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[bookmark: _Toc207403852]Introduction
Communication is very important in business because it helps people share ideas, give instructions, and work together. In most organisations today, communication is done in many ways. It can be face to face, by email, by phone, or through online tools like video calls and chats. Each method has its own use. Some are better for complex tasks, and some are better for simple information (Daft and Lengel 1986). Problems start when the wrong method is chosen. For example, a long email can confuse people when a meeting would be clearer. Culture also changes how people understand messages. Staff from different countries may read the same message in different ways (Hofstede, Hofstede and Minkov 2010). Poor communication can make staff unhappy and reduce performance, but good communication builds trust and teamwork (Welch 2012). This report will look at the main communication issues in my organisation and give recommendations to improve them.
[bookmark: _Toc207403853]Communication and Methods:
To complete this report, I used two main types of research: secondary research and personal reflection. Secondary research means I read books and journal articles about communication in organisations. This helped me understand what other researchers say and also compare it with what I see in my own organisation. For example, I looked at theories about media richness, which explain why some channels are better than others for sharing information (Daft and Lengel 1986). I also studied ideas about culture and communication to understand how people from different backgrounds can have different views (Hofstede, Hofstede and Minkov 2010).
The second method I used is reflection on my own organisation. I thought about how managers and staff normally share information and how this works in practice. For example, I looked at emails, meetings, and instant messages. I also thought about the problems I have noticed, like delays in replying or misunderstanding between teams. This gave me real examples that I can use in the report. Reflection is useful because it shows how the theory connects with real practice.
When I read secondary research, I focused on six reliable sources. These sources are academic and come from Google Scholar, so they are trustworthy. One of them looks at how different communication methods can be more or less effective depending on the task (Dennis et al. 2008). Another talk about how communication shapes the culture inside organisations (Welch 2012). This is important for my report because culture affects how messages are sent and received. I also used studies that explain how internal communication can create a positive workplace where employees feel respected (Men and Yue 2019). These references support my analysis later in the report.
The limitation of this method is that I did not collect new primary data such as interviews or surveys. This is because the assignment is short, and it would take too much time to collect and analyse. Instead, I used secondary data, which is still useful but does not show the exact details of my organisation. My reflection helps to fill this gap, but it is only based on my own view, so it may not show the full picture. Another limitation is that the theories I use are sometimes old, like the media richness theory from the 1980s (Daft and Lengel 1986). However, I still find them helpful because they are used a lot in business studies.
Overall, the method of combining secondary research and reflection is suitable for this assignment. It allows me to use real academic theories and compare them with real practice. This way, I can explain the communication problems in my organisation and suggest recommendations that are linked to reliable sources.
[bookmark: _Toc207403854]Common Issues in Business Communication 
In my organisation, there are many problems with communication. One big issue is that managers sometimes use the wrong way to send messages. For example, they send long emails for things that should be explained in person. This makes confusion because people cannot ask questions right away. Media richness theory says some channels, like meetings, are better for difficult topics (Daft and Lengel 1986). I saw this in practice when an important update came only by email and many workers did not understand it.
Another problem is slow replies. Staff depend too much on email, so it can take a long time to get answers. This makes teamwork harder because people wait for information. Research shows that some tasks need fast and same-time communication, while others can be slower (Dennis et al. 2008). In my workplace, waiting for replies on email often stops projects moving forward.
Cultural differences also cause misunderstanding. My organisation has people from different countries. Sometimes, the way one person writes a message feels rude to another person, even if it was not meant that way. Hofstede explains that culture affects how people see authority and directness (Hofstede, Hofstede and Minkov 2010). This creates tension in the team because not everyone has the same style.
Another common issue is poor sharing between departments. Information often stays inside one team and does not move to others. When this happens, staff are surprised by last-minute changes. Research shows that when communication inside the company is weak, staff feel less engaged and less motivated (Welch 2012). I notice this problem when two departments do not update each other about new schedules.
Emotions also play a role. If managers do not explain clearly or ignore staff questions, workers feel less valued. This hurts morale. Studies show that good communication helps to build a positive emotional culture (Men and Yue 2019). When leaders listen to feedback, people are happier, but when they only give orders, staff lose interest in their work.
The last issue is too much use of written communication. Staff get many emails every day and some of them are missed. Important information can be lost in the inbox. Earlier research shows that channels with more social presence, like phone or video, are better for building relationships (Short, Williams and Christie 1976). In my organisation, relying only on email makes it harder to build strong trust.
To sum up, the main issues are wrong channels, slow replies, cultural problems, poor sharing between departments, negative emotions, and over-use of email. These problems make work slower and create stress. Fixing them will help the organisation to improve teamwork and results.
[bookmark: _Toc207403855]Recommendations 
To improve communication in the organisation, managers first need to think more carefully about which channel they use for different messages. For simple updates, email is enough, but for important or complex topics, meetings or video calls should be used. This gives staff the chance to ask questions and be sure they understand the message. Media richness theory explains that richer channels are better when the information is complex (Daft and Lengel 1986). Another recommendation is to train staff on how to use the different tools more effectively. Many employees use only email, but faster tools like phone or instant chat can help reduce waiting time. If workers know when to use these tools, teamwork will improve, and projects will move faster (Dennis et al. 2008). Cultural awareness training is also needed. In a workplace with people from many countries, it is important that everyone understands different communication styles. Training can help staff avoid misunderstandings and show more respect to each other (Hofstede, Hofstede and Minkov 2010). It is also useful to improve the way departments share updates. Managers can introduce regular cross-team meetings or short weekly reports. This stops information from being hidden in one department and helps everyone work in the same direction (Welch 2012). Finally, leaders should focus on emotional culture. When managers listen and give clear explanations, employees feel valued. This makes staff more motivated and more trusting of the organisation (Men and Yue 2019).
[bookmark: _Toc207403856]Conclusion
In this report I looked at communication in my organisation. I found many problems that happen often. Managers sometimes use the wrong way to share messages. Replies are slow, and departments do not always share updates. People from different cultures also understand things in different ways. These issues make staff confused and less motivated. Theories helped me explain these problems. Media richness theory shows why meetings or video calls are better for complex tasks (Daft and Lengel 1986). Culture theory shows how different backgrounds change the way messages are read (Hofstede, Hofstede and Minkov 2010). Other studies also show poor communication makes people less engaged (Welch 2012). The main recommendation is to choose better channels, train staff, and improve sharing between teams. If these steps are done, staff will feel more valued, and the organisation will work more smoothly.
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