portrayed through a message. The foundation for communication falls in the mutual existence with others having a value consensus that enable individuals to have shared meanings and experiences (Hurn 1937). Moreover, communication skills enable us to know the behaviour and characteristics of others thus giving us an idea on how we can handle people in the workplace, avoiding any signs of disorder. This report observes the importance of effective team building and communication in the workplace, as having good communication skills is the key ability employers look for in employees as it shows confidence and the ability to convey a message productively. The theories behind the communication cycle is discussed the prime being the Shannon and weaver model (1949), which is a mathematical explanation to how we communicate with each other however there are some limitation to their work as discussed by Gensoko (2008). In addition, the report analyses the importance of language, tone and level of formality which are factors that are used to distinguish the difference between good and bad communication skills within an organisation. Furthermore, the effectiveness of verbal and written communication is discussed as these two types of communication is used in the work place and without the effective use, it can cause the fragmentation of a company. The report also looks at effective team building and how this is a substantial factor needed in the workplace for it to run smoothly (Adair 2009). As without this, the idea of missed communication can affect the working environment and cause conflict. 
The relevance of the communication cycle in effective management:
Effective communication is vital to a company in accomplishing their aims and objectives. It is the managers obligation to have durable communication skills as it helps them to perform their roles and duties for the progress and prosperity of the company (Roselyn 2015). Communication involves individual’s contribution in conveying the information in the communication cycle, therefore by acknowledging the communication process can lead to prodigious communication. for example, internal communication is central in attending the apprehensions of staff and customers as it enables the adaptation of ideas, information and decision making.
Using the Shannon and weaver (1949) communication model, which gives us a mathematical insight on the communication cycle (Chapanis 1951). Their theory is typically denoted as a ‘transmission model of communication’ whereby their work focuses on finding ways in which networks of communication could be developed proficiently. The model involved fragmenting information processes in to sub-processes enabling them to assess the efficiency of several communication networks and encryptions. To initiate a communication process, there should be an information source which encrypts messages and transmits them through a signal, which reaches the receiver, who translates the messages, this is the destination point where the receiver can give a response to the information and whether it has been comprehended or not (Leydesdorff et al 2017). This method helps make communication effective as the correspondent can evaluate the way they have transmitted the message and they are more aware and recognise if there are any problems. Albeit, this model is useful in understanding the initial transmission of communication, Genosko (2008) believes that the models neglect a few features, one being the order in which the signals appear in the model, she adds the point of who “distinguishing between those who affect the content of messages as opposed to those who handle the messages without modifying it.” Therefore, the Shannon and weaver model fails to acknowledge this distinction effecting the encoding and decoding of signals.
The importance of tone and language and level of formality:
It is important to have an established shared norms and value between the managers and employees. This is because it enables everyone to know their position in the establishment (Weske 2007) To achieve this mutual understanding is essential to use different forms of communicating (George 2009) for example, using the appropriate tone, language and level of formality. Tone of voice is important both when managers are speaking to employees vice versa, as well as employees to customers. Within a company the team members tone of voice needs to be attentive, polite and professional invariably. (Adair, 2009) This is important because it create a comfortable environment for the workers to work in, therefore this means they are more likely to enjoy working and they are committed to what they do thus they may work more efficiently. It is also important that managers are not arrogant and over bearing towards the workers as this can create an unsettling atmosphere for everyone and can lead to a revolt from the worker due to this mistreatment from the managers (George 2009). Furthermore, the tone of voice between employees and customers should be friendly, enthusiastic. This creates a welcoming environment which makes customers want to come back. As well as tone of voice language is conspicuous when examining communication skills. Language should be formal; good grammar and easy to understand; to have good communication skills one must avoid using derogatory language and discriminating, prejudice language as it be offensive and can cause conflict within a workplace. 
Level of formality is the different forms of language for example, informal and formal. It is vital to know which one to use in certain situations as language that would be appropriate in one context can be unacceptable in another. For example, using colloquial language such as “init bruv”, at work, to a manager would be inappropriate however this is acceptable when talking to a friend. Colloquialism is a form of informal language which captures the flow of urban everyday speech and is accepted if the meaning of the words used is clear. In contrast, formal language is firmly used in institutions such as, businesses and education. This involves complex grammatical sentences and advanced vocabulary. This level of formality is important in the workplace because it shows a sense of professionalism and competence, which helps create a successful working environment.

