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[bookmark: _Toc15654700]Introduction
Communication has played a significant part in the workings of every field. Absence of any kind of communication, the progress of any field or work is impossible for humankind to do. However, skills need to be created for efficient communication between two individuals or entities. This assignment introduces the organisational communication and its application in a small-scale organisation such as Education.
The company of Education Group is an organisation that is value-driven, dynamic as well as ambitious. This organisation emphasises on the employment of high quality as well as industry-experienced staff for proper training of vocational programmes. However, the engagement of employees is low since communication is one way.
This assignment also provides the issues in the communication of the organisation along with the recommendations for rectifying these issues.
[bookmark: _Toc15654701]Understanding of Organisational communication skills
Communication in an organisation is a necessity for its survival in the industry. Several organisations have found to suffer from the lack of communication in their organisation. The existence of communication gap in an organisation is necessary for the successful competition in the market. As per the views of Yeomans and FitzPatrick (2017), organisational communication generally refers to the transmission of messages by individuals through written, face-to-face as well as mediated channels. It is mainly focussed on the establishment of relationships along with the interaction of internal members of the organisation with one another. There are two approaches for the understanding of communication within the organisation. The first approach is a form of conventional approach that focuses on the communication within an organisation. The other approach is a form of communication as an organisation that means organisation is the result of communication within the organisation. In other words, organisation is able to succeed and progress in the market only because of the application of communication skills in the organisation. Thus, the communication is the most important aspect for survival in the industry. The individuals require certain skills such that they are able to make the organisation survive in the industry.
[image: ] 
Figure 1: Application of Organisational Communication
(Source: As influenced by Bolden, 2016)
The organisational communication has huge benefits for the organisation as well as the employees in the industry. As per the views of Bolden (2016), the four benefits of organisational communication in the industry are:
· The organisational communication has helped the employees to accomplish the tasks related to the specific roles as well as responsibilities of services, production as well as sales. Through organisational communication, the employees are able to job specific roles efficiently.
· The organisational communication has also taken the factor of necessary changes in the organisation. Through organisational communication, necessary as well as creative changes through the organisation are accepted.
· The communication in an organisation also helps the company to complete tasks efficiently. This is done through the maintenance of the policies, regulations or procedures, which supports continuous along with daily operations.
· The most important consequence of communication within an organisation is the development of relationships between employers, employees as well as customers. For example, human messages affecting morale, fulfilment, attitudes as well as satisfaction are provided to people within organisations.

[bookmark: _Toc15654702]Various existing communication styles in the organization
Communication is a concept through which the peers of an organisation are able to communicate through the usage of face-to-face, telephonic or online channels. Educ8 Group the selected organisation, uses several kinds of communication styles for better efficiency of the workings in the organisation. The types of communication in the organisation are as follows:
[bookmark: _Toc15654703]1. Communication as per the organisational structure
Formal Communication
This is the form of the communication associated with formal structure of organisation along with official status of communicator with the receiver. This form of communication passes through normal channels as well as official positions in chart of organisation. Formal communication is the official form of communication that has smooth and timely flow. This form of communication is also used in the company of Educational for formal communication within its employees (Education Group, 2019). Several forms under formal communication are conference, news bulletins of companies, telephone calls, departmental meetings as well as special interviews along with publication messages for special purposes.
Informal Communication
This form of communication is often considered as ‘Grapevine’. This type of communication is free from any formalities, as this exists among friends, members, colleagues or club associations.
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Figure 2: Different Types of Communication Styles
(Source: As influenced by Porcu et al. 2017)
[bookmark: _Toc15654704]

Communication as per the Direction
Downward Communication
This form of communication actually flows from superiors to the subordinates. Thus, this form of communication generally takes place to give instructions or information to the employees (Porcu et al. 2017).
Upward Communication
This form of communication is exactly the opposite of upward communication. In other words, it transfers information or permission from a subordinate to the superior. This form of communication is also used in the company of Educ8 for formal communication within its employees (Educ8 Group, 2019).
Open communication style
Education management follows an open communication style within their organization, which allows their CEO to interact with their employees on a daily basis, to gather information regarding their work status and pressure, weekend planning, family problems, personal issues and others (Porcu et al. 2017). Employees from all levels are open to contact the CEO, company Chairman, and all other senior positions, for any small or big issue, without any hesitation. 
Horizontal Communication
This form of communication takes place when it is in between two colleagues under the same superiors. This form of communication is also used in the company of Educ8 for formal communication within its employees (Education Group, 2019). Employees from the same levels or departments, communicate with each other via horizontal communication style. For example: Managers from various departments interact among each other via this style. Employees from the apprentice department communicate amongst each other via this style. 
[bookmark: _Toc15654705]Communication as per the way of expression
Verbal or non-verbal
This form of communication generally goes through face-to-face channel. In this form of communication, information is generally communicated verbally (Merkl-Davies and Brennan, 2017).

