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[bookmark: _Toc8143861]Abstract
The objective of the research paper is to understand the importance of effective communication in the workplace. The literature review of the research paper investigates the significance of the communication in the workplace, concepts of effective communication methods, communication theories and concepts. The purpose and outcome of effective communication is associated with the improve efforts of the employees in order to formulate and implement plans and strategies. The objectives of communication needs in the organization are identified in this research paper in every stage of organization. Moreover, the paper has discussed about various benefits and motives of the effective communication in completing routine activities within the organization. Different types of variables used to measure effective communication such as message delivery time, employee engagement, divisional performance evaluation etc. are discussed to conclude the research project. It is expected that the research paper would be valuable to the researchers and practitioners seeking to improve communication skills and establish effective communication system in the workplace. 


Table of Contents
Abstract	2
Introduction	4
Rationale of the study	4
Aims and objectives of the research	4
Literature Review	5
Research methodology	7
Analysis and findings	7
Secondary data analysis	7
Primary data analysis	7
Recommendation:	12
References	13



[bookmark: _Toc8143862]Introduction
The title of the research is Effective Communication in Workplace. Businesses cannot think of a single day without effective and efficient communication system to communicate with internal and external parties of the business. Effective communication can add value for business and help to maintain continuous monitoring of the business activities. The purpose of the research paper is to develop digital communication skills to maintain responsive communication within the organization. Both primary and secondary research methodologies are used to conduct this research paper. 
[bookmark: _Toc8143863]Rationale of the study
Communication is a very important activity of every organization. Modern business organizations cannot function without smooth and effective communication system. The performance of an organization is now largely depended on the appropriate system. Proper communication system will help to monitor and control organizational activities and ensure goals and objectives of the organization. The significance of communication is increasing over the years in performing organizational activities and being committed with different internal and external parties of the organization. So, this research paper is dedicated to the effective communication in the workplace. 
[bookmark: _Toc8143864]Aims and objectives of the research
· To improve digital skills in the workplace 
· To evaluate importance of effective communication in the workplace
· To develop awareness of the significance of the workplace


[bookmark: _Toc8143865]Literature Review
Workplace communication is the process of exchanging information and ideas, both verbal and non-verbal, within an organization. Effective communication with clients plays a vital role in development of an organization and success of any business. There are a number of communication methods such as verbal communication, written communication, oral communication, face to face communication, nonverbal communication, paralanguage, visual communication, and online communication. They all are used in the organizational context widely. Modern businesses are very communicative to maintain good relations with customers and other related and associated group of parties (DeVito, 2018). By applying Geertz’s concept of culture, it is found that Communication dynamics of virtual team can be treated as a challenge when face to face communication is used to contact within and outside the organization. Face to face communication provides clear expression for judging body languages, vocal inflection, and eye movement. In this theory it is recommended that face to face communication will provide clear, precise, and trustworthy information. As per author’s perception, face to face communication is effective in the functional level of workplace. Organizations shall have several departments and functions under each department. At the same time, an organization must have central administration to coordinate and monitor the activities of the departments. According to Eunson (2007), Effective communication is required to perform operations within several departments as well as monitoring overall functions of the business by the central administration. Without proper and effective communication, it is quite impossible to coordinate and monitor the activities of the organization. Due to significance of effective communication, many researchers define it as core procedures of managing and monitoring other functions of the organization. As per Taylor’s systematic management model, it is stated that communication can be defined as a combination of components such as chain of command, rules, regulations, discipline, and sufficient sources. According to Goodman and Devet (2015), there is a relationship between organizational structure and communication system of the business. According to Ivancevich (2011), organizational structure basically defines communication methods and systems of the business. A company’s organizational structure is designed by its plan and map. Communication must be matched with the established organizational map and structure. Otherwise, the communication system will not work well for contacting with different parties of the organization (Kikoski, 2019). A company chart may be compared to an X-ray showing the company’s skeleton, an outline of the planned, formal connections between managers and employees in different divisions or units. Say for example; an organization is following functional organizational structure for which it requires functional communication system in which employees under a particular department is liable to the immediate head of the department for his or her work for the organization. The departmental head is then liable to the central administrative head of the business (Boxter, 2018). The central head is also liable to the board of directors, shareholders, and debt holders, and other stakeholders of the business. In this way, the organization communicates within the organization. 
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Figure: Downward, upward and horizontal communication
Source: Lunenburg, 2010
Today’s managers use upward, downward, and horizontal communication in forming and establishing effective communication in the organization to contact with different associated parties. Communication in the workplace is tremendously important for every business. Effective communication in the workplace helps to increase productivity and efficiency in operation. The message format must be clear and precise in order to understandable and feasible to all employees. The message provider should concern with the quality of receiver of the message because if the receiver does not understand the message, it will be no in value. In today’s business, effective communication is very important because it leads to the success of the business. Effective communication is something that helps managers and leaders to perform basic organizational functions effectively and efficiently. 

