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[bookmark: _Toc531712247]Introduction 
In any workplace, exchange of ideas and opinions occurs on a regular basis in verbal, written and non-verbal ways. The organization consists of managers and employees who might come from different cultural backgrounds and possess different way of verbalizing their thoughts. In this report, the theories and styles of communication will be underpinned using various sources of literature. An analysis of effective ways of communication between managers and employees will be given along with the practical implications in a workplace. 

[bookmark: _Toc531712248]Task 
In order to communicate effectively in a workplace as in this case, restaurant, as a shift manager it is important to rely on good literature focusing on organizational communication. The rise of corporations and managers responsibilities it is imperative to apply theories of communication within the group of employees as well as customers. It is relevant to possess good communication skills and this determines the success of companies. 
Weber’s Classic Organizational Theory of Fixed Structures
Max Weber defined that organizations need a hierarchical and structured way of communication so that there is less errors in communication and each individual can contribute in their own way towards fulfilling their responsibilities and duties (Hatch, 2018). This theory is based on bureaucratic organizations and communication needs can be met via top to down approach. The seniors in the restaurant can convey orders and allocate work in accordance to their capabilities. 
Tompkins and Cheney’s Organizational Control Theory 
It can be related to the Weberian concept and states that there are four categories by which control can be maintained in an organization and these are simple, technical, bureaucratic and concertive. Communication can be done in the workplace by exercising control and everyone in the organization will have a clear idea regarding his or her roles and purpose in the workplace (Sillince et al, 2018). 
Deetz’s Managerialism Theory 
This theory is in contrast to the idea of fixed notions and supports the idea of a more democratic approach where power lies in the hands of the people and in the centre of the organization (Mumby, 2014). It has recognized that there was the prominent presence of managerial class, this creates a dominant culture, and therefore, conflict might arise in the workplace between staff. 
Therefore, theorists are of the opinion that progression in organizations can be witnessed via contribution of the managers as well as employees and control and communication need to be exercised in such a way that employees feel further motivated to work in the organization. 
Group Dynamics Theories
In a group, individuals come together in order to achieve a particular goal. The group dynamics helps in identifying behaviors and attitudes of the participants in the group (Forsyth, 2018). In a restaurant, employees also fall under a common group and therefore need to build effective relationships via proper understanding and communication. The Social Exchange Theory states that beneficial exchanges are there in a group and it is based on complete faith and trust among members. Positive relationships are essential and helps in making individuals attracted to others and group affiliation. 
The Tuckman Theory is also about group development via communication. It involves four stages. These are forming, storming, norming and performing (Natvig et al, 2016). In a restaurant, an employee meeting for the first time-share information and it is the first stage of group formation. In the second stage, arguments and conflict might occur which is the storming phase. In the third stage, the employees might start forming a group and finally in the fourth stage the employees might agree upon the group values and act together. In this way, the group will communicate with each other effectively. 
Interpersonal communication between employees and manager in a restaurant is necessary for keeping the employees and the guests happy and productive (Lee et al, 2015). The body language of the manager should represent patience, understanding and professionalism. It is required to communicate with diverse group of people and therefore it is important to adapt and listen to them. Good management, empathetic skills can turn bad experiences of guests into good and memorable ones. The issues can also be resolved immediately via good interpersonal skills. Safety and security of guests can be maintained by solving problems and staying updated regarding the needs of the employees and the clients.
While dealing with difficult employees at the workplace it is necessary to listen to them actively and giving less attention to other situations. It is also important to give them a constructive criticism and a behavioral feedback. They need to maintain consistency while doing their job at work and accept faults if they have committed by chance. Mistakes can happen at any point of time, often employees are unable to understand needs of the guests, and therefore it is very common for conflicts to arise. In this case, the shift manager is supposed to make clear regarding the roles and exact responsibilities of their employees working in the front office, food and lodging, customer service, events management and other departments in a big restaurant. Moreover, empathetic skills are necessary in a workplace as empathy influences communication manner. Approaching the clients with a kind and mature way can lead to success in the organization. The employees also need to possess confidence and clarity in their method of giving services. 

