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The importance of workplace communication skill in is increasing rapidly. It is the transfer of information between two or more persons inside and outside the organization. We all know that employers now seek employees with good communication skill. If the companies want to improve the productivity and operate smoothly, they need to introduce the effective communication training in organization (Stegman, 1988).
However, I am working in an organization but I am going to share the real life experiences of one of my best friends, Mr. Ali, who works in an organization. During his work time, he experienced the importance of communication. He joined as a manager in Spice Zone. As a manager he had to communicate with various people while answering to the telephone calls, dealing with customers, taking orders, taking the responsibility of delivering, executing marketing plans and coordinating employees etc.  Every cloud has a silver lining and so, he faced some communication problems and conflicts occurred due to misunderstanding, organizational hierarchical problem etc. Later, he shifted to Lime Indian Takeaway, New market as the Manager.

[bookmark: _Toc511730480]Communication process experienced by Mr. Ali
Communication is now the main concern of the organization. In any organization, there is both formal and informal communication. Moreover, employers and employees are engaged in verbal and written process of communication. My friend as a manager acted as the spokesperson as well as the liaison. In his workplace, he basically used the fundamental communication model. The model consists of two parties having a two-way communication (En.wikipedia.org, 2018). 
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Figure 1: Basic model of communication
Mr. Ali used to formulate messages through formal methods in his first workplace at spice zone that will be discussed below: 
Letter: 
Mr. Ali used letters to place orders in the internal sectors as well as external sectors (Skillmaker.edu.au, 2018). He was to the point and his letters expressed
· Clear wordings
· Brief and meaningful sentences
· Accurate tone 
· Less clichés 
Memos:
Mr. Ali used memos as a formal method in his both workplaces and the external impact of memos proved to be a positive communication development.
Report:
As a manager, Mr. Ali had to prepare reports regarding budgets, wage schedule, internal statements etc. which were mainly concise, free from jargons, tautologies and his performance was fare, tone was positive and sincere.
With the formal methods Mr. Ali also used informal ways such verbal and non-verbal communication. 
Verbal communication:
In verbal communication process which is very flexible and most used in any organization, Mr. Ali was very active in the first workplace. He communicated by 
· Examples
· Experience sharing
· Comparison 
· Style and pictorial expressions
In case of non-verbal communication system, Mr. Ali focused on 5 basic interests. They are:
· Eye
· Face
· Gestures
· Posture
· Proximity
These methods gave clearance of his activity and helped to influence his subordinates as well as had a great positive influence on his superiors (Improving Provider-Patient Communication: A Verbal and Non-Verbal Communication Skills Curriculum, 2015).

[bookmark: _Toc511730481]Importance of communication:

As we have seen in Mr. Ali work time, communication is very common to maintain the goal of the organization. He used different methods to communicate so that the requirement of the organization can be achieved.  Some important features of communication in the work place are given regarding Mr. Ali case: 
1. Communication combines the upper levels and lower levels in a same footing
2. It enables the moral understanding to be ethical and fruitful
3. It helped Mr. Ali attain his predetermined goals for the company.
4. It makes the complex data into simple information
5. It develops the mutual understanding among the employers and the employees
6. It keeps the entire workforce into action and wastage is thus minimized.
There are also a lot of important features that can be outlined in the organization of Mr. Ali. 
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Though Mr. Ali was doing well, he faced some problems in his manager life in the Spice Zone. The problems he faced are as follows:
Self-problems
I. Though he was good at communicating, he was a confusing man and used to allure audience.
II. He also lost poise most often.
III. He mainly focused on “I” view point.
IV. He was visibly hot and flustered.
V. His analytical power was not comparatively good.
Organizational problems
a. The superiors were not supportive
b. The environment was not as friendlier as Mr. Ali required to impose his extroversion.
c. Employees, under Mr. Ali, are not given many incentives to motivate them for higher level of work.
There were also other problems faced by Mr. Ali and so he finally quit from the job and analysed his personal weaknesses to overcome the bad impacts he might provide in his work environment. He then shifted to Lime Indian Takeaway, New market as the Manager.
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In the first working place, Spice Zone, Mr. Ali analyzed that there was Schramm’s Model of communication which was established in 1957. Using the model, it was found that there were two ways of communication.  Some processes were followed in the “spice zone” which are as follows:
a. The sender encoded the message and sent it to the receiver. 
b. The receiver received the message and interprets it and gives feedback to the sender again (Communication Theory, 2018). 
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Figure 2: Schramm’s Model of communication

This model is very simple which may not focus on the complex situations and only for small organizations, the model is applicable.
But the model didn’t apply for the second workplace, Lime Indian Takeaway. There prevailed a more modified model named Berlo’s model of communication.
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Figure 3: Berlo’s Model of communication

