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[bookmark: _Toc38482093]Introduction
Effective communication has been largely regarded as the key to organisational functions. In order to carry on with different organisational functions in a coordinated and organised manner, the role of communication is undeniable. This ensures that the members working in a team are better synchronised and the overall outcomes of team efforts are positive. Therefore, in this particular assignment, the different aspects of communications within an organisation have been presented (Lasater, 2019). Different communication types, its application in organisational environment, theories of communications and so on have been also provided with detailed analysis. Moreover, own experiences in workplace pf effective teamwork facilitated by proper communication processes has been also presented. 
[bookmark: _Toc38482094]Communication and its types
Communication is largely defined as the process through which information and messages are exchanged between individuals. It is the process of sending coded messages which are interpreted and decoded by the receiver. Thus, it is evident that the process of communication requires at least one sender and one receiver (Neely Jr and Mosley, 2018). Within any organisation, proper communication is necessary in order to carry out different activities on a daily basis. 
There are generally four different categories of communications which are verbal, non-verbal, written, and visual. 
Verbal communication: This is the type of communication where language is used and information is exchanged through speaking. This is the most common form of communication and within organisations these types of communications are undertaken in forms of meetings, telephonic exchanges, one-on-one conversations, video conferences and so on (Razak et al., 2019.). 
Non-verbal: Non-verbal communication refers to the transmission of messages and information without spoken words. This largely comprises facial expressions, gestures, body language (kinesics) and so on. 
Written: Written communication is sending message, instruction, or information from one individual to another or a group in writing. This is one of the most frequently used forms of communication within businesses in forms of letters, memorandums, notices, e-mails, bulletins, circulars, and so on (Giroldi et al., 2017). 
Visual: This is the form of communication where graphical representation of information is done for others to be understood. It may be in forms of presentation, infographics, and so on. 
The different types of communications include intrapersonal, interpersonal, group, and mass communications. 
Intrapersonal: The communication with one’s own self is regarded as intrapersonal communication. In simple terms the communication within the individual is regarded as intrapersonal communication (Newnam and Goode, 2019). 
Interpersonal: This is the type of communication which engages two or more persons in sharing information and ideas through verbal and non-verbal processes. This kind of communication often takes place face-to-face. 
Group: The process of exchange of information, ideas, and knowledge among individuals forming a group. This is the process applied within organisations to manage individual functionality and ensure effective teamwork.
Mass: Catting information on a large scale from one person or a small group to a heterogeneous and largely anonymous people with use of different mass communication channels. This mostly includes television, radio, and print media (Oetzel, 2017). 
[bookmark: _Toc38482095]Importance of communication in workplace
For being productive and achieve set targets the importance of effective communication within workplace is undeniable. Any workplace comprises different departments within which different people from different fields of expertise work (Thompson, 2018). For better productivity, having clarity regarding own roles and responsibility is essential. In addition to this, it is also important that these different roles and responsibilities are aligned properly. In order to ensure all these aspects, requirement of open communication is necessary.
Moreover, within workplace, proper decision making is also necessary. With the help of communication better knowledge exchange is done, conflict management is ensured, and a proper work culture is established where members coming from different background integrate their approaches on a common platform in best interest of the organisation (Leje et al., 2019). Thus, communication is definitely one of the most crucial tools. It ensures better clarity in work objectives, motivates individuals within a team and facilitates overall productivity. 
[bookmark: _Toc38482096]How communication can be made effective in a business organisation
It is important that proper methods are employed to make communication effective in workplace and ensure that the chances of misunderstandings between the members in a team are reduced. It is essential that managers within a workplace ensure that suitable strategies are selected and implemented for enhancing overall communication process in an effective manner. It is essential that a communication friendly space is created (Pilkington, 2016). Thus, with policies where different ideas are encouraged, the chances of employee motivations would be high.
Holding meetings to check on different aspects of any specific project or business in general is also a suitable way by which effective communication can be ensured. This provides opportunity for different members to brainstorm and figure out suitable measures needed to be undertaken (Villa et al., 2017). Furthermore, it is also effective in identification of any fault or error more precisely. An approachable body language is important to master. This is essential for every member of the team. This ensures that the other team members are able to communicate freely and the necessary processes are completed properly (O'Rourke, 2019). Moreover, proper feedback system is one of the most widely practiced methods.
[bookmark: _Toc38482097]How communication works between management and employees and to what purpose
Managers tend to play the most crucial roles for establishment of clear lines of communication within any business. They are responsible for planning, organising, and directing different sets of functions and activities needed to keep the business running (Shannon, 2018). For a satisfying work environment effective communication between managers and employees is necessary. 
