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[bookmark: _Toc17163251]Introduction:
Efficient communication, along with robust teamwork can lead firms to gain competency in their working arena. The requirement of effective communication can be felt in different fields of business operations. The major reason behind this is it directly influences the employees to establish interaction with the stakeholders, and most importantly, themselves to reach targets (Holmes and Stubbe, 2015). The following study will focus on understanding the role of communication in workplace, in general and for the enhancement of team performance in particular. In this context, several theories associated with the aspect of communication, group dynamics and teamwork will be discussed. Further, a presentation will be delivered in the context of team working. This study will try to gain understanding of different dimensions associated with communication and team working in relation to the researcher’s workplace. 
[bookmark: _Toc17163252]Analysis:
[bookmark: _Toc17163253]Importance of communication in workplace:
Communication can be a pivotal aspect in for any organization to focus on. Effective communication within all the departments of an organization can lead to the optimization of employee productivity by ensuring smoothness in workflow. From a broader perspective, effective communication can provide the organizations with sustainability in the market. The requirement of commutation for handing customer relationship is well established. When it comes to the employees, all of the levels have to be included and the flow of communication has to reach both professional and social spectrums (Eubanks et al. 2016). The social aspect of effective communication is especially relevant because in a free and open work climate, the employees gain the incentive and freedom to be expressive about their ideas, which leads the culmination of mixed-experience based ideas that are unique in approach. In context of the teams, the contribution of effective communication is manifold. 
Defining expectations and building accountability: Clear communication expressed by leadership within an organization enables employees to get rid of their confusions regarding specific tasks (Jiang et al. 2016). Clear articulation of perceived goals can also enable employees to comprehend the expectations that the organization has from them. Facilitation of communication, in connection with the leadership, relates to debriefing on projects, conduction of tem-member surveys etc. However, apart from the professional aspect of communication, initiatives taken by the leader to encourage feedbacks and creation of inter-personal relationship with the employees may have positive influence in the establishing openness in the organizational culture and facilitation of ideas (Jalalkamali et al. 2016). Besides, motivational guidance of the leaders might help employees to reach new goals and in turn, obtain job satisfaction. 
Building coordination and enhancing productivity: The primary condition of building effective teams relates to the aspect of individual contribution of team member in harnessing engaging communication. Besides, it requires a climate, which enables team members to be prepared to listen and learn from the other members (Li et al. 2017). Reaching decisions that would be beneficial for the performance of teams should also be based on negotiation and reasonably convincing the team member for adhering to specific ideas. 
Building of trust: Communication is also essential and necessary from the perspective of building of trust and mutual respect within the workplace. Proper communication can help the staffs and members to address their respective differences and work coherently towards achievement and attainment of the set objectives and targets of the business effectively. In addition when the employees can effectively communicate with the management, it also builds up high levels of trust which is a driving force behind a well performing and productive workforce effectively. 
[bookmark: _Toc17163254]Approaches to communication in workplace:
The aspect of team communication in context of an organizational set-up can be better understood by understanding the team roles and for Belbin’s theory related to team roles can be perceived as effective. This theory recognizes nine possible roles within a team. Among these, two of the roles relate to possible leadership roles and the others include specialist roles. 
Resource Investigator: These individuals are known are harnessing interesting ideas to bring opportunities for the team. Explorative and enthusiastic, these members possess elevated communication skills for creation of new scopes (Jalalkamali et al. 2016). 
Team-worker: The members of the team play a significant role in enabling a team to gel. They contribute significantly to get the job done for the team. 
Coordinator: By creating effective communication with different members of the team, the coordinators establish synchronization and maintain the compact outlooks of tasks provided to the teams (Lehmann-Willenbrock et al. 2016). 
Plant: Generally, creative individuals are found to be suitable for this team role, as the plants are responsible for problem solving within the team (Eubanks et al. 2016). Imagination and power to think freely distinguishes these members as their inherent characteristics. 
Monitor/ Evaluator: This role relates to the role of a potential leader and leadership is one of the major qualities that are required to gain success in this job role. However, strategic capability to evaluate and judge different facets of team operation correctly comprises the most relevant task of the monitor or evaluator. The monitor or evaluator is required to maintain proper sets of communication with all other members in the team which is essential to effectively monitor, supervise and address the team performance or issues and challenges effectively. 
