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Communication is the key to the success of the business. The employees in an organisation must have some crucial communication skills as it is considered to be the cornerstone of the effective working team and leadership. For getting the desired success, the managers and the employees in a company should be able to communicate their ideas among themselves. In the workplace, different types of communication skills are required by the employees, the managers and the leaders for effective communication to make happen (Hall, 2016). Communication is the key to the success of any organisation. All the functional departments of an organisation need to communicate their duties and responsibilities to make the business successful.
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Some of the basic business communication skills that the employees in a company should possess are described below:
Collaboration: Collaboration and teamwork are crucial for the success of a company. Being collaborative in the work environment brings several benefits to the company (Adler, 2016). Businesses are a combination of some teams and the efforts from those working teams pave the way for the success of the business. Better collaboration among the teams can benefit the employers, can carry out some of the best business plans, can form a better marketing strategy that will increase the revenue for the company and at the same time will ensure high quality of product and services. The art of collaboration cannot be achieved easily. It requires some complex set of interrelated competencies among the employees. To be collaborative in an organisation, the employees must be efficient in asking good questions, must have a good listening skill, must be respectful to the contributions and opinions of other employees, must be trustworthy in the work environment and should consider the consequences of their actions and previous (Adler, 2016). 
Public speaking: Conveying the ideas and strategies to the colleagues in a corporate meeting, or a crowded public place or the team members is crucial. The managers and the employees in an organisation or a team should be able to speak comfortably in front of their team members are the managers. Anxiety is one of the most crucial barriers to achieving public speaking skill (Hall, 2016). The team members and the leaders should pick up some of the employees in the team so that they can convey their ideas in front of the other team members. If the team members I am not good at public speaking, the managers can train themselves to develop their public speaking skills. 
Listening: To be a good manager and a team leader, one have to be a very good listener. With good listening skills, the managers can help the employees to become confident as they will feel that they are being valued and respected (Hall, 2016). Listening skills also help the employees to gain new knowledge and information that can help improve their skills and competencies. Moreover listening carefully and attentively creates an environment of enthusiasm and sense of respect in a team and also in an organisation. 
Nonverbal communication: Communication is not necessarily always need to be verbal or written. Managers and the employees can convey messages without uttering any word and just by their face facial expression and body language. The facial expression, gestures, tonality, eye contact, body language, posture and breathing can be a very effective tool of communication (Adler, 2016). Employees can use one of the above mentioned nonverbal ways of communication during the conversation. People with higher emotional intelligence can also be great in verbal communicator. The human resources department of an organisation can play a good role here behaving the employees with powerful emotional intelligence. Later the employees having good emotional intelligence can be appointed in different teams of the reservation so that they can help the organisation to achieve the goals and objectives by performing their respective roles and responsibilities. 
Written communication: Most of the formal communication in the business world and a personal life happens in written format (Adler, 2016). Email communication is a very popular method of communication and it is also considered to be standard and formal as most of the other electronic form of communication is considered to be less formal. Writing emails and other formal documentation requires good written communication skills. Having clarity in the written communication is crucial as otherwise implies will not be able to convey their ideas and message to the opposite party. If any of the emails goes wrong and the message is not properly received by the audience then it can lead to catastrophic consequences for the company. 
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In the workplace, different types of communication skills are required by the employees, the managers and the leaders for effective communication to make happen. Communication is the key to the success of any organisation (Hall, 2016). All the functional departments of an organisation need to communicate their duties and responsibilities to make the business successful. The communication methods that are followed in the workplace are described below: 
Giving the audience what they want: The employees in the workplace should have the ability to understand the mind of the people. That does not mean that the employees need to say what the audience wants to hear. The employees will have to say what they want to say but in a way, the audience is the most comfortable. The employees in the workplace of mine maximum time do that. They change their way of saying something tailoring the message to the audience. This skill of conveying the message to the audience understanding their consequences and capability is known as tailoring (Labrosse, 2018). 
Learning problem-solving strategies: The employees in the workplace of mine are very proficient at solving the problem quickly. The employees in the organisation, first of all, identify the problem then they try to understand what the cause of the problem (Osborne, 2017). Girls day understand the causes the problem they try to figure out the solution to the problem by themselves. If their skills and competencies are not enough to find the solution to the problem, they go for discussing the problem with the person or employee who has the skills and competences to solve the problem. Once the solution to the problem has been figured out detritus implement the solution strategy and monitor them. They try to set up the system for dealing with such a problem that may arise again in future.