The managers communicate organisational goals in staff meetings and also ensure that proper steps are taken to ensure that all the employees within the organisation are on the same board. The managers generally ensure that with clear and effective formal communication through meetings and solicited feedbacks on individual performances. On the other hand, the employees are responsible for discussing the different updates regarding the undertaken processes are shared with managers (Lasater, 2019). Moreover, taking feedback for own performances and suggesting ideas are also done. 
It is important that a proper communication channel is selected with the help of which the managers and employees may approach each other. Creating a communicative environment and developing habit of listening may be effective for the organisational function and effective team work as well (Neely Jr and Mosley, 2018). The major purpose of upwards and downwards within a workplace is to maintain a proper decorum and ensure that effective measures are taken to effectively complete the functions of the organisation. 
[bookmark: _Toc38482098]Theories of communication
There are numbers of communication theories which have been introduced over the years. It is believed that these theories are effective in providing clear understanding of the process of communication. Thus, in regards with the different sets of theories, the functionality of the organisations is tried to be maintained. 
It is seen that Wilbur Schramm stated in his model of communication that encoding and decoding are most crucial aspects of communication. In this circular model, communication is noted to be a cyclic process in which exchange of messages between two entities are generally done (Razak et al., 2019). Both these entities fulfil roles of encoders as well as decoders. It is suggested that by the author that the communication is incomplete unless the messages exchanged are decoded effectively and meaningful outcomes are derived. In addition to this, receiving feedback from the recipient of the message is also necessary in order to ensure that the sent message was properly interpreted. 
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Figure 1: Wilbur Schramm Communication Model
Source: Self-Created

Applying this in organisational context, it is essential that the messages which are communicated are in a common language that every member can understand. This ensures that the team members are on the same board (Newnam and Goode, 2019). Moreover, proper feedback is also necessary to be obtained in order to ensure that the message conveyed is properly understood. 
In addition to this, another concept was suggested by Shannon and Weaver model of communication. In accordance with this model, a message is transmitted from an information source to its destination through a communication channel. The information is encoded in a signal by the transmitter, which faces certain obstructions in forms of noise sources until it reaches the receiver, who decodes the received signal into comprehensive message and thus, the message reaches the anticipated destination (Oetzel, 2017). The receiver, in turn, sends feedback to the information source affirming the successful conveyance of the message. 
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Figure 2: Shannon and Weaver model of Communication
Source: Self-Created
It is important to take into account that the Shannon and Weaver linear model is effective when it comes to utilisation of any communication channel like telephone or video calls. The messages received by a device is encoded into signals and sent to another receiver. The noises may disrupt the smooth flow of the message; therefore, once the message is received and decoded to reach the destination, a feedback is necessary to test whether the message decoded was done properly or not (Thompson, 2018).
It may be stated that these theories of communications are effective in laying framework for individuals in a team to ensure that all the major components of the communication phenomenon are utilised in suitable form to attain a positive outcome and avoid potential hindrances by being aware of them. 
[bookmark: _Toc38482099]Case study at own workplace
In my own workplace, there are numbers of situations where I require working in a team. Being a sales professional, it is essential that proper communication skills are developed in order to ensure that there are various issues which are needed to be maintained. There are different ways to communicate which are necessary to take into account in order to ensure smooth and effective business function (Pilkington, 2016). There are two main types of communications undertaken on a daily basis which are interpersonal and group communications. When it comes to making all the team members understand the sales objectives and targets are generally done in meetings which are addressed by sales managers. Individual inputs are generally obtained in one-to-one interactions. 
In one of the recent instances, there were visual communication methods used where the sales updates were presented through PowerPoint presentations and Infographics. I have relatively less understandings of utilisation of such tools in a skilful manner. Thus, I tried communicating informally with one of my team members who provided me with appropriate help and assistance (O'Rourke, 2019). I practiced my presentation and also asked for positive critical feedback. Thus, with the help of my team, I was able to understand the necessary steps needed to be taken. In addition to this, our individual presentations were also integrated to evaluate the overall team performance. The manager was responsible for scrutinising team effort and provides feedback. 
Thus, I realised that effective team functioning is done with the help of different modes and types of communication. There are substantial areas for me to improve. With the help of assistance from my team members, I may be able to enhance my individual skills as a professional. 
[bookmark: _Toc38482100]Conclusion
On the basis of the above mentioned discussion it might be concluded that in order to remain functional in the competitive market, any business heavily relies on effective communication. There are different types of communications, each of which contributes towards the interest of any business. It links individuals and entities and ensures that the exchange of information is done in a smooth and effective manner. There are different sets of communication theories which have been developed over the years. These theories are effective in providing frameworks for the individuals within a workplace to align their communication processes accordingly and ensure that the conveyed messages are properly interpreted. Thus, these theories are assistive in identifying potential errors and reducing chances of misunderstanding. There are specific roles the managers and employees require maintaining and proper communicative channels needed to be utilised for increasing overall productivity. Thus, in consideration to all these aspects the overall work environment can be done in a better manner. 
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