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[bookmark: _Toc39491920]Introduction 
It is important that any kind of gathering or businesses wishing to pursue or aiming activity in full accordance with societies must ensure effective communication. Recently, the modern business environment has really changed, the demand of employee, policies, expectations, rules, norms as well as working cultures are considered to be different. In this case, the business activities or projects are on the team as it is necessary that the team is strong and this can only be achieved through effective communication means or strategy (Kashyap, 2017). 
Communication is a mean of transmitting information, idea, messages usually from a sender to recipient, this requires an attribute or element of success to transmit or impact a message which could be in form of emotions, idea or information (Beattie & Ellis, 2014).
Communication is essential in management and at workplace because effective teamwork and communication helps in maintaining positive working environment, this as well permeates all over every area of business operation, this is because positive management and workplace ensures happier workforce and better interaction with customers and the public in general. Efficient communication in business team starts with the leader setting standards and methods. Communication is important as it helps in building effective listening skills in avoiding misunderstanding, helps to be consistent in ensuring adherence, effective in defining expectations and boosting accountability (Leonard, 2019).
This report will consider skills required for practices and communication within workplace and the application of necessary relevant theory to workplace. This will be achieved by producing a portfolio of evidence, also, in-class activities and exercise demonstrating an understanding of skills of communication at workplace as findings will be considered through published literatures and there will be suggestions on means of improvement.  
1. [bookmark: _Toc39491921]How communication can be made effective in a business organization
In any business organization, efficient and effective communication is crucial, regardless of the operational scale of the business, it can overcome and succeed any sort of misunderstanding internally and externally when there is effective and successful strategy of communication. Means of effective communication assists the business in building strong relationship with other employees, the business will as well be able to measure success rate and be able to produce a good working environment for the employees (WiseStep, 2018). Different strategies can be used for effective communication in business as listed as follows:
· Active listening 
· Showing respect
· First impression
· Making use of telephone.
· Listening skill
· Staying focused while listening
· Other cultures and languages
· Making oral reports.
· Giving feedbacks and directions
· Non-verbal communication (WiseStep, 2018)
Also, communication can as well be made effective in any business environment by considering the following:
Creating a mean of open communication: a business ought to aim at developing a communication environment that every employee of the business organization is free in sharing ideas and feedbacks, also be able to criticize any issue.
Business leader that aim at developing open communication must be able to build trust amongst their employee and prone in gaining more results that are successful (WiseStep, 2018).
Ensure employing inclusive strategy of communication: an inclusive communication strategy is that which every member is invited in becoming part of making decisions for the business organization. Such decision could relate to daily working schedule of the business, this helps in encouraging employee in delivering better creative and productive idea for the business, based on this, source of talent is not limited to the business (WiseStep, 2018)  
Ensure employing multiple ways/channel in transferring messages: in making sure that all members of the business get the message, there is a need to consider using multiple channel. Different channels that could be considered in transferring messages are through memo, face to face conversation, posting, meeting, interaction on phone, emails, faxes and on depending on the nature of the message (WiseStep, 2018)


2. [bookmark: _Toc39491922]Relevant Theories
Communication theories and models are considered the systematic representation of the means and process that assists to understand means at which communication work could be done. The model displays the process in a metaphorical manner as they form basic foundation of communication as it breaks communication from complex to simpler form. Stated below are some the communication model that can be applied:
[bookmark: _Toc39491923]Shannon-weaver communication model
This follows the communication concept in a linear form usually from the sender to the receiver using the following steps:
[image: Codeless Communication and the Shannon-Weaver Model | Semantic Scholar]
Sender: this is considered the originator of the information or message, the sender is known to start the process by selecting a particular message that will be sent to the person that the message will be sent to and the mean or channel to send the message. 
Encoder: this is known to be the machine and could be a person who converts the idea sent into signal which could be sent from sender to receiver. This model was designed in explaining communication using means like computers and telephone that encodes words by making use of codes such as radio waves and binary digits. 
Channel: the communication channel is considered the infrastructures that gets information through the sender as well as the transmitter using the receiver and decoder.
Noise: this interrupts messages as it is on its way from the sender to the person that will receive as this could interrupt in understanding a message and it could be internal or external. 
Decoder: this is known to be the opposite of encoding as Shannon and Weaver used this model in referencing communication that comes up through different devices such as telephone, in this case, there is always a need to have a device which will decode the message and make it understandable to the receiver. 
Receiver: this is considered to be the final and endpoint of the main linear framework of Shannon and Weaver as this is the stage that the person gets the message finally or what is left after encountering noise (Shannon, 1948, p. 379).
