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[bookmark: _Toc5616918]Introduction
Effective communication is one of the most important aspects of achieving success in business. This is because of the reason that by communication one can express the thoughts. Every employee of a business is part of a team which works for the purpose of achieving organisational goals. To make a team effective communication is one of the most important aspects as by this member of the team able to share expression. There are various theories which can be used for the purpose of team building and team dynamics. There are various types of communication which can be used based on the situation to make sure that effective communication is being made. In here, working in Smith Brothers in terms of how the employee is performing will be discussed.















[bookmark: _Toc5616919]Communication
Communication is the process of delivering information for the purpose of developing understanding. Workplace communication means delivering information regarding how the task of the business needs to be done to achieve organisational objectives (Broks, 2017). Effective communication is one of the most important aspects of achieving organisation goal. Without effective communication in the workplace, it will not be possible for an organisation to achieve its goal because of the reason effective communication can helps a to share the information which is required for developing understanding about what needs to be done so that business can achieve its goal.   It is very important to know for the manager how the employee of the business is performing.
[bookmark: _Toc5616920]Requirement for effective communication or interpersonal communication 
It is essential to know how the employee of Smith Brothers communicating is it effective or not. Form the experience of working with an organisation an example can be shared to demonstrate the requirement for effective communication (Graham, 2015). The sales manager of the business communicating the monthly sales plan with the employee of the business and it seems that communication is effective. Now the question is how to determine the communication which is been made is effective or not. Here are some characteristics of the speakers and listener of that communication which demonstrate that the communication was effective.
Active listening skills: The listener or the employee of the business is listening to the manager very carefully and follow every word and maintains eye contact which demonstrates active listening. 
Non-verbal/body language: The manager body language clearly demonstrates what the manager wants to express.
Para-verbal skills: Every word which is been used by the sales manager while communicating is with expression and in the way, which made it simple for the listener to follow what is an instruction (Koski and Launonen, 2012). 
Verbal skills: The word which is being used by the organisation sales manager is very clear and easy to understand for the employee. Which demonstrate effective communication. 
Written communication: The presentation which been used by the manager while communicating is very clear.
Context awareness: Fro communicating effectively the communicator must have been aware of the context which depends on the culture, situation, occasion etc. Because high context means that the situations of the communication have some means and low context means only words have meaning.   

Figure 1: Requirement for effective communication
Source: Self-made
These are the factor for effective communication and it can all be seen when the sales manager was communicating with the employee. 
[bookmark: _Toc5616921]Communication theories
To make sure that the employee of the business is performing well in terms of communicating their theories of communication which are been used in the organisation while communicating and to make the communication effective (Blumler, 2015). In here, Shannon and Weaver models of communication will be used. In the theory there are various issues is being addressed by the author which is very important for effective communication which helps to understand what the influence of communication is. The issue is being discussed below:
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Figure 2: Shannon-Weaver Mathematical Model, 1949
Source: Researchgate (2016)
Source effects: The source from which the communication or information coming is important and have a huge influence. For example, while working with Smith Brothers it can be seen that the manager who has experience and ability to understand audience are an effective communicator. That is why the organisation always tries to communicate with the employee by using a credible, attractive, expert and similar way because this will help the employee to understand the information of the communication clearly.
 Encoding error: The encoding errors which are happen while communicating in the organisation which reduces the effectiveness of communication (Estrella Gualda, 2019). Form my personal experience with the business it is been seen that the manager while communicating underestimate the audience ability to understanding, using assumption which is not real and symbol which is been shown as an example is not real or incorrect. These factors reduce the effectiveness of communication in the business.
Channel: While communicating with the employee the manager of the business used both verbal and non-verbal channel which is very important for effective communication. The words which are been chose is been chosen very carefully and also the body language of the manager demonstrate what the aim of the manager and what the manager wants to express.
Channel noise and effect: The channels which are being used while communicating is not neutral (Broks, 2017). As the channels of the communication of the business are credible that is why face to face communication is being used in the business and another reason for that is non-personal communication is not proven that effective in the business.
Decoding: The employee of the business or the listener is also important in terms of effective communication. While working with the organisation it is been seen that the employee listens to the speaker very carefully to decode the message effectively. Another factor which is involved in the successful decoding of the message is the dramatic approach of the message which mad the message interesting and block free message.
Receivers: Communication effectiveness sometimes depends on who is the receiver. In Smith Brother, the employee who is working with the business for more than three years seems to be an effective receiver than the new. The receiver of the message has a huge impact on the effective decoding of the message.
Feedback: After communicating and providing information the communicator in the business always takes feedback from the listener to understand whether the message is being delivered to the audience effectively or not (Wilkins, Bernstein and Bekki, 2015). To do that the organisation communicator always asks a question about the various matter to find out how the message is being reached to the audience. The feedback process is two way interactive as in this process both parties can share what is being understood.
Context: Context levels of both the speaker and listener in communication are important. High context situation demonstrates the situation of the communication have meaning and low context means that only word has meaning. The context of the communication depends on culture, language, situation and occasion. It is been seen that while communicating contextual factors is being taken seriously by the communicator of the business.
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There are many forms of communication and each of which has its own benefits and for effective communication, it is necessary to combine the process of written communication with other types (Richards, 2013). But there is no denial to the fact that if written effectively it is the most effective form of communication. That is why it needed to understand what is written communication. In here, written communication will be discussed on the basis of written communication experience with the Smith Brothers.

