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[bookmark: _Toc497933732]Introduction
Business organisations are becoming more augmented and more focused day by day. Training, seminar and symposium are now daily routine activities of any business organisations in the market. The tendency of individual assignment and making the task procrastinated is going to shift in team working. Team working and grooming session are becoming more popular gradually and its wings are widening. There are different communication channels which pave the way for the meeting, training and other daily activities; those applications of communication and necessity of both verbal and written communications will be discussed in this report. Here some real-life examples and business model will also be demonstrated.


[bookmark: _Toc497933733]Effective communication in Management
Communication has been always a major issue when it comes to team working and group jobs. It is known by all that without proper using of various communication tools teamwork will end in smoke and it is inevitable. Whether manufacturing or merchandising companies are taken into action teamwork plays a significant role among all employees of the organisations. Apart from these tangible goods producers and suppliers service-oriented companies, for example, Google and Microsoft emphasised a bit more importance on the team working and group assignment because they bother about innovation and customer satisfaction around the year (Babatunde, 2013).
My friend Mr.David is working as an Assistant Manager in a retail firm where employees are highly efficient and trained enough to perform their duties perfectly. The employees are also very much co-operative and efficient in business communication which is profoundly wanted by the companies nowadays. Once a great hazard had happened due to the inefficiency in the communication. The workplace of my friend was in great trouble as the employees became failed to comprehend the message provided by him and realize the importance of storytelling (McQuail, 2012). So, it is clear that if the internal as well as the external communication of the company is not transparent, it has to suffer in the long run. Here in this report, the necessity of effective communication will be elaborated. Let’s have a look at this.
[bookmark: _Toc497933734]Relevance of the communication cycle for effective communication in workplace
In today’s business atmosphere communication always carries significant weight. It is a means of accomplishing organisational objectives, perspective and goals and confronting several barriers that might be a predicament for the corporation. 
After joining in the firm my friend Mr.David has faced a lots of problems such as- little co-operation among the employees, employees were not that much responsible in performing their duties, there was lack of effective communication between the manager and the employees. So, as an assistant manager Mr.David has taken some inititative to mitigate all these problems and introduce effective communication cycle as effectiveness in internal communication mitigates conflicts between employers and employees or exchanging their concerns about plans, strategy and decisions (Griffin, Ledbetter and Sparks, 2013). It paves the way for building better relationship among the staff, colleagues and customers. 
As the most effective communication cycle is two-way communication so Mr.David has started following two-way communication cycle where both the upper-line manager and the employees can share their understanding about  specific information, theory, principle or any image without any hesitation and by this way Mr.David has become successful to overcome the hazards that he met earlier. Mr.David also makes the employees aware about the filter while delivering the message as during delivery messages can be distorted. The communication cycle which has been follwed in the workplace of Mr.David has been given below: 
[image: ]
Figure 1: Communication Cycle
Source : (Blizard, 2012)
[bookmark: _Toc497933735]Communication Theory
Mr.David has incorporated some communication theories for making the communication the effective one. He has followed especially the Shannon-Weaver model of communication (1949) which is the basic nature of communication. This theory is also related to the two-way communication cycle used in the workplace of Mr.David. Under this process the sender transmitted a message to the receiver. Mr.David has introduced six components to the employees related to this theory. These are- information source, encoder or transmitter, channel, message, decoder and receiver (Shannon and Weaver, 2011).  The communication theory used in the workplace of Mr.David has been given below - 

[image: ]
Figure 2: Shannon Weaver Model of Communication
Source: (Shannon and Weaver, 2011)
Another important communication theory used in the workplace of Mr.David is Schramm’s Model of Communication (1954). By following this he has become able to transmit the true message to the employees. Without the real interpretation of the messeage and the storytelling employees cannot perform their duties up to the mark and so Mr.David has introduced this model in his workplace. For an example, following this model has helped him to mitigate the misunderstanding among the employees and as a result co-operation among the employees has increased a lot which has ensured greater revenue. The diagram of Schramm’s model of communication has been given below - 
[image: ]
Figure 3: Schramm’s Model of Communication (1954)
Source: (McEwan, et al., 2017)
[bookmark: _Toc497933736]

