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[bookmark: _Toc534844421]Introduction
Without communication, it's not possible to interact with different people and express the feelings. Effective communication reduces the gap and increases the success factors of a man personally. Communication means all about the conversation of two or more person by using different forms like oral, written or facial expression. Workplace communication is the most important factor that helps to increase efficiency and bonding with different individuals (Baines, 2013). 
Currently, I am working at a management consultancy firm and I need to make communication with different people at my workplace. It helps to increase my bonding with others and maintain my activities in the systematic process. Formal and informal both types of communication are used at my workplace but mostly written communication is the most secured one that is maintained for professional activities. In order to accomplish the communication process, different types of models are used to perform all the things accordingly. 
Communication plays an important factor to reduce the gap and conflict in the workplace. However, lack of communication is also making it difficult to achieve the goal of the organization. I will discuss different factors of communication in this report and how it helps me to perform my activities on a time basis. 










[bookmark: _Toc534844422]Communication process
Different types of process are used to make the communication activities accordingly and it reduces that gap of working as well. verbal, written expression of body language is used at my workplace to communicate with different people inside or outside of the organization (Brassington, 2012). Written communications are used to make different dealings or agreement with outside people or clients and informal communication or verbal communication are used to accomplish regular activities. Here are the different types of the communication process that are used accordingly: 
[bookmark: _Toc534844423]Written communication
This type of communication helps to do all the process effectively and efficiently. In order to provide the notice, writing email, agreements or reports written communication process are used at my workplace. Here is the different process of written communication:
Official Agreements: Job agreements, contracts, official agreements, notices and many other types of official documents are maintained via written communication. Official agreements are helping to maintain different activities accordingly and run in the systematic process. If there are any types of notices or secured documents are need to provide, written communication is the most effective one (Cottrell, 2011).
Email: Different types of notices, internal communication, dispute resolution, purchasing different materials and using any other communication with the client’s email are used at my workplace. It helps to maintain security and increases the efficiency of working as well. various type of external communication like providing a newsletter to the customers, offers or advertisements is also provided via email. 
Report: Different types of reports are maintained at my workplace and they are used to make statements on works. Reports are used to make a description of all the works that are evaluated all the situation of my workplace. Analyzing different information and find out the relevant information is done by using the reports. Reports play an important role that updates all the required information and analysis.
Social networking medium: Different types of social networking sites are helpful to send a text message that is also used at my workplace. WhatsApp, messenger, Skype and various tools are used to communicate with different people internally or externally. It also maintains formal communication with the fast sending features.
[bookmark: _Toc534844424]Verbal communication
Verbal communication is easy can be understood from its name. It’s considered as the informal ways of communication that help to accomplish different activities at the workplace or personal life as well. I have to communicate with my team members, other junior or senior employees of different employees via verbal communication. Verbal communication helps to resolve different types of communication gaps and increases the overall performance as well.
Verbal communication is done via face to face conversation, mobile or telephone conversation, video conference and many other ways. When two or more person is discussed certain issues by sitting or standing in face to face, it considered as the face to face conversation. At my workplace, face to face conversation is used to maintain different types of a team working, meeting, conversation, and many other functions. Face to face communication helps to understand all the factor and make all the activities to run smoothly (Gerhardt, 2014). 
Mobile or telephone conversation is another effecting tool of verbal communication a that are used to communicate with different people at the workplace from anywhere. Video conference using the skype, google duo or any other software or application helps to communicate verbally. Social networking apps are also used to communicate verbally. WhatsApp, Viber, Skype, and many other apps are helpful to use for the audio calling and maintain good communication at the workplace.

