What makes effective communication in workplace?  
Effective communication in the workplace  is not just relaying information to a team member ,but  explain it in a way they understand. The receiver also focuses  on gaining the entire meaning of but the conversation and makes the other person feel hears and understood. Therefore communication is very important and we need to communicate  while you in the workplace it is something you must do it is not a choice as to show you listening or they are listening to you effective communication at work can be useful for individuals ,teams  and businesses .this shows why communication is important in the workplace and how to start building your and your teams communication skills today .Communication is also a key for better team collaboration and cooperation .Ultimately effective workplace communication helps drive better results for individuals ,teams and organizations. Specific  as a manager ,building good communication skills has profound short and long term benefits an effective communication is able to motivate their team .
There are few  types of communication effective in workplace 

· Leadership communication 

Leaders often deliver one way communication to their teams. The goal may be to inform or update such as a new company policy or a change in direction. Leaders also often communicate to persuade  , encourage,  inspire   commitment. They often communicate through stories more than data.

· Upward communication
Managers and team members often have to communicate with their own managers and with other leaders who are not in their direct chain of command these may take the form of memos /email report and so on these are the types of communications should be considered more formal.


· Updates 
Since they brief by nature updates often fall short of being a type of strong communication. Use a visual tracker or dashboard to carry the load and save your verbal or written commentary for drawing the audience attention to what is most important what requires action or further involvement


· Meeting 
Meetings whether large or small ,are a critical part of workplace internal communication startegy .They also one of the least understood and most overused types of communication .Effective meeting build between teams and can quickly communicate information that would have a high potential to be misunderstood. The best meetings are highly collaborative and leave participants feeling energized not drained
Costumer communications 
Communicating with costumers can run the entire company  from face to face virtual spoken or written formal .In general all of the considerations of communications among employees  go double for costumers .Be deliberate and plan and create a positive impression for the company snd the product 

I think that we should know the difference between success and failure as in bulbin tuckman theory tells us how a team role can be defined as a tendency to beahve ,contribute and interrelate with others i think this shows everything that we need to be able to communicate as i had experience in my work before the managers we was not allowed to talk back example they give me a task without expaliningn what to do  or so  because of that i did not know what to do i ask and it was very rudness i came across so therefore this became a thing to me where i strated knowijg how to be able to handle the matter whichb was the most correct way i had to tell them im leaving the job with no drama just left .In life not evryone you see or talk to will be nice so certain ways to deal woth a person not be violence or say bad word to them  but speak to them and try resolving the matter together as a team .
Listening is twice as important as talking and one big important part of effective communication in business. Listening should not be taken for granted practicing active listening can build respect with your colleagues and increase understanding in the workplace .As you actively listen ,focus on the speaker when listening you do so to understand first and not to reply .When replying ask appropriate questions and rephrase what you hear from the communicator to show that you have been listening. Empathy is the ability to understand someone else feelings as if they are your own .While it can be challenging to know exactly how someone else feels to be try. Empathy also involves communication understanding other people views even if you dont completely agree with them .To be an effective communicator .Acknowledge other points of view every person has a unique background and perspective  from which they see the world .Be more effective in your communication when you can acknowledge the perception of the others and to respond appropriately to their feedback also paying attention is key to effective communication example when someone is speaking give them all your attention and acknowledge that you hearing .Tone voice is another great example why we should watch our tone the way you speak to your colleagues  your tone voice can have a significant impact on how others interpret what you re saying 
Meeting with colleagues create a structured opportunities for your employees to collaborate  through activities  in meetings group  as it  will help someone who is  behind and needs catch up knowing when  to be  effectively communicate at work can help you reduce miscommunication ,increase team happiness and trust and to be determining the best meaning of communication helps make it effective and saves time ,as meeting could be time consuming compared to be sending emails or calls your body language is a very important it should reflect the intent of your communication just as the words you say if you want to be heard respected and understood .Body language is an important part of communication with others here are some examples for using body language to make conversations feel safe ,open and comfortable .It may be challenging to control certain nonverbal cues especially if you struggle with emotions tied to the conversation