Written communication: formats and structures
Written form of communication can be employed by the employees and managers in the hospitality sector as well because and they need to pay extra attention to this alternative communication methods while dealing with clients and the staff (Moore et al, 2017). By the usage of memos, letters, marketing literature, promotional signs, meal orders, balance sheets and employee handbooks messages can be conveyed within and outside the group as and when necessary. Using technology like electronic mode of communication messages can be communicated by the usage of emails, text messages etc. Online bookings can easily be done by international as well as national clients and membership enquiries can be made easily as well via electronic mode of communication. This written form of communication is important as it ensures proper maintenance of records and ensures accuracy of information (Quintanilla et al, 2015). Chances of misunderstanding reduce considerably as written form of communication is accurate in nature. 

Strategies for improving clarity of expression, grammar, syntax and punctuation, 
Presentation formats and structures
In order to improve communication in written form and dealing with clients and employees effectively at the workplace it is very important to take into consideration clear and concise writing to be understood by others. The message to be conveyed for example, while giving instructions to employees’ plain and simple language is to be used. The sentence should be devoid of unnecessary words and paragraphs. It needs to be directed towards making the clients understand messages. Certain grammar rules are fundamental in the English language and the laid down rules that makes uses of proper tense and voice makes a sentence correct (Collins et al, 2017). It becomes easier for both the sender and receiver of information to make their messages clear and understandable. It is important for everyone to keep adapting to the changing grammar rules. The organizations need to maintain proper style guidelines while conveying information via written communication. It represents the do’s and don’ts and provides the employee with a style guide. Grammar is not something that needs to be memorized by the ones aiming it to use it properly. It usually develops into a habit while communication with others who also posses good grammatical skills. It is important to recognize and edit mistakes in grammar and punctuation. A message might not become clear if proper spelling and punctuation is not used and readers tend to skip words while reading mentally as well therefore, rectification of such errors is necessary and is one of the strategies for improving written communication. The reader can also identify errors by reading aloud the written words and hearing it back consecutively. 
In addition to that, another factor needs to be understood. It is the syntax. Syntax can be defined as an arrangement of phrases or words that can give shape to well-formed sentences. For example, while answering a question verbally, sentence fragmentation can easily be ignored but in written form of communication, there is no place for sentence fragments. Using proper verbs, subjects and complements sentences are formed. Verbs are useful in defining an action and complements are necessary to use in a sentence as it adds meaning to it. Strong subjects also need to be incorporated and usage of “I” and “there” need to be avoided as subjects. Usage of right pronouns in case of nouns can be used. Repetitive words need to be avoided as it creates a sense of monotony in the reading material. In order to use right pronouns it is important for the user to know whether the pronoun is an object or subject in a sentence. 
In order to make a message more inviting in nature, usage of proper formats is crucial. The readers get more attracted to well-formatted messages and it engages them too. For example, in order to develop the business of the restaurant, the advertisements need to use proper usage of formatting that involves selecting right fonts, highlighting headings, using the extra white space and inserting graphics as well. The manager has to decide on their message priorities and guide audience while reading messages. 



Communication with an audience using visual and electronic resources 

The visual or electronic resources in this business can be an effective form of communication and involves the use of social media platforms to engage with the audience and keep them interested to cater to the services. Personalization of information is becoming a trend now and clients usually prefer it. The visual mode of communication involves the usage of maps, drawings, signs along with graphics and color (Bestley et al, 2016). It aids in remembering the important topics and gives the audience an opportunity to look at something interesting and innovative. In this way, messages get easily presented without complications. 
 


[bookmark: _Toc531712249]Conclusion 
It can be concluded that this report has been prepared highlighting the importance of effective communication in a workplace. Relevant theories has been analyzed and explained to develop groups. The importance of interpersonal communication skills while dealing with employees in the workplace has been illustrated and range of necessary communication skills necessary has been discussed as well. The importance of written form of communication using proper grammar and syntax is necessary and usage of electronic and visual media in communicating with audiences has been provided. 
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