[bookmark: _Toc5616923]Types of written communication
There are different types of written communication are being used by the manager of the organisation for communicating effectively, some of these are letters, memos and reports. (Haas, 2014) The most common types of written communication are reports and both the formal and informal report in being used in the organisation. The layout of the report is generally like this:   
The first part is "introduction" where the matter on which the report is discussed, the second part is the "main body" where the report is a procedure, assessment and analysis is made. In the "conclusion" part of the report the findings of the report are summarised and in "appendix" detail information about the report is being given.
[bookmark: _Toc5616924]Factors of successful written communication
While workings with Smith Brothers, it is been noticed that there are different factors of the organisation written communication demonstrate that communication is successful. By analysing the written communication process of the business some of these factors are discussed below:
Words: The words which are being used in the written communication of the business like in the report are accurate to demonstrate or evaluate the report subject, brief and clear.  Cliches in the report are always been tried to avoid and also the tautologies (Schroeder, 2018).  Because these reduced the effectiveness of the report and that is why for effective communication these factor needs to be avoided. 
Sentence: Always use simple sentence structure of the sentence so that it can be easy to understand and another important factor about the business written report is that one sentence demonstrates only one idea. The sentences which are being used in the report is a clear indication where the discussion is heading and appropriate punctuation is being used so that the audience can easily identify an idea and separate it from others.
Paragraph: Every paragraph of the report of the business represents new ideas and a new focus and the first sentence of the paragraph demonstrate the whole idea of the paragraph so that reader can easily understand what is been reading and where the discussion is ins heading. 
Tone: The tone of written communication is very important for effective communication. The communicator always needs to makes sure that the right tone of the communication is being set (Richards, 2013).  Because if the right tone of the communication can be set then it will become easy for readers to understand the message. 

Figure 3: Factors of successful written communication
Source: Self-made



[bookmark: _Toc5616925]Strategies for improving
There are different aspects of communication in which still needs improvements. Some of the strategies for improving some areas of effective communication are given below:
Clarity of expression: For clarity of expression a communicator must have to consider the audience, needs to say the exact word what is intended to communicate, avoid jargon. Keep the message short. This strategy will help to clear the expression.
Grammar:  For making sure the sentence of the written communication is correct in terms of grammar communicator must have to use the consistent verb, similar grammatical structure, and check the grammar before communicating (Koski and Launonen, 2012). 
Syntax: To make sure the sentence structure of the communication is correct the communicator must have to use correct verb tenses, use similar types of grammar and needs to makes sure that the readers are able to track it very clearly and one idea in a sentence.
Presentation format and structure: The presentation format of written communication is important (Broks, 2017). That is why the structure of the communication must have to be concise and easy to understand and track where the discussion is going. 











[bookmark: _Toc5616926]Conclusion and recommendation
Form the working experience with the Smith Brothers, the communication effectiveness of the business is discussed. To communicate effectively the business, use different theories so that it can make sure that the intended audience of the communication is able to understand the process very clearly and also it demonstrates the communicator ability to communicate effectively. Written communication process of the business is also discussed. The common type of written communication which is used by the business is a report which structure is also given. Some strategies for improving related areas of communication are also demonstrated. Though Smith Brothers employee doing very well in terms of communication, here are a recommendation for further improvements:
1. The business must have to consider the encoding error of the communication process of the business and needs to avoid underestimating the audience. 
2. To communicate effectively context of the communication must have to be considered for effective communication.
3. Needs to be more focused on the tone set up of the report and try to set a positive tone which can help to understand the written communication more efficiently.
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