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Introduction 
This report will analyse about effective communication within the workplace. It will speak about different types communication is required in a workplace, and how to improve effective communication within the workplace.
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Definition of workplace communication.
Workplace communication is about exchanging information and ideas, within an organisation, both verbal and non-verbal. An organisation may have employees form all different parts of the society. They may be from different backgrounds and cultures, so, that it can used to different standard, to unite employees and so the no deadlines to be missed or any form of lack of communication that will affect the company negatively, to avoid any solution like this communication skills is very crucial. Effective communication at workplace ensures all the objectives for company are achieved. Workplace communication is extraordinarily important to a company because it expands productivity and efficiency. Having good communication in workplace is incredibly important, so, that it will not lead to communication gap between employees, which can lead to time wasting, can course uncertainly within the company and reduce productivity. When effective communication at workplace is not being used it can cause friction between people in the organisation. Effective communication can prevent barriers from forming among the employees within the organization that may hold back the company from progressing to reach a common goal. An organisation to reach the desired level of success, all employees must interact clearly and effectively, including managers and lower-level employees, through verbal and non-verbal communication with each other to achieve specific business goals. Effective communication between employees and clients plays a massive role in the development of the organization and the success of any business. When nonverbal communication is at play, must be taken in consideration, how the message is being delivered, it must have a lot of influence and meaning (Wikipedia, 18 march, 2018).
The difficulties arise when employees from different background start to think differently to other. This is why it is very important to know intercultural communication at work and knowing how to treat co-workers from different cultural background without offending them, can be an excellent tool that brings benefits to the organisation. 
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Verbal communication means that when communications involves using words when a message is being delivered, it can be over the phone or one to one. It is an excellent methods that has to be used whenever possible. Written and oral communication is the two main types of verbal communication, speaking simple and clear is verbal communication, seeing and speaking face to face is the best way to communicate, it helps gauging the response of the person by seeing and understanding their body language and being able to have active dialogue (EDUCBA,2018).
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Telling a story is a form of communication that is very effective. It is used by a lot of organisations, it helps the construction of common meaning of the company or organisation. Stories identifies the clear values and demonstrates how the way thing are done. The strength, frequency and the tone of the story have a higher organisational commitment. How the story is being told has an effective response on securing capital for their business, it also can help in serving reinforce as well as perpetuate the culture of an organisation (EDUCBA, 2018)
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Written communication is a something that can never be avoided in the workplace. Written communication involves everything from pen and paper, letter, emails, text chats, typed electronic documents, report, text messages and everything else that involves any documents that is part of the daily business life. For any formal business, such communication methods are indispensable and also for the issue of legal instructions.
Written communication is mainly used in a formal business proposals, press releases, contracts, memos, handbook and brochures. It all comes down to how effective the written communication is being written, the clarity, grammar along with the vocabulary, will get the response the organisation is looking for. When cases that require detailed instructions, such as documented or when a person is not able to speak in person or on the phone, written communication is most suitable. The written methods of communication includes, email communication is one of the highest essential communication tool to use when sharing information with a large number of employees at the same time. It is an effective communication plan even though it is not a replacement for face to face or other methods of communication, it is easily accessible and inexpensive (EDUCBA, 2018).
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Oral communication is another type of verbal communication, meaning that when interaction taking place using words between two or more people, on the phone or face to face, videoconferencing or voice chat. We all have unique feature of interaction called speech which is used more than any other communication. When giving a sales pitch during a presentation oral communication can play a vital part for bringing people together, also build a good relationship with the listeners. It will maximise the intentions, interactions of the business should be perfect, so, for the one has to be a master at effective oral communication skills. A badly presented presentation affects lot of people. How effective the oral communication, always depend on how the speech is given. So, making the sure that the speech is given the perfect way comes down to, how clear, speed, volume, pitch, voice modulation and also how the non-verbal communication is (EDUCBA, 2018).
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Non-verbal communication is best defined when people are communicating in silent or doing something without using any form of speech. It is often used to make a message more interesting and appealing. It has great impact over socialising and the whole communication process with others. Many people use non-verbal communication differently and it can impact the nature of interpersonal communication. Non-verbal communication can have effects in two ways other it becomes a barrier or tears down barriers to effective communication. There are many types of non-verbal communication: paralanguage, body movement, facial expressions, eye messages, attractiveness, clothing, body adornment, space and distance, touch, time, small and manners. Different people have different type of non-verbal communication behaviours. Verbal and non-verbal is at conflict, people tend to look for non-verbal clues as a means to interpret the true meaning of a communication (Phutela, D. 2015. Non-verbal communication. Journal of soft skill, 9, pp43-49).  
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Shannon-Weaver model.
The Shannon-Weaver model of communication is considered as the “mother of all communication models” it was the first model of communication developed in 1948, the model was made to describe the process of sending and receiving messages. The model was designed to explain the functioning of the telephone and radio technology. The original model has five element: information source, where the information is stored, transmitter, the message needs to be encoded into signals, so it can travel to the destination, after encoded it will be put through the channel which the signals are ready for transmission, the noise source could interferes with the original message and that might lead to the signal receiving a different information from the source. After the message will arrive to the receiver where is decode from the signal, before it reaches its destination (Wikipedia, 28 April 2018).
[image: Shannon and Weaver communication model]
David Berlo model
The Berlo model of communication is a simple application of communication between person to person which involves the source, encoder, message, channel, decoder, and communication receiver. The Berlo model of communication process of source. It is part where determine the communication skills, attitude, knowledge, social system, and also involved in the communication are the culture of people. When the message is made in the elements in set of symbols, after the encoder start to do its job, where the motor skills take place by writing or speaking. Then the message is put through the channel which carries the message by hearing, touching, seeing, smelling, or tasting. After the decoding process takes place, at this stage the interpreter of the message uses his or her skills to decode the message before reaching to the receiver, where the whole message is understood (Wikipedia, 28 march 2018).
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There are many way that performance and communication within the workplace can be improved, people do not communicate enough. Information is passed on to people on the ground, but a lot of important information is lost due having a very busy schedule.
Most people have the intention of doing a good job and take pride of what they do. What the organisation is doing and has plan for the future makes them interested.
Developing a communication strategy with a group of employees, to see how the organisation will communicate with employees. The group should define process and purpose for better communication within the workplace.
Creating a communication process is important because only a small amount of employees out there really know what in going on in their organisation. Having this process ensures that there is consistent communication. It could be simple as someone taking notes and sharing it within the organisation (Jive, 2017).
Providing training to employees, so, that they can be trained in effective communication, such as how to be able to communicate in verbal and non-verbal, being to speak in confidence and having a good relationship with all employees.
Allowing employees to spend time together is a good way to develop good communication between employees. Having regular meetings gives the leaders to inspire the employees and also having one to one with them would be excellent. Always making the content clear, everyone within the organisation always should be clear of the contents. They should be always given proper instaurations on what is required, that will ensure the effective communication and the performance of the colleagues. Team member should always be informed correctly of their roles and responsibilities.

Conclusion 

Communication is one of the main important aspects of life, to be able to have success in both, personal and professional lives. An individual should have great knowledge in effective communication, it involves so much understanding on all types of communication. People seems to think that it is only used a work, but is used every time and every day, at home with families, with friends, being outside and of course at work.
[bookmark: _GoBack]I did everything of my knowledge on the report, it was difficult because the course was not explained how it should be done.
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