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Executive Summary 
Communication is a very important factor in an organization. It plays a vital role. Effective communication increases the productivity and decreases several costs for the organization. In this study, I will show the process of communication and how it affects the organization and communication problems. Some misunderstanding and conflicts arise in the organization due to miscommunication. The communication problem is a huge problem in an organization which needs to be fixed. For that everyone needs to understand the importance of the communication in the workplace and in personal life. And then some communication model will be shown to upgrade the combination process in the organization.
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[bookmark: _Toc522644376][bookmark: _Toc522663644]Introduction
Communication plays a vital role in an organization. An effective communication can increase the workflow of an organization with fewer mistakes. There are different kinds of the written and oral communication process. Among them, written proposals are the best communication process to reduce any kinds of conflicts. Also, many conflicts arise within the organization due to miscommunication. The organization cannot run if there is no communication processed used in the organization. Effective communication increases the productivity and decreases several costs for the organization. On the other hand, teamwork can achieve the objective and goals of the organization much faster than the individuals. 

[bookmark: _Toc522644377][bookmark: _Toc522663645]Process of communication
The communication process is the most important part of an organization. Communication helps to understand the objective of the organization. An effective communication can increase the workflow of an organization with fewer mistakes (Johnson, 2000). My friend Sara has described her experience of oral and written communication in the organization. She had to communicate with lots of different people. She prefers written communication process for the formal business working and proposal. Written proposals are the best communication process to reduce any kinds of conflicts. Different kinds of the written and oral communication process that an organization follows are given below:
Letter:  This is the most used and common communication method used by the organization (Bell, J.  2005). The letter can be used for any kind of formal meetings, propels, resolving various issues, purchasing issues. Sara used the letter to communicate with the upper management and employees very effectively by making her point clear in the letter.  Word format is the main attraction of the letter where Sara can change the word and make the letter more effective by pointing out and blooding, underling the main points. 
Report: After the analysing of information, Sara makes the report on the various issues of the organization by presenting unique data and analysis. Most of the data is contained of financial tasks. Before making the report, Sara analyzes the whole situation of the organization regarding various issues and then make a report on the overall situation.
Memos: Memos are used for purchasing different types of equipment’s and materials. It is one of the common parts of communication in term making a purchase. It creates positive communication in the workplace. The main purpose of memos is to maintain the financial parts.
Informal Communication: Sara cannot communicate with other people formally by letter, reports, and memos all the time. To make the situation easy and flexible, she communicates in the organization verbally.  Different types of informal communication like:
· Eyes
· Face to face
· Proximity
· Posture
· Gesture
All these methods are used to express her opinion on different situations. But the downside of informal communication is that it is not recorded and do not have any proof. Other than that, it is very helpful and easier than other communication processes.
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There are many conflicts arises in the organization due to misunderstanding and less effective communication. Misunderstanding can be arisen in the organization intentionally by some people who want to make conflict in the organization.  Conflict can also be arisen due to miscommunication. Some major conflicts which are found in Sara’s organization are given below:
Personal Problem: Every person is different from others. So, do the liking and disliking of an individual. In her own workplace, Sara felt that sometimes people don’t understand her simple sentences and make mistakes which makes her mad and create difficulties in the future to communicate with that person. Sometimes, people, she faced difficulties in maintaining or guiding the people because they are from another culture. She cannot focus sometimes due to some people in the organization. Some people affect her mood which creates a problem for her to focus on the tasks.
The problem in the Organization: In the organization, there are some problems and conflicts arises due to organization culture and its people’s communication way. Some people in the organization don’t communicate with others which creates a big problem in the organization due to not notifying (Cottrell, S. 2011). Sara faced that the environment in the organization is not friendly at all. 
The communication process inside the organization is also difficult to understand for Sara and also other people are not supportive in the workplace because of different style is followed by the organization. Due to an unfriendly environment, she had difficulties to operate when a system failure occurs in the organization. She had to contact with third parties outside the organization but she couldn’t find any help from inside the organization. 
Passing the information from one person to another is very important in an organization. Most of the time, the information comes from the upper management and the people of the organization do not pass or misinterpret the information which creates a lot of problem for her.
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The importance of communication in the organization is vital. The organization cannot run if there is no communication processed used in the organization. Communication should be made internally and externally to operate the organization properly. Without proper communication, it will be difficult to operate the organization properly. Sara faced different problems in the organization while working, which she shared with us. Sara has communicated with customer regularly and give feedback on various issues. Sara realized that it is very important to keep the customer information confidential from the outsiders. The information should also be maintained regularly and analysed. According to Sara’s opinion in terms of communication and its importance is given below:
· The situation and the objective of the tasks become clear due to proper communication 
· Proper communication with each other increase the trust and bonding
· Effective communication makes the work easier and the environment in the workplace become supportive (Belbin, R. 2012).
· All the people in the workplace become more faithful
· With the effective communication, one can motivate others to work more productively which increase the workflow of the organization.
· Effective communication is very much important for maintaining the relationship in the workplace.
· Effective communication increases the productivity and decreases several costs for the organization. 
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There are some model or theories that that can be applied in the workplace to make the communication more effective. Some communication models are given below:
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Figure: Linear Model (Cottrell, S. 2011).