The effectiveness of verbal and written communication:
Within an organisation it is important that the members have an established communication foundation whereby the mangers aid the staff in developing both verbal and written communication. This aid enables the staff to perform their roles adequately due to the high level of support and encouragement, additionally, increasing customer satisfaction therefore improving the company’s efficiency. In an organisation selecting a relevant form of communication to use is significant because it expresses the relationship structure within an establishment (Rosalyn 2015). This idea looks at the ways employees and managers communicate with each other. The types of communication that are utilised in the workplace are: written communication; verbal and non-verbal communication. Verbal communication consists of the spoken word, this is the way we talk using words to communication messages to other people. For example, when using verbal communication at work we need to make sure that we speak clearly and fluently as this allows other people to understand what you are trying to communicate to them (Rosalyn 2015). This is significant because without good verbal communication it can lead to conflict and frustration if one does not understand what is being translated. On the other hand, non- verbal communication means translating information without speaking. This form of communication allows you to connect to people on another level. It consists of body language, eye contact, gestures and facial expressions, this can be an influential implement to successful communication. This allows us to read someone’s true meaning, intentions and attitude, which they may not always be portray through verbal communication nevertheless, it can be very evident in their non-verbal communication. For instance, an employee’s body language can contrast with what they are saying, an example could be, a manager asking a staff member to put out stock on the shop floor, the employee may say yes happily however, their body language may show that they do not want to do this work, this can be shown in the way that they may work angrily to the stock room showing that they do not want to put out stock. Written communication involves reports, forms and emails. This must be clear and grammatical, avoiding the use of colloquialism. Written documentation is significant within an organisation because regular analysis of staff performance., Staff commentary about their working conditions, and customer concern or appraisal. Nonetheless, this can also be done through verbal communication, this implies that both forms of communication can be interconnected, thus should be used in the workplace as they are alternatives of each other; if one form does not work then we can use the other to translate the same messages.     


Team building
 Effective communication is necessary in working conditions as assists managers and employees in forming highly competent teams. This lays out a foundation of trust between the workers and management (Hurn 1937: 146) as well as eliminating futile competition within sectors by helping to promotes cooperation and working harmoniously (Adair 2009). The consequence of a team that works collectively are increase in productivity, integrity and accountability. This is important because it means that managers can correct and help workers who make mistakes without generating an antagonistic working environment. Also, with managers and employees communicating this can create a positive relationship that substantially benefits the business. 

Case study: example of missed communication
A new staff member orders their uniform and hands in the form to office, it is the team leader responsibility to send out the form swiftly to allow time for the uniform to come in good time and to let the new staff member know when the uniforms been delivered. However, this simple process led to conflict due to miss communication between to colleagues.  
After waiting more than 3 weeks with no idea of when the uniform was going to arrive the new member raises an enquiry to the team leader about the uniform. The team leader fails to give an adequate explanation as to why there has been no notification on the status of the uniform. Therefore, the new member takes it upon themselves to communicate with the manger instead to address their concerns about the uniform. The outcome was the manager spoke to the team leader addressing the uniform issue, this lead to the manager placing the order instead thus ending the conflict; two days later my new uniform arrived. This is an example of how missed communication in the workplace can cause conflict and an unsettling environment to work in. Consequently, having good communication is important as everyone gets an insight on what is going on, so they do not feel like excluded, thus building confidence and trust within an organisation.

Conclusion
This report has observed the importance of having a strong communication system in the workplace where everyone knows their roles and responsibilities as well as being able to work together to a common shared goal of wanting to develop a company and making it successful. This is done through good communicating between both the managers and the workers. Using the correct language, tone and level of formality helps create a strong health relationship within the workplace and a sense of professionalism and confidence.  as this allows successful development in a company. This can be done using verbal or written communication which are the two tools for communication taken place and due to the similarities between the two types of communication both can be used effectively.  In addition, using the Shannon and Weaver model (1949) we can see how communication is transmitted and how the messages received cause responses. This is useful because it shows the importance of communication skills in workplace, as it is a process that happens which affects the way we act. 
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