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[bookmark: _Toc39441199]Introduction 
Communication skills are one of the greatest virtues to possess as it helps one to grow both personally and professionally. In the context of today’s global business, individuals often struggle to communicate as a part of a multicultural workspace. This study provides insights regarding the importance of communication skills from a professional perspective. It also discusses the primary barriers to communication. Moreover, the study highlights various kinds of communication skills one should possess. Furthermore, the study sheds light on the communication plan in a workplace setting while providing solutions to identified problems of the workplace. 
[bookmark: _Toc39441200]Importance of communication skills 
Communication is one of the most essential components in an individual’s professional and personal life. It has been evidenced in the works of Haris et al. (2019), due to enhanced communication; there can be improved clarity within a team of professionals. Following are the important facets of communication.
Inform: Information sharing is of utmost importance in the workplace. Any organisation has multiple methods and channels for sharing information. According to Powless and Schafer (2016), sharing information efficiently impacts the process of decision making and problem solving. Thus, with the help of communication skills, methods of sharing information can be improved immensely.
Influence: Any business proceedings require influencing in terms of stakeholder management. In order to gain profitability, an organisation needs to influence their customers as well as their clients (Blewitt et al. 2018). Without the help of communication skills it becomes difficult to use influence effectively. 
Strategic business planning: Strategic business planning is essential for the profitability of any organisation. According to Haris et al (2019), communication skill is essential for developing new ideas for businesses. Business leaders in an organisation engage in effective communication with each other as well as other employees. Thus, they are more aware of their business context while taking decisions for their business. Team members are also able to communicate with each other in order to generate ideas. Thus, it is imperative that professionals know how to communicate within a workplace.
Managing people: Communication skills are an essential component for the purpose of managing people. Managers are able to align their employees with the organisational vision and objectives with the help of effective communication skills. Moreover, motivating the employees for the purpose of increasing connectivity is also a result of effective communication skills. It has been commented by Weldy (2017), in case of an under-confident employee, it is the responsibility of the managers to communicate with the person for the purpose of motivation. 
Business promotion: Promoting a business depends on communication immensely. In the current context of business, promotion includes print media, TV and social media. Each of these media has different modes of communication and target audience. Thus, it becomes extremely important to learn to communicate with a wide variety of audience through different communication channels. 
[bookmark: _Toc39441201]Barriers to effective communication
Language: In the context of contemporary global businesses, there have been professional teams belonging to various language groups. Thus, it is becoming increasingly difficult to communicate within a team. Moreover, as the businesses are functioning globally, their customers and other stakeholders are spread all over the world. As per the view of Haris et al (2019), communication skills become essential in order to overcome the language barrier as communication skills also incorporate usage of non-verbal communication method. 
Environment: Business environment often restrict communication. It has been evidenced in the works of Powless and Schafer (2016), macro environmental factors often impact on the modes of communication adopted by an organisation. For instance, government impositions and regulations provide specific guidelines in various nations in order to establish a code of ethics for communication. Thus, communication skills help in developing a plan for communication in adherence to the existing guidelines. 
Culture: Apart from language, global teams also face the difficulty of multiculturalism. Multiculturalism creates hindrance for smooth communication as people from different cultures have their own modes of communication. As per the argument of Okoro et al. (2017), professionals from eastern cultures believe more in formal modes of communication while professionals from western cultures prefer informal modes of communication. Hence, communication skills inform an individual regarding various modes of communication so that they can effectively communicate in a global team. 
[bookmark: _Toc39441202]Different kinds of communication skills
As human beings possess the fundamental ability to communicate, different methods of communication skills have been prevalent and evolved.
There are mainly two major types of communication, verbal and non-verbal.


· Verbal Communication -
It is the most basic way to communicate for human life. It includes the use of language and words in order to convey the intended message. As stated by Butchibabu et al. (2016), on the surface level, verbal communication implies the form of spoken words only but if we talk about different types of communication, it can be either in the spoken or in the written form.
Verbal communication holds significance in your workplace or in business. Excellent communication skills are required to interact and engage with your clients or colleagues if you are working with someone or managing your own business. 


· Written Communication -
Written communication began as a means of communication 5000 years ago at the least. The ancient people used to write on stones, animal skins or artefacts. From then, language has evolved as well as writing skill in course of the time. In modern times, written communication is formed by writing letters, notes, notices etc. Books and newspapers also play a very important role in this regard. 
As mentioned by Polis et al. (2016), written communication holds a very crucial part in any type of business. It carries a weight of professionalism and etiquette within the workplace or with the external affairs. A written deed can be considered as a solid proof of business or any established entity.