Specialist: The individuals are unique to the team and their most relevant contribution, in connection to the team emerges in terms of their special skills. Their sense of technicality enhances the performance of the team (Jalalkamali et al. 2016). The special skills are required in the context of fulfil some specific specialized roles within the team that mainly includes or incorporates the technical roles and responsibilities effectively. 
Shaper:  these team members are responsible for providing the team with the support it needs to thrive in challenging situations. These members have the capability and potential of addressing the different sets of challenges that are seen to be encountered within the team operations. 
Implementer: The implementers are known to be effective to the team as they come with workable solutions to pursue projects. It is them to provide directions to the team when it comes to the implementation of a drafted action plan. 
Completer/ Finisher: These individuals, as suggested by their names, make sure that after the completion of the project it has been polished and checked for errors. Most importantly, the aspect of quality control, for a large part, depends on the completer or finisher (Lehmann-Willenbrock et al. 2016). The completer must maintain proper communication with other team member's especially the monitor or evaluator for the purpose of identification of errors in the project conducted by the respective team effectively. 
From the above discussion, it could be obtained that there are several effective roles that require adequate portrayal for making a team effective. However, the versatile approach of Belbin’s team roles can also point to the factor that for achieving performance goals for teams maintenance of communication is especially required for the roles of resource investigators, coordinators, team workers, and monitors or evaluators. These roles, by enabling the other members to become up-to-date bout the operations of the teams, ensure elevated team performance and most importantly further planning. Moreover, for all the above mentioned team roles to function effectively, the flow of communication is important and the most practical method to meet targets. 
[bookmark: _Toc17163255]Modes of Communication in Workplace 
There are different modes that can be used or utilized for effective communication in the workplace. These modes have been discussed in details as below;
· Interpersonal Communication: This is that mode of communication in which the people are be exchanging feelings, information and meanings by the virtue of bon verbal as well as non verbal messages. This kind of communication can also be termed as face to face communication. Now considering the perspective of a workplace, interpersonal communication can be considered to be highly important for maintaining the healthy communication channels effectively (J. Burke, and Zhu, 2017). The interpersonal communication also helps the managers to directly communicate with the staffs and employees. Through this communication, it is possible for the staffs and employees in the workplace to effectively communicate or voice their concerns and needs to the personnel in the higher management levels in the organization. Such kind of communication can also be considered to be dual channel communication among the management and the staffs and employees within the workplace. Now explaining in details; such kinds of communication can effectively help the managers to have a proper understanding of the employee concerns, issues and voices and addressing them effectively so that the employee needs and demands can be fulfilled effectively. In addition, through this communication, it is also possible for the management to let the staffs and employees know about the goals and objectives of the business in addition to instilling the confidence and motivation among the staffs and employees to achieve higher levels of performance and productivity effectively. 
· Non Verbal Communication: Non verbal communication typically involves the overall process in which the messages are sent and received without the use of words, in the context of spoken and written. In other words, it is also known as manual language. The non verbal behaviour can help in emphasizing the parts of specific verbal messages that are similar to italicizing for the purpose of emphasizing the written language. One such example of non verbal communication is the use of email for communication of messages and instructions within the workplace. 
· Written Communication: Written communication basically emphasizes the sending of specific messages, instructions and orders in specific writing. The overall writing can be in the form of telegrams, bulletins, office memos, manuals, reports, circulars and letters. Compared to the other modes of communication, this can be considered to be more rigid and formal (Karanges and Lings, I2015). For example; the management can communicate the instructions to the staffs and employees through telegrams, bulletins, office memos, notices and others effectively. 
· Oral Communication: In this kind of mode of communication the overall information exchange is usually done by the word of mouth. Within the context of workplace, oral communication can be effective in communicating the vision, goals, objectives and strategic changes to the staffs and employees within the workplace. Some of the examples of oral communication in workplace include the business meetings, staff meetings, face to face meetings, in addition to seminars, conferences, lectures or speeches. 
[bookmark: _Toc17163256]Conclusion
Communication holds a high significance in a workplace. Proper workplace communication can effectively help in developing a sustainable and highly performing workplace in addition to developing the required workplace culture and environment for achievement of highest performance and productivity as desired. The above report has explained in details the importance of communication within a workplace. The different approaches as well as modes of communication that can be used in the perspective of a workplace environment have also been discussed in the above report. From the report it is evident that establishment of workplace communication can effectively help in building the performance, accountability and productivity that can help a business in achieving the set objectives and goals effectively for future sustainability. 
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