[bookmark: _Toc8143866]Research methodology
Research can be classified based on data collection method such as primary and secondary research. This research has used both primary and secondary data to conclude on the research findings. This research used question method to conduct enquiry to the respondents. In collecting data of the research paper, interview method is followed. This research used both primary and secondary data. I used systematic sampling technique to select respondents for the interview. The employee list of the organization is used to implement systematic sampling technique. Secondary data are collected from various famous and high rated sources, and government and credible websites. The reason behind using particular websites and sources of secondary data is that they are credible, trustworthy, and authorized by the proper authority. 

[bookmark: _Toc8143867]Analysis and findings
[bookmark: _Toc8143868]Secondary data analysis
If we see top 10 best performing companies in United Kingdom, it is found that the companies did well due to their quick responsive communication technology. They are using high tech devices to communicate with the employees and other external groups of people. Effective communication helps them to make immediate decision in order to grab market opportunity. If researcher keeps an eye to the some symptoms of an organization, he/she will be able to understand whether the communication system of the business is effective or not (McFarland, 2014). These factors include delivery time, employee engagement rate, and employee turnover. When message delivery time of an organization is found to be high, its communication system is seemed to be less effective. Poor employee engagement and high employee turnover rate is sign for ineffective communication system within the organization. These factors are very important for understanding effective communication of an organization because they will indicate customer responsiveness and message interchange time. 
[bookmark: _Toc8143869]Primary data analysis
To conduct research on the effective communication in the workplace, it is required to conduct interview with the employees who are closely related to the organizational process and functioning. The researcher has surveyed on 100 employees in order to know effectiveness of the communication system. The research questions and responses by the respondents are analyzed in the following section. 
Question 1: at what extent the communication system will satisfy you in terms of delivering message quickly

Figure: Responses to Question 1
Source: Author’s creation
About 37% employees are very satisfied with the existing communication system of the organization. There are another 35% employees who are also satisfied with the communication system. 16% employees have view the communication system as neutral. As per their view, it is not something to be satisfied and dissatisfied (Mills, 2002). There are almost 12% employees who are very dissatisfied with the communication system in the workplace. As per their view, the existing communication system is not effective for exchanging message within the organization. 
Question 2: to what extent the communication in the workplace is contributing to the organizational performance 

Figure: Responses to Question 2
Source: Author’s creation
74% employees out of 100 have viewed that the existing communication in the workplace is contributing a lot to the organizational performance. They seemed that organizational performance has a direct to the effective communication and the existing communication system is doing the same (Quick, 2012). 13% people are confused about whether the communication system in the workplace is contributing to the organizational performance or not. At the same time, there are 13% respondents who are observed the matter closely and viewed that communication in the workplace is not contributing a lot to the organizational performance. 
Question 3: to what extent effective communication is contributing to contact with immediate seniors or department head 

Figure: Responses to Question 3
Source: Author’s creation
69% people have viewed that the communication system is effective to communicate with senior executive immediately. On the other hand, there are 14% people are confused about the effectiveness of the communication system (Ruonte, 2016). At the same time, there are 19 employees out of 100 who have viewed that the existing communication system is not effective and efficient enough to contact with employees immediately. 
Question 4: to what extent communication helps to monitor and control organizational performance

Figure: Responses to Question 3
Source: Author’s creation
When asked to the employees about the effectiveness of the communication system, it is found that 42% people have viewed that the communication system is helpful to monitor and control the performance of the organization while there are 22% respondents who are confused about the effectiveness of the communication in monitoring and controlling the operations (Ruetz, 2016). There are 36% employees out of 100 employees who seemed pessimistically that the communication system do not help in monitoring and controlling operations. 


[bookmark: _Toc8143870]Recommendation:
This paper identifies different benefits and advantages derived by the effective communication system of an organization. Organization must communicate with different departments and segments as well as with other external parties to exchange message for business purposes. Ineffective communication causes late decision making, poor correction opportunity, and lower performance to the business. Update technology, improved communication devices, and high tech knowledge on communication in the workplace must be provided properly in order to get better output in operation. The importance of effective communication in the workplace cannot be ignored in anyway in the context of modern business. So, it is recommended that to be successful in the business effective communication in the workplace must be ensured. 
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