Here the model is more classified and in the Lime Indian Takeaway, Mr. Ali as manager faced some advantages using this model in the managerial hierarchy. He used the authentic source to collect information and made the information useful to the interested parties. There were channels for both verbal and nonverbal communication and the message having content, structural formats and logical codes were transferred through channels to the receiver. The receiver thus got knowledge, experience3d the attitudes of the sender, came close to the social system by contributing to the feedback to build up a strong communication system (Communication Theory, 2018). 
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In any group at workplace, team work is a prerequisite to achieve goal. Every group in an organization constitutes the overall workforce and the entire group goals are combined to acquire the final goal. The team should be focused on some strategies to be established in effective communication system.
· Keeping abreast of group progress
· Sharing ideas
· Completing tasks on time
· Attending meetings
· Demonstrating respect for others
· Contributing to group discussions (John Orlando et al., 2018)
Mr. Ali’s team at Lime Indian Takeaway followed his instructions and the above strategies and thus the teamwork was a success. This teamwork is only possible due to effective communication. There are some factors that influence the effective communication (Helpguide.org, 2018).
· Source Effects
· Encoding Effects
· Media/Channel Issues
· Receiver Effects
· Decoding Effects
· Feedback and its importance
Some factors are discussed below:
Source Effects
Typical Source Effects include:
· Credibility – The team members under Mr. Ali were believable as they proved to be trustworthy and did their task as they were assigned to do so.
· Attractiveness – MR. ALI has physical attractiveness, elegance, effective communication style in the eyes of the target group. So, he could manipulate his team members.
· Expertise – Mr. Ali had expertise in his respective workplace as a manager at Lime Indian Takeaway.
These source effects enabled Mr. Ali to be effective in his ways to approach to his team mates as well as his superiors.
Channels 
Channels are very important in a communication system. It makes the information flow at an accurate pace from the sender to the receiver. Mr. Ali used verbal communication, face to face communication, telephone, internet conferencing as an intermediary or channel in his workplace. Moreover, he also used non-verbal communication including facial expressions, the tone and pitch of the voice, gestures displayed through body language (kinesics) and the physical distance between the communicators (proxemics).
Feedback
Feedback is very important:
· To confirm understanding or obtain more information to attempt to reach mutual agreement that what was said is what has been received. Mr. Ali in his first workplace failed to confirm it.
Feedback can be 
1. Verbal or Non-Verbal
2. positive or negative
Mr. Ali felt negative feedback in verbal and non-verbal way. But in his second workplace as manager, he managed to get positive feedback and made the effective communication to be successful.
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The organizational environment of Mr. Ali was sometimes favourable and sometimes unfavourable. It resulted in some core findings on the communication approach and performance evaluation of Mr. Ali. 
Communication and job satisfaction are positively related 
Without efficiency in Communication, no person can get what he needs
Goal achieving persuasion comes from the communication and effective feedback
Sometimes informal communication is better than formal communication
Non-verbal communication may bear significance compared to verbal communication and may give birth to active feedback.
However, Mr. Ali developed some important Inter-personal communication strategies to achieve his acceptability in his new workplace. These strategies include: 
1. Body language
2. Active listening
3. Personal presentation and 
4. Context awareness
5. Customer service
Body language: Body language is mainly gestures and postures and Mr. Ali had developed it to be a good manager. This made him more attractive to his fellow employees and his acceptance is beyond question.
Active Listening:  If a person is a good listener, he or she will be praised by the speaker most often. This is a common tendency of any speaker. Mr. Ali became a good listener and his superiors and counterparts felt a comfortable atmosphere around him.
Personal presentation: Mr. Ali expressed himself very gently and influentially with much extroversion and attitudes. Thus, his appearance proved him to be an experienced presenter in front of the employees and his acceptance also grew up. 
Context awareness: A person should know what he is saying and what he is doing. Mr. Ali showed that he knows the context of his activities and was very aware of the results and impacts of his work that might influence others.  
Customer service: While answering to the phone calls he tries to clean up his speech, impress the customers and ask them to buy products. The effective communication with the customer has a strong effect on the organizations efficiency and success.
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Though there are models, skills, examples, communication skills should be improved. We should change our traditional styles and discover new methods to influence our effectiveness in communication. So, based on cultural differences 
· We should use few words having much meaning which means high context, high uncertainty in Japan 
· We should use some words much meaning which means low context, low uncertainty avoidance in UK 
· We should use many words little meaning which means high context, moderate uncertainty avoidance in India
Moreover, we should follow some other factors to improve our communication strategy and develop our performance for better evaluation:
· We should use logic
· We should be moderate in praising and complimenting others
· We should  stay Calm, Cool, Collected, Confident
· We should  focus on the situation NOT the person nor “I”
· We should vary tone, pace, volume; High Value words “e” and “c” type words, alliterate, “agree” a lot.
· We should make feedback work, paraphrase questions asked of you, and confirm understanding.
· We should have some passion which may be good currently
· We should take advice or perform some research into target group – culture, social background, concerns etc.
· We should make it easy on the listener’s cognitive resources.
· We should find “common ground”.
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Moreover, the entire analysis is about the real life experiences on communication and performance of one of my best friends, Mr. Ali, who worked in an organization, named “Spice Zone” and then shifted to “Lime Indian Takeaway”. During his work time, he experienced the importance of communication. He joined as a manager in Spice Zone. As a manager he had to communicate with various people while answering to the telephone calls, dealing with customers, taking orders, taking the responsibility of delivering, executing marketing plans and coordinating employees etc. But he faced some communication problems and conflicts, gaps and dilemmas occurred due to misunderstanding, organizational hierarchical problem, his own weaknesses in communication and evaluation of performance. Finally, we came to know the importance of improvement in communication for the betterment in the workplace not only for sustainability but also for attaining acceptance and respect in the organization.
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