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Introduction

Why is communication important within a organisation? This report is going to break down the why effective communication is vital for a organisation, especially if they want to continue being successful. Communication is considered as the most important aspect for any business.
In this report you will see and understand the importance of two-way communication. You will see and understand why the employees voice is crucial within the organisation and the importance of the consultation.
I am also going to tell you key reasons why non-verbal communication in the organisation is essential and the effectiveness of it.
Through the report I will explain and show effective methods of communication in an organisation, I will explain why you need communication and how communication breakdown could be a downfall for the organisation.



Effectiveness Of Communication
Effective communication is vital to any businesses/organisations and can assist it in many ways. Communication plays a role in employee management, product development, customer relations – basically every aspect of a business operation. Employees are a key audience because they work as a channel to other audiences. If employees are informed and engaged, communications with other constituencies are likely to be strong as well, so everything will be formed well as a unit.
Effective communication is something which helps the managers to perform the basic functions of management like - Planning, Organising, Motivating and Controlling. Communication skills whether written or verbal form the basis of any business activity. Effective communication is the building block of an organisation and without good communication the organisation would eventually disintegrate. No organisation could exist without good communication. 
Effective organisational communication will lead to strong effective teamwork and the ability for employees at all levels of the organisation to work together to achieve company goals. In addition, effective organisational communication will provide employees the knowledge, structure and positive work environment they need to feel comfortable dealing with conflict and resolving issues effectively.
Good business communication is the starting point for employee motivation. Effective communication in the organisation has a number of positive affects both internal and external. For employees, knowing what their job means to the overall performance of the company is important, as is receiving timely feedback on performance and the information and training needed to do their jobs. Communication in different forms can guarantee that employee needs are being met and that they have the mandatory information required to remain productive and motivated within the organisation. Successful businesses understand the power of positive communication in the organisation. 
This shows that if Sarah Davis doesn’t continue to use effective communication through out her business the structure will start to collapse, employees will begin to lack information needed. Without solid communication Sarah’s business will decline.



The Importance Of Two-Way Communication
Two Way Communication system both the parties exchange information that acts as an acknowledgement of message to each other. It means that the sender sends the message to receiver and the receiver sends back his response or reaction to the sender. Here the feedback acknowledges that the receiver has received the message sent by the sender.
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Many businesses/organisation services rely on two-way communication systems to stay in touch with their employees on site and in the field. Some of the most common examples of two-way communication systems are the radio, telephone, and computer-aided dispatch systems. 
It isn’t necessary for both the sender and receiver to be present at one place while communicating, e.g by sending messages, phone call, walkie talkie etc.
There are a lot of benefits when it comes to two way conversation:
1. Ensuring Smooth Flow Of Conversation – The receiver can directly express his/her response with regard to the message received. As a result smooth flow of information occurs in both direction.
2. Providing Acknowledgement – Sender sends information to the receiver and receiver gives his response or answer to the sender. Shows how two-way communication acknowledges the reception of message by the receiver.
3. Implementation Of Directions – Superiors within the workplace convey a variety of orders, instructions etc. to the subordinates. If they fail to 8understand any order, policy or instruction, two-way communication allows work colleagues to ask for further clarification. Therefore it helps implementation of the superior’s instructions.
4. Encouraging Suggestions From Employee – In order to improve organisational plans and policies, management should encourage suggestions from subordinates.
5. Increasing Job Satisfactions – It provides employees with a means to inform their superior’s about any complaints, feelings, attitudes, opinion and interests. Superior’s can then take necessary steps for the well-being of the employees. As a result, job satisfaction of the employee increases.
6. Creating Congenial Relationship – Two-way communication makes it possible for congenial relationships between workers and management to achieve organisational goals. To create such a relationship management must listen to the employees views.
7. Overcoming Ambiguity – Two-way communication is very useful to overcome any confusion regarding to the message as it allows the receiver to convey his response.
8. Creating Democratic Environment – Communicator and the receiver can both express their ides, views and feelings freely.
9. Creating Informal Relationship – It enhances informal relationship between sender and receiver. As it allows both participants to exchange whatever they think, they can develop a sense of mutual understanding which leads to a better relationship.
10. Increasing Effectiveness Of Communication – Through two-way communication, both parties can evaluate each other’s opinion and thus can increase effectiveness of their communication.
11. Increasing Efficiency – In this communication, the receiver can seek clarification and analysis of sender’s message that ultimately increases his knowledge, understanding and efficiency.

Effective Methods Of Communication
Sarah Davis needs to understand that having effective communication skills is the key to good leadership. Good communication is what separates a poor leader from an exceptional one. Sarah Davis should realise that when you start to communicate well with you team it helps remove any misunderstandings and can uplift the workplace to where it becomes a more healthy and peaceful work environment. Efficient and open communication with your team/work colleagues will also allow you to get work done professionally and swiftly.

· Open Meeting – Allows you to communicate your passion, plans and how you feel about the workplace to your team via open meetings. This way they won’t only hear what you say but they will also see and feel it.
· One on One – Is effective because when you take an employee aside and talk to them on a one-on-one basis some people tend to understand better. Maintaining eye contact ensures that the message sinks in.
· Emails – Communicating via emails will enable you to pass and receive messages to members of your team without any colleague leaving there workstations.
· Listen to Your Team Members – Communication is two way. Don’t be a leader who just talks without listening to anyone else. Encourage them to open up so in the future you are well guided when communicating with them.

The Significance of non-verbal communication 
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