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[bookmark: _Toc531300049]Introduction
Workplace communication is the process in which one person or groups of person send message or information to another person or groups of person within the organization and it can in different form like text messaging, emailing, voice messaging and so on. It increases the productivity and effectiveness of the organization. Strong workplace communication increases the experience, knowledge, productivity and commitment to the organization of employees if they had capability of communication up and downs of the company (Alcorn, 2016). This assignment will contain the meaning of workplace communication and its importance, performance. It also includes the effectiveness verbal and written communication in the workplace.

[bookmark: _Toc531300050]Real Life Work Based Communication Examples
Effective team working and communication will build up a favorable work environment that will increase the productivity of the organization and increase the efficiency and effectiveness of the organization. Favorable working environment means that employees of the environment will be able to interact with public, customer and parties of the company (Alcorn, 2016). Some of the real life experiences are given bellow:
Competitive advantage: Strong workplace communication provides competitive advantage to the organization. Strong Communication system transform the company into more advanced position and this position help the manager get the representative who is able to talk with different parties of the company.
Strong bondage: A strong connections is developed within the organization by the strong workplace communication system. Strong connection builds up an association of key partners of the business organization and makes strong bondage among them.
Trust building: Effective communication system in the workplace can help the collaboration and systematic administration system within the organization. Effective workplace communication system builds trust among different parties and colleagues within the organization.
Workers productivity: If the workers have ability to communicate with ups and downs within the organization they can exchange different information easily and it make them more efficient and committed to the organization that leads to higher productivity of the workers.
Employee job satisfaction: From the real life experience, strong workplace communication system increase the job satisfaction of the employees and it makes them committed to the organization to achieve the goals of the company (Charity, 2018). In this working environment, the employees feel them empowered when the top level managers listen to them and respond to them.

[bookmark: _Toc531300051]Workplace Communication Dynamics
Workplace communication is the process in which one person or groups of person send message or information to another person or groups of person within the organization and it can in different form like text messaging, emailing, voice messaging and so on. It is process of exchanging information, ideas, views and it may verbal or non-verbal within the organization. Workplace communication is very important for the company for better performance of the company. An organization perform its operation through different types of people from different society, different culture and from different background (Cole, 2017). In order to combine all the activities of all the employees, strong workplace communication system is essential. Workplace communication may verbal communication or non verbal communication. Verbal communication means the face to face communication with each other and the non-verbal communication may be of communication with body language, facial expressions, conversation over phone or written conversation.
Effective workplace communication system leads to better performance by ensuring the achievement of the goals of the organization. It creates a working environment which makes the employees of the company efficient, productive and committed to the company that leads the more productivity and efficiency of the company.
 If there is gap in the communication system, there may arise confusion that make waste of time leading to inefficiency and unproductively of the company (Charity, 2018). Effective team working and workplace communication system reduce this communication gap by connecting all employees in a communication system. Any confusion, misunderstanding and friction among employees can be reduced by effective workplace communication system.
In order to achieve the common business goal, the top level manager and lower level employees should have strong communication system where they can interact with one another easily using verbal and non-verbal communication methods. As an organization perform its operation through different types of people from different society, different culture and from different background, there should have cross cultural communication system to prevent barriers and difficulties and ensure proper interaction system.
[bookmark: _Toc531300052]Work place communication Implications
Proper workplace communication leads the better performance of the business organizations. You should ensure that everyone feel heard what you want to communicate with them. Otherwise it will not be fruitful for you. Communication should be clear and directive. Good workplace leads to good performance of the organization (Dwyer and Hopwood, 2015). If the workplace communication system is inappropriate, too little or incorrect then everything can be fall apart. So, workplace communication should be clear, proper, correct and to the point. An effective and proper workplace communication system leads to:
Employee satisfaction: A strong communication system make the employees feel them secured because they can interact with their superior and they feel that they are getting true and up dated information and they can share their ideas and views with their superior and it makes them satisfied to the company. Job satisfaction increase their productivity and efficiency that leads to the higher productivity and efficiency of the company.
Customer satisfaction: In an environment of strong communication system, employees can easily interact with the customer appropriately and the customer are satisfied with the good experience of good interaction of the employees (Dwyer and Hopwood, 2015). Employees of the organization interact with customer professionally which make the customer happy to the organization and they become loyal to the company and leads to the success of the company.
Employee commitment: In a proper communication system in the workplace, a positive environment is created for the employees which increase their commitment level to the company and it increase their productivity to achieve the goals of the company.
Loyalty and motivation: When the lower level employees feel that they are secured and can share their ideas with their up level managers, they feel motivated and become loyal to the organization (Ettinger, Perfetto and Ettinger, 2007). Increased motivations and loyalty of employees leads to better performance of the organization.
Less absenteeism and turnover rates: A strong communication system make the employees feel them secured because they can interact with their superior and they feel that  they are getting true and up dated information and they can share their ideas and views with their superior. It reduce the rate of absenteeism and turnover rates leading to higher productivity of company.
[bookmark: _Toc531300053]Effectiveness of verbal and written communication methods and theories within workplace
Effective communication is the foundation of the management and business process. Communication is the process through which one send message, articles, files, documents or other information to another person. Communication is broadly categorized into verbal communication and the non-verbal communication.
Effectiveness of verbal and written communication: when the communication is formed through exchanging letter, documents or face to face it is called verbal communication. It is also called one to one communication (Haas and Bakke, 2013). This form of communication is most effective, easy to understand and permanent in nature. There is less chance to misunderstanding in this communication system. Effectiveness of verbal communication system in the workplace are given bellow:

[bookmark: _Toc531300054]Importance of appropriate ways of communication
[bookmark: _GoBack]Appropriate ways of communication are crucial for the better communication within the organization and combine all the activities of the employees of the business organization. Whatever the methods of communication it should be appropriate for the user and for the situation. Intended message should be clear to user to understand and receive the message. There are different types employee from different culture, norms, background, society with different vies and beliefs. So, ways of communication should be effective and appropriate to transfer the message to intended users.
Inappropriate way of communication leads to misunderstanding among the users of the information delivered. Poor communication is the result of inappropriate communication methods.
 According to research conducted by garners a poor communication is responsible about 70% for the majority of mistakes of the business organization (Moritz, 2014). Good and proper communication is not only the daily communication but also it enables the workings of different geographical areas.
An effective communication with appropriate way of communication makes the employees of the organization morally strong. According to Gallup’s research conducted on the America work place, only 13 % leaders of the company maintain effective communication and it is said by their employees.
Effective communication also increases the collaboration among employees to their colleagues which build a relationship of trust and understanding among them leading to strong bondage within the organization. Besides these employees feel comfortable to share their ideas, views with others in the workplace which develops innovation for the organization.
An effective communication in the workplace builds a transparent working environment (Moritz, 2014). In the strong communication system in the workplace, the manager shares the success story and company goals and strategies with their subordinates and other employees that make them motivated to achieve the goals of the organization.

[bookmark: _Toc531300055]Conclusion
As this assignment explained about workplace communication and its importance, we can know different things of communication and their effectiveness in the workplace. We also can know about different forms of communication and the importance of workplace communication in the achievement of the goals of the company. In an effective communication system, there is strong upward communication system and down ward communication system where both of the managers and the employees can easily interact with each other. The employees of the business organization become more efficient, productive and committed to organization and they provide their best effort for the achievement of the goals of the company.
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