Aristotle’s persuasion Model of Communication – was proposed before 300 B.C., This Model of Communication focuses on audience on different occasions, for different types of audience, and has different effects on the audience, this model is rather the style of communication of a politician, or the boomerang effect (I want to do or I create…..no, we want to do or to create….), this communication model at time was used by big leaders or politicians, so the speaker plays on important role.
The Aristotle’s Communication Model is made up of the 5 basic elements.

[image: ]
Claude Shannon and also Warren Weaver Communication Model.

Shannon along with Weaver product contains the subsequent 5 things:
· A data source, which usually yields an email
· Some sort of transmitter, which encodes the particular communication into indicators
· Some sort of sales channel, to be able to which usually indicators usually are taken for a sign
· Some sort of receiver, which ‘decodes’ (reconstructs) the particular communication from the indication
· Some sort of desired destination, in which the communication occurs.

In the model, they indicated a sixth element, noise as a dysfunctional factor. The model is shown below:
[image: ]
In the university we had a good experience, exam class example, when we most to transmitted to another collegues information by different channel of communication, for example, body language, writing, verbal and non-verbal, a good and pleasant experience, which bring us a good understanding and practice a communication in different styles


Writing Communication
This form of communication is generally reduced to black and white since it is in the form of written communication.
These forms of communication are also used in the company of Education for formal communication within its employees (Education Group, 2019).
We exercises in class, using different type of channel to writing  on the paper our understanding, which bring us a good improvement
Body language communication
Body language communication is a very important language, used daily, consciously or unconsciously, transmitting information as important as verbal communication, we had already this experience in class by theatre exam

Example of communication skills of education
[image: ]
 Issues of within existing communications skills of Education	
(Source: Wilson et al. 2015)
Education is facing a couple of issues regarding organizational communication and team working, which can be minimized by adopting the following strategies:
More feedback collection
The company should emphasize highly to implement frequent feedback collection sessions for their employees of all levels. The management can send online feedback collection survey to the employees via email and ask them to fill those forms and send them back to the management. In this way, the identity of the employees can also be protected and unbiased feedback regarding all employees can be collected. Based on those employee feedbacks, Education management can take rectifying measures.
Development of official media platform
Education management can implement an official social media platform, for conducting both formal and informal communication within the organization. They can allocate customized access of that platform within the employees regarding formal communication and informal communication types (Wilson et al. 2015). For example: a specific feature should be there for employees to interact amongst each other informally and exchange of official information, allocation f tasks and other formal communications should be conducted from other options. 
Closing unprotected informal communication platforms
The company management needs to close all of their existing informal communication platforms, which are unprotected and include various security issues such as data leakage and others. These platforms can be substituted by the implementation of official social media platforms. 
Opening grievance-management cell
The Education management can develop a grievance management cell and invite their employees across all levels; to share their work related issues, complaints against seniors, and any other issues (As influenced by Wilson et al. 2015). Issues shared by the employees can be gathered and forwarded to the HR head for rectification purposes.
Conducting performance appraisals on private basis
As influenced by Okoro et al. (2017), receiving poor feedback from the senior during performance appraisals, in front of other employees, generally lowers the morale of employees. Thus, the management of Educ8 can rectify this issue, by sharing performance appraisal feedback to employees via their emails or social media platforms. 
Allowing employees in company decisions
Education management can allow their employees in various company decisions, by inviting them to take part in company meetings, demo projects, and others. This can help the management to enhance the motivation levels of their employees, by making them feel important and valued by the organization. 
Reducing number of official emails
The Education management needs to focus more on reducing the number of official emails, by communicating maximum of company information, to the employees via social media platforms and that too during job hours (As influenced by Solaja et al. 2016). Sending official emails post duty hour’s needs to\be minimized to ensure their employees can maintain their work life balance and enjoy quality time with their families. This will also help the company to develop a sense of belongingness within their employees. 
[bookmark: _Toc15654709]Conclusion
Through this assignment, the skills for organisational communication are important for the existence of the organisational structure. This assignment has also determined the forms of communication styles used in the company of Education Group. It has also stated challenges and issues faced by the organisation under its communication. Moreover, it also states the recommendations for the improvement in the communication level of the organisations. The company must allow its employees to take decisions to increase the productivity of its organisation.
The university life and  environment bring us unlock of knowledge about, style of communication, way of communication. Our lectures, update us in different way, put us in situation of face challenges 
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[bookmark: _Toc15654711]Appendix 1: Communication Structure in the Organisation
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(Source: Merkl-Davies and Brennan, 2017)
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In-class exercise 1