· Non-verbal Communication:
According to Cooper-Duffy et al. (2016), hearing or understanding what is not spoken is the most significant part of communication. Though we all know that verbal communication is important, spoken words play a minor part in the process of communication. The majority (nearly 93%) of communication is non-verbal, as per some research. The distinct ways of non-verbal communication are- 
A. Body language
B. Facial expression
C. Eye contact
D. Pace of speech
Non-verbal mode of communication has an important aspect in business or work as it needs to pay attention to the differences of what people are telling and what they are actually implying. In most cases, if your words do not match with your non-verbal cues, people will notice and it will leave a negative notion of trust and bondship which are very important in any kind of work or business.
[bookmark: _Toc39441203]
Communication plan used in the workspace 
While a good communication between each and every employee in a confined workspace is not an easy task, it is important for a company or business to increase workplace communication for the sake of productivity and improvised performance. There are plenty of methods by which a suitable environment can be created for effective communication. 


· Routine meetings: Managers should set up frequent meetings with the staff so that their ideas, concerns and feedback can be taken care of in order to have a healthy working relationship. As stated by Pandey et al. (2016), this improves the comfort and ease of the employees which directly or indirectly contributes to the better communication between everyone in a workspace.


· Two-way communication: Not only taking feedback from the employees but managers should also lay out some time to give feedback and reviews in return. It helps the staff to work better and to take their boss’ opinion into consideration which can prove to be an effective end result. 


· Tools of communication: There are certain tools or platforms which can be installed for the workers to communicate with each other and work together in case of any given project or assignment. Google Hangouts or Status Platform is one of its kind. This will preside over the culture of communication and encourage the colleagues to work in a thorough and efficient manner.


· Regulation and guideline: As it was suggested by O’Dwyer (2016), frequent and regular meetings and internal communication are equally important as setting up a particular boundary is. Employees may get irritated by constant texts or emails which will result in ignorance. So communicating with the staff is important but within the limit and necessary guidelines should be established according to that criteria.


· Fun activities: It is very essential to create an atmosphere of fun and relaxation within the workspace. Apart from setting the rules and regulation, workers should be engaged in a temperament which will bring the best out of them. Activities, like in-house lunch, group chitchats or even hangouts and parties outside of office hours, as suggested by Sharmen et al. (2020), can encourage the employees and make them relaxed to work in a better moderate mood which eventually will result in fruitful productivity.  
 
· Information and Inspiration: Information exchange is the key motif of communicating. Clarification and explanation of your targets and thoughts are very crucial in a leading figure. As the head of a company, it is important that your workers find your aspirations and therefore the speech inspirational so that they can be influenced to work in a much better way.

[bookmark: _Toc39441204]Suggestions for improvement 
There are various tips and tricks that can improve communication skills but let us all remember the fact that it mainly depends on the interacting and the efforts you are putting in. By improvising this skill at work, your chance of getting succeeded and promotion can be increased to a great extent.  


· To-the-point speech: As per Greer et al. (2020), make your intended speech short and crisp in front of the opposite person. Instead of trying to think long and hard enough about what we want to say, try to establish your point by focusing  on what the other person wants to hear from you. Unnecessary extensions should be avoided, use simple and straightforward words.


· Public interaction: It is very important to learn to speak in public, in front of a large crowd. It certainly boosts your self-confidence and communication skill to a good extent. Public speaking likewise gets easier by time if you keep on practising and polishing. You will slow down your career significantly if you are unable to speak in a group.


· Improve your listening skills: As greatly said by Nancarrow et al. (2016), a good speaker is always a good listener. Listen to what the other person is saying without any haste or judgment. Then take your time not to react but to respond.


· Body language: Body language, as mentioned above, plays a very important role in communicating. Look out for the signs you are giving away that other person may agree or disagree with. Remember that your gestures and postures can be understood too.


· Respect the listener: You should always keep in your mind that only your perspective and viewpoint is not important but the listener’s as well. You should genuinely care about the intentions of the other person which can be done in the best way by paying proper attention to what he/she is saying, as suggested by Ramaswamy et al. (2017).


· Eye contact: Maintaining eye contact implies your plausibility and care for the other person, whether in a group or one-on-one. 


· Understanding your transparency: If the other person fails to understand you, try to rephrase and clarify your speech rather than blaming him/her. You should never stop working on your transparency


[bookmark: _Toc39441205]Conclusion 
To conclude, it can be said that communication bears a crucial significance as  human beings are meant to develop meaningful relationships in our domestic, social or professional life. Whereas communication is a basic part of human nature, it has to be taken to a next level as social practices are gradually becoming market-based. It is important to learn how to communicate with your clients, colleagues or manager in a constructive and positive manner that lies hand-in-hand with the proficiency and responsibility regarding your business. That is why by constantly working on your online and one-on-one communication skills, you can get exposure to the potential of your chosen career that will definitely help in sharpening your future. Communication is not just a mixture of words, but above all, it's the way of how you express yourself in public and thus build your characteristic traits. In spite of all the barriers and hurdles, regular practice and knowledge can improve someone’s communication skills which will directly result in his/her expertise in career and life in general.
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