[bookmark: _Toc534844425]Non-verbal communication
Different types of body language, the facial expression is used to maintain the non-verbal communication. Non-verbal communication helps to communicate with different people internally without a voice. I use this type of communication to maintain a different situation with my colleagues. They are easy and flexible to communicate with the known people and gather the expression as well. using different parts of the human body, expressions are made to share different feelings (Groucutt, 2015). Here are the different types of non-verbal or informal ways of communication:
· Eyes
· Face to face
· Proximity
· Posture
· Gesture
[bookmark: _Toc534844426]Models of communication
Different models and theories are used in communication and they are an important part to express different activities. Theories and models find out the effective and the process of communication at my workplace (Howell, 2015). A sender and a receiver are the common part of communication and there are several parts that pass through the communication. Here are different models that are used at my workplace:
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Figure: Linear Model (Jefferson, 2014)
Linear Model: If there is a question about what is the most common model that is used widely, then Linear Model is the appropriate answer. This model shows a sender sends a message through the channel and a receiver receives the message. In the process of the channel, different types of communication are transmitted and the sender formulates the message that decodes to the receiver. Later on, receiver expresses or send feedback to the sender by formulating another message and decodes it back to the receiver. It's really important to maintain the authenticity of the message. Otherwise, different types of conflicts are arising between sender and receiver. In order to maintain internal and external communication, Linear Model is used at my workplace (George, 2014).
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Figure: The Shannon-Weaver model (Lewis, 2013)
Shannon-Weaver model: This model is also used at my workplace and that was established in 1949 by Shannon and Weaver. This is one of the most effective tools that help to show the transition of information or messages via the process where a transmitter encodes the messages and go through the channel with a signal. In the channel, there can also make some noise and receiver receive the messages in the decoding form with the signal. Finally, the message is received by the receiver to the final destination (Hopkins, 2015).

[bookmark: _Toc534844427]Importance of communication
Communication is really an important thing that helps to share and develop the ideas by exchanging with various people. communication is used in our personal and professional life that reduces any kinds of issue and makes all the working process easier (Straus, 2002). In my workplace, communication help to find out the effective way of making the best solution to any problem. As there needs to provide different types of consultancy service to the customer, communication is the most effective one that helps to maintain all the activities accordingly. For the smooth process, we used to make mostly written communication with our clients and verbal communication are used internally. Here is the importance of communication at my workplace:
· Communication helps to resolve any kind of issues by an effective team working.
· Different types of personal issues are automatically reducing by the appropriate information and increase the performance level of employees.
· Leaders and managers are encouraged employees by effective motivational speeches that automatically reduces the gap and helps to increases the performance.
· Workplace boding is got stronger due to the effective way of communication that makes good bonding with all. 
· All the attitude, norms, values and workplace practices are properly maintained by effective communication.
· The friendly working environment for resolving workplace conflicts are done via communication. 
· Employees maintained personal and professional relationships via communication process and everyone stays in touch.
· Communication helps to control the situation by providing different notices and it maintains the working activities accordingly. 
· Different types of important information are passes via the communication process and that makes whole working structure easy.

[bookmark: _Toc534844428]Communication and conflicts
Communication helps to improvise the whole working structure and maintains good bonding with all. However, different types of conflicts in the communication make all the things difficult to accomplish and face several issues at the workplace (Worthington, 2014). I have faced different types of conflict at the time of working at my workplace and it made really difficult to make smooth working activities. Here are the conflicts that are arises:
Communication gap: Communication gap is one of the main issues that make conflict. Passing of different information to different people at the workplace are going through a process. But when there are lacking, it automatically makes the communication gap. 
Personal problem: Different types of personal problem are common issues in the workplace but it makes trouble in the communication process. It's really difficult to work with different people in the workplace and managing them. Lacking in the communication makes some personal issues and it makes difficult to motivate or inspire others to work (Zack, 2011).
Workplace issues: There are some workplace issues as well that makes conflicts. Some employees are not happy with the structure of the organization and they try to motivate others to arise different issues to make all the process difficult to accomplish.
[bookmark: _Toc534844429]Recommendation for improvements
I have made some recommendation that is important for my workplace to resolve the current issues, here are these:
· There needs to be made the appropriate structure of different activities for the smooth process of communication.
· Good commanding practice needs to be ensured that will be followed by everyone to reduce the gap.
· Meetings and different types of discussion on a regular or weekly basis need to be maintained that will improve effective communication. 
· Any kinds of personal issues must need to be resolved that will help to make a good workplace environment. 
· Respecting of others needs to be maintained that will help to reduce ego and good communication practice.

[bookmark: _Toc534844430]Conclusion
Communication is the essential element at the workplace that improves all the activities and makes a smooth process. It’s really important to make sure the proper communication practice at the workplace and gather different methods of working for smooth performance. I have analyzed all the factors that are related to communication. Different types of important factors or recommendation that I have made by proper analysis and all must need to be followed to resolve issues.
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