Linear Model: Linear model is the most used methods in the organizations. In this model, the sender will send messages to the receiver via different channels of communication. The communication channels that the sender use can be verbal, media, letters, voicemail, telephone online or emails etc. (Blanchard, K., et al. 2000). Sara’s organization uses this model to send messages and get feedback because it is the most common and easy model.
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Figure: The Shannon-Weaver model (Cottrell, S. 2011)
Model of Shannon-Weaver:  This model is first created in 1949. It was a famous model then because the sender encodes the messages or information through a transmitter to channel then decode to the receiver for understanding.
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Figure: Berlo’s Model (Morgan, P. 2016).
Berlo’s Model: Berlo’s model consists of a large information regarding the sender of the message. The sender sends messages through a channel where it can be seeing, hearing, smelling, tasting, touching (Morgan, P. 2016). Through proper communication like communication skill, attitude, culture, social system and knowledge of the sender the message will be sent to the receiver. Sara experience this model in her organization because from this model she can get the overall information regarding the sender and.
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Collaborative working in the workplace can make the tasks easier. Teamwork can achieve the objective and goals of the organization much faster than the individuals (Maund, A. 2017). Sara has a team in the organization where she communicates with her team members and shares the tasks to gain the objective of the organization more effectively. According to Sara, the team is the one of most important thing in the organization that needs to maintain. The importance of the teamwork according to Sara is given below:
· To reach the goal of the organization, teamwork will help to achieve the goals with less risk and less chance of mistakes.
· In the team, the members communicate with each other which increases the understanding of the individuals in the team and also makes the work much easier.
· Team works make the work much easier
· Teamwork can finish the work before the deadline by dividing the work among the team members.
· It increases the group discussion.
There are some factors that are related to the teamwork in terms of communicating. Sara expressed that this factor has a huge impact on the proper teamwork which Sara got from different communication models. The factors are given below:
Source: For effective communication, a proper source is very much necessary. The sender of the information sends information from an important source. Authentic source of information makes the teamwork much easier (Hoechsmann, M. 2012). There should be expertise, attractiveness, and credibility in the source	
Encoding: The information then encoded into media. Encoding the message is mainly converting the information to make it easier to receive information for the receiver. All the group members encode their messages in their own way.
Channel: Channel transform the messages and present it in a suitable way for the receiver. Channels can be over telecommunication, verbal communication, letters, voice conference, emails or any other methods. To make the information passing more efficient for the team members. 
Feedback from the receiver: The receiver provides Feedback to sender regarding the information. Feedback is more important to maintaining the workflow. This feedback is necessary to improve the work and also there can be both negative and positive feedback.
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Interpersonal communication skill is very important to make effective communication with others. These skills help to express the opinions more clearly by the body movements. Some interpersonal skills according to Sara is given below: 
The language of the Body: Body movement is a part of interpersonal communication skill which is very effective in terms of communicating. It helps Sara in the organization to communicate with her subordinates and colleagues.
Active listening: Listening is very important in terms of gathering information. Sara used this skill to gather information around her and analysis. She also listens to what other people in the organization say about her. 
Context awareness: Awareness in the workplace is very much necessary. Sara is totally aware of her responsibility and tasks and because of that, she also influences others around her to work properly. Context awareness is getting information about what other people doing.
Personal Presentation: Presentation is one of the most important parts of communication. People are very aware of how one present thyself. So, an effective presentation can influence others and people can guess his/her personality by seeing the personal presentation. In the workplace, everyone should present themselves properly and professionally according to Sara.
[bookmark: _Hlk513031705]Analysis & Findings 
When finishing the overall finding and information then Sara want to talk with me about that topic because we all know that communication can play a vital role in any kind of work and it can complete half of the work. If we are not making communication properly then we cannot get the maximum benefit from any work (Maund, A. 2017). Here I make a summarize from her total work. Communication helps the work to make it easier. Besides without communication, we cannot make a proper network and a good network help us a lot when it is the question of manage other people. Besides, when we communicate with each other we are making some summary of the work and it helps us to get a new idea. Besides verbal communication is very important to create the authenticity of the work. Besides it is not mandatory that all communication is must be formal, sometimes need some informal communication as well. Besides, it is very important to know that there are various types of communication model that helps to make the communication more easy and effective (Adair, J.2009).
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When I know there are various kinds of information model then I notice that I have some specific area which I need to make improvements. Because I need to increase my communication skill and it helps to create a good performance in the workplace. Here I make a list that which things I need increasing my skill:
· Use appropriate and proper word when I talk and communicate with any person.
· Try to handle all the situation politely.
· Use proper motivation skill to enhance other performance.
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From the above scenario, we can summaries that effective communication plays a very vital role in the organization. In the teamwork, communication is must among the team members. Without communication, the organization productivity can decrease and the organization can face losses. There are various models used in the communication which should be followed in the organization properly. Because it can take the communication level within the organization to the next level (Belbin, R. 2010). To reach the goal of the organization, teamwork will help to achieve the goals with less risk and less chance of mistakes. Interpersonal skill is also important. So, we can say that in the organization, everyone should adopt interpersonal skill very carefully and present themselves properly and professionally.
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