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module).

Student Name: A CEXE T2, A#LEX  student ID: 7?7#993

Ex.1. Read the following passage and answer the questions.

The professor and the village people

A Professor of English at a well-known Welsh University lived in a large house not far from a little village. He
never went into the village, bur shopped in the town near the University because he had nothing in common
with the village people, who were largely uneducated and did manual jobs. One night, the professor fell
asleep while smoking his pipe and the pipe fell onto the carpet and started a fire.

When the professor awoke and saw the house on fire, he rushed into the village, screaming:
‘The edifice is being consumed by a great conflagration!’
‘The edifice is being consumed by a great conflagration!’

The village people looked at him and continued doing what they were doing.
‘Don’t you understand?’ He said. “The edifice is being consumed by a great conflagration!’
They ignored him.

When the Professor returned home, he saw that his house had been completely destroyed. He sat down on
the ground and wept. The next day, he went into the village crying. ‘Why, oh why didn’t you help me? My
home has been destroyed by the fire. | came and begged you last night.” He wept.

‘But Professor, why didn’t you say that your house was on fire? We would have helped.’

Q1: Why didn’t the village people help the Professor?
Q2: What should he have done to get them to help him?
Q3: Whose model of communication do you think can explain this situation?
Q4 Why?
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Ex.2. Read the following brief and write a business email according to the instructions.

You are Director of Communications at your company and you would like an employee, Jack Daniels, to join
your Communications Training team.

- Tell ID why you are writing
- Say what you have observed and like about his communication skills

- Tell him why you think he would be an asset to the team
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Student Name: Z/CENE T U AR ALEXIAYLY Student ID: /(4’/6(9[93

Time allocated: 1 hour.

Please return your paper to the lecturer upon completion. It will be returned to you at the next session. You
will need to include a scanned copy of this exercise in the form of an appendix together with your Task 1
(part of the Assignment for this module).

Ex.1. Read the following passage and answer the questions on the next page.

Case Study: A Day With The Chief

Mark is a top-performing salesperson at a pharmaceutical supply company. As a reward for his
performance, he is treated to a trip to the corporate office in California to meet the chief executive
officer, Ms. Mills. Ms. Mills is known around the office as the “Wicked Witch of the West” because

of her short and sometimes abrasive demeanour.

Mark’s co-workers share “horror stories” of their encounters with her, stating that she rarely makes
eye contact, never smiles, and dislikes being approached unless she initiates the conversation.
Although he is excited to travel, he is also nervous about what he and Ms. Mills might talk about.
He prepares by thinking about how he can share his sales strategies and techniques. On the day of
the meeting, he waits patiently for Ms. Mills’ assistant to call him into her office. When he is escorted
in to meet her, he is shocked to see a petite woman behind the large desk smiling back at him with

kind eyes. He approaches, shakes her hand, and waits for her permission to sit.

Ms. Mills is nothing like the horrible person they made her out to be. Ms. Mills asks Mark several
thoughtful questions about why he is successful, ways the staff can be supported, and how the
company fits in with his professional goals. Mark feels more and more comfortable as she leans
forward to listen intently to what he is saying. Mark loosens his tie, crosses his legs, and begins
sharing stories of how he feels his immediate supervisor has dropped the ball on more than one
occasion and that the team would be better if more money were allocated to incentives and
bonuses. Mark immediately sees Ms. Mills” eyes begin to squint and her brow furrow. She stands

up abruptly and says in a gruff voice that their time is up and that her assistant will show him out.
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1. Given the professional context, what would you have done the same and/or differently if you

were in Mark’s position?
2. Do you think Mark accurately evaluated the context? Why or why not?
3. What communication factors led to the change in the chief executive officer’s disposition?

4. How could Mark improve his communication skills?
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