[bookmark: _Toc39491924]Schramm and Berlo model
The Schramm model that was introduced previously were considered to be created by interest of individual as they communicate and sees communication to be an attribute of other study field. The contribution of this model engages the sender and receiver field of experience. This entails the sender encoding the message as a result of the field of the receive, the field of experience of the users guides decoding. In the case whereby there is no common trait in the field of experience of the sender and receiver, then, communication has not occurred (Schramm, 1954).
On the other hand, Berol’s model considered a different approach to construct the model because rather to attempt the identification of element of interest as well as relationship between the attributes, his model then assists to control factors (Berlo, 1960)
3. [bookmark: _Toc39491925]The Importance of effective Communication 
Effective communication is known to be a major and integral aspect of a successful business as this helps in enhancing good relationship within the business and the customers, it as well enhances employee engagement as well as the general efficiency of a given team. Good and effective communication is important at workplace based on the following:
It helps in improving team building: effective and honest communication could assist in creating better and stronger team, when the employee consult with one another as they consider the opinion of others to discuss the business progress, this will make them more enthused in collaborating better and based on this, the strong unit created makes the workplace to be more enjoyable, also, team members will be eager in performing better and well so that they will not let other members of the team down (Zambas, 2017).
It helps in boosting business growth: effective communication tends to contribute to business growth as this creates a better working environment and eliminates any form of uncertainties which helps in speeding up policies of process to make sure there is smooth project delivery (Zambas, 2017).
It helps in increasing innovations: when the staff are scared to communicate their idea and thought based on fear to be rejected, this could result in making stagnant in their career. However, when there is an open mean of communication between the staff members and the supervisor, they are usually encouraged in being more innovative and creative at workplace as they are likely in putting more effort in creating new ideas for the betterment of the business organization (Zambas, 2017). 
4. [bookmark: _Toc39491926]Methods of Communication
In business, different communication methods are used as this could depend on the nature of the business or the size of the business. Communication method could be as follows:
Oral communication: this is considered to be a verbal mean of communication that entails exchange of ideas by making use of words, this involves exchange of information using words of the mouth face to face or through telephone or other means of communication. In business, this could be in form of employee-employer communication and could also be a mean of communication between the employee and the customers. This method of communication is effective because replies from the receiver is gotten immediately and it saves time, on the other hand, not all information can be communicated or expressed through the use of oral communication. 
Written communication: this is also known to be a mean of communication that involves the use of writing materials while communicating as this could be done through emailing, memo, SMS and so on. This method of communication is effective because information could be referenced and bulky information or data can be sent at a time. On the other hand, replies on information could be delayed and this method of communication is expensive because it requires some materials that needs to be purchased. 
Non-verbal communication: this is a mean of communication that does not require a mean of writing or speaking, instead, this method of communication deals with body language, gesture or facial expression. This method is effective because it is easier for the receiver to show expression which the sender can easily know or have an idea of how the person feels. On the other hand, the facial expression or body language might be misinterpreted which could give wrong impression (Goodwin College of Professional Studies. 2016). 

5. [bookmark: _Toc39491927]How does Communication work between Management and Employees and to what purpose?  
Effective communication between the management and the employee is known to take much effort, thoughtfulness and repetition. Communication requires to be an activity that a business management seek as they consider achieving the goal of business. Communication can work effectively between the management and the employee based on the following:
Tone/choice of language: communication is considered more effective when the right tone/language is used, this is as a result of using the right word that can be easily understood by the other party, when  the right language is used, it creates a better working environment because this makes it easier to share ideas and necessary information that could be  beneficial to the management and the employee, hence, creating a better and smother working environment. 
Level of formality: this could be as a result of engagement or approach used in communicating as well as the level of understanding, this could help in ensuring better mean of communication between the management and the employees. 
The purpose of this is to have a better working environment that will enhance smooth and better working atmosphere that tends to result in achieving better results.
[bookmark: _Toc39491928]          Conclusion 
This report considered skills required for practices and communication within workplace and the application of necessary relevant theory to workplace. The report achieved producing a portfolio of evidence, also, in-class activities and exercise demonstrating an understanding of skills of communication at workplace as findings were considered through published literatures and there were suggestions on means of improvement. Communication is essential in management and at workplace because effective teamwork and communication helps in maintaining positive working environment, this as well permeates all over every area of business operation, this is because positive management and workplace ensures happier workforce and better interaction with customers and the public in general.
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