Practising emotional intelligence: The employees in my organisation are encouraged to practice emotional intelligence as that will help them to adjust to the feelings and emotions of others (Labrosse, 2018). The employees in my organisation are also advised not to be judgemental. The employees also try to notice and take extra care of their co-workers when one of them is going through some rough time. 
Paying attention to non-verbal communication: The employees are also advised to be proficient in dealing with non-verbal communication. Communication is not necessarily always need to be verbal or written (Kurtz, 2017). Managers and the employees in my organisation understand that messages can be conveyed without uttering any word and just by their face facial expression and body language. The facial expression, gestures, tonality, eye contact, body language, posture and breathing can be a very effective tool of communication. Employees can use one of the above mentioned nonverbal ways of communication during the conversation. 
Being a good listener: The employees in my organisation is good at listening. Listening is one of the most crucial parts of communication. With good listening skills, the managers can help the employees to become confident as they will feel that they are being valued and respected. Listening skills also help the employees to gain new knowledge and information that can help improve their skills and competencies. Moreover listening carefully and attentively creates an environment of enthusiasm and sense of respect in a team and also in an organisation. 
Asking questions and challenging assumptions: The employees in the organisation try to ask questions until they are clear about what the speaker is trying to say. By asking questions the audience can fulfil their lack of information that there be able to use later (Patrutiu-Baltes, 2016). Asking questions may take a huge effort, but the reward the audiences get from the answer to the question is immense. If the question is not asked the speaker, the audience will be left with the lack of information. 
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The success of a business organisation is mostly dependent on the communication skills of its employees. If the communication skills the employees in an organisation and the communication techniques that the business organisation follow are not effective and efficient organisation may need to pay a higher price (Adler, 2016). Communication skills of the employees and the communication technique of the company can be developed by following some of the strategies. The strategies that can be followed to improve communication in the organisation are described below:
Stressing on the development of listening skills: Listening is crucial in building good communication among the teams and in the organisation. But most of the time listening is ignored and is not considered to be a crucial skill that an employee needs to be developed. 
Practising collaboration: The employees' organisation need to be collaborative with one another that will improve the interpersonal skills of the employees (Hall, 2016). Having good interpersonal skills with the other employees and the other members of the group help them to their ideas and strategies more easily. If they collaborate, the person with the least ability to perform well in a public speaking session will also be able to convey his message with less stress. 
Investing in the right communication tool: The external communication tool the employees of a company follow should be a formal one. But the communication tool that the employees within an organisation follow need not to be that much standard and formal (Kurtz, 2017). If the internal communication of an organisation depends on email and social media, there will be a lot of information and messages that will be useless and redundant. And some of the information may be missed out of a crucial conversation or communication channel. 
Practising good written communication: Most of the formal communication in the business world and a personal life happens in written format. Email communication is a very popular method of communication and it is also considered to be standard and formal as most of the other electronic form of communication is considered to be less formal. Writing emails and other formal documentation requires good written communication skills. Having clarity in the written communication is crucial as otherwise implies will not be able to convey their ideas and message to the opposite party. If any of the emails goes wrong and the message is not properly received by the audience then it can lead to catastrophic consequences for the company (Adler, 2016). 
Expanding business vocabulary: Being a  good business communicator requires a lot of vocabulary specific to the industry in which the company belongs to (Adler, 2016).  A large industry-specific vocabulary will help the employees to convey the ideas and messages to the audiences no matter how much complex the messages are. The employees of the organisation need to read industry-specific, magazines and other publications to increase their vocabulary visual activity help them to be a good communicator. 
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Collaboration and teamwork are crucial for the success of a company. Being collaborative in the work environment brings several benefits to the company. Conveying the ideas and strategies to the colleagues in a corporate meeting, or a crowded public place or the team members is crucial. All the functional departments of an organisation need to communicate their duties and responsibilities to make the business successful (Hall, 2016). The success of a business organisation is mostly dependent on the communication skills of its employees. If the communication skills the employees in an organisation and the communication techniques that the business organisation follow are not effective and efficient organisation may need to pay a higher price.
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