Importance of effective team working and communication skills

Organisations are getting wide day by day both in market expansion and product line penetration. Several organisations like eBay, Aldi, Tesco and Reckitt Benckiser have various branches around the world so communication skills attainment is mandatory for their employees to run daily activities.
Mr.David has felt the importance of effective team working and communication as the market was gowing largely. So, the number of competitors has also increased. Mr.David has observed that the his employees are facing problem to cope up within the marketplace.As a result he has made some idea by which he has become able to prepare his employees effectively. At the very begining Mr.David has taught the employees about the mission, vision, goal and objective of that organisation which leads them to be encouged to perform their own duty with high importance and it is resulted into sophisticated and effective output. 
To enhance the employee engagement Mr.David has made some team providing with different responsibilities such as- finance team, marketing team, organizational team, management team etc. He has also conducted a cross-discussion session among the teams through which all the members become able to know about each and every information about what is going on in the firm as well as outside the firm. By this Mr.David has brought about a revolutionary change within the firm. He has observed that his employees are communication effectively with the customers, they are giving appropriate reply to the customers, they are giving exact solution to the problem of the customers. The idea of employee engagement also strengthens employee relations among the peers and other colleagues (Berard, Gabers and McKell, 2016). Effective communication in the team through skilled and prudent employees has also increased the output of the Mr.David’s firm. Mr.David has compared his firm with the company named Tatar Sanda and coming up with a solution that Tatar Sanda fails to communicate with their marginal level employees, a few executives only worried about goals and mission. At the end they it has earned 350,000,000-pound profit.On the other hand, The firm of Mr.David has earned 675,000,000-pound profit. So, it is clear that communication skills and team working can make a path to generate higher profit.
There are several employees in firm who are from different countries so there is an immense impact of globalization on communication and team-work. To mitigate the cultural differences among the employees Mr.David has trained uo the employees and taught them about the signs and languages of different countris. He also taught them how to apologise to the customers of different culture if the employees make any mistake due to the differences in the culture. It helps the employees a lot to electrify the performance of the employees (Njemanze and Ononiwu, 2015).
Mr.David has also helped to improve the problem-solving skills of the employees by which senior employees share their views, idea and research note on a specific topic with the junior executives. It helps them to obtain the opportunity to converse and argue with senior executive where communication tools are followed smoothly and naturally. 
[bookmark: _Toc497933737]Requirements to achieve effective communication in management
The requirements to introduce effective communication in the firm of Mr.David are - 


Figure 4: Requirements for effective Communication
Source: (Blizard, 2012)

For effective communication there some requirements and these requirements are successfully fulfiled by Mr.David in his workplace. He has provided the mid-level managers with a solid structure for communication and communicational appliances (Thomas, 2013). He has informed all of the employees about their norms and structure; how members of the team use these tools, for example, discussion forum, chat rooms, private and group messaging, internal blogs and web-based communication. David has suggested the mid-level to set up a specific schedule for the meeting, report submission and conducting the survey. He has also make them understand the issue so that mid-managers and lower workforce corroborate their principles and regulations. Over the time, he has made it a culture rather structure.
To ensure the utmost efficiency in communication Mr.David has introduced a culture of solving the problems together so that the firm can find out best solution (An Evaluation of Effective Communication Skills Coursebook, 2016). For this he has arranged different grooming session; solve organisational critical cases together and other kind of brainstorming method. To make the training more interesting Mr.David has practised strong visual communications. He used to teach the employees by showing graph, charts, figures and tables as well as video and still image so that the employees can easily understnad the situation (Blizard, 2012). 
[bookmark: _Toc497933738]Importance of selecting an appropriate tone, language and level of formality in management communications
Effective communication creates a new vibe on mutual understanding between the management and employees where language, tone and level of formality capture enough spaces to create a better communicative environment in any organisation. 
Mr.David has successfully taught his employees about the appropriate style of using language, and standard of formality in managing effective communication. For an example, one of the employee of Mr.David has faced a great trouble of using a sign that has a negative meaning to the foreign customer. After then, Mr.David has focued on this sector by informing his employees that anything unprofessional will kill the productivity of business nature. All of these communication tools are directly related to productivity (Campbell, 2012). He has taught the employees that their tone and voice shouldn’t be arrogant or overconfident that hurts someone by any means. Heb has also taught his empoloyees how to make the customers to feel ease so that they can share their opinion freely and which should be seen as respectful manner. He has also taught them how to refrain from bad grammar, sloppy, using slang or derogatory language. 
Mr.David has taught his employees of using appropriate tone which can play a vital role in verbal communication. For example, one of the senior employee od Mr.David was conducting a training session.Mr.David was also present there. He has observed that many information are not taken seriously by the other employees because of the tone of that senior employee. Then, Mr.David has infromed it to the senior executive and showed how changes of tone can dramatically change the meaning . Body language, eye contact and facial expression play a significant role in verbal and written communication in effective management.
For example, Rehan was the senior executives of Unilever Wales branch of UK who had conducted the session. Mr. David condones his fault what is meant by his tone.
[image: ]
Table 1: How tone can change the meaning dramatically
[bookmark: _Toc497933739]
The effectiveness of a range of verbal and written communication methods
Effective communication can be achieved by using proper communication channel. There are two types of channel which has been used in the workplace of Mr.David. These are - 

[bookmark: _Toc497933740]Written communication
Written communication which includes reports, memos, emails and forms we make sure that it is simple and easy to understand, avoid slang and discriminatory language. Mr.David manages to have written communication which has helped him to monitor client's condition and report of incident and accident within the organisation. It also helps my friend to provide  regular feedback to his staffs performance such as appraisal and supervision. For example, Mr.David has conducted a survey on importance of keeping record with paper and pencil and he has come up with a solution that 35% business conference, seminar and training can’t see the light of success because of lack in writing misappropriation. 
Mr.David has also introduced e-mail communication to keep the employees in touch with the workplace. For making this appliance in a fruitful manner he has articulated the assigned topic in clear and specific language to make it understandable to the employees (Collins, 2009).
Social media like Facebook and Twitter can be tools of effective written communication which can be used for the purpose of communicating location, division or about services of the company. Through this type of communication channel Mr.David has become able to build an informal relationship with his employees which is very much important to encourange the employees to perform their duties by giving them a feel that they are the important part of the organization. 
[bookmark: _Toc497933741]Verbal communication 
Verbal communication is spoken messages that we share with others such as organisational meetings, handover and telephone. Mr.David always tries to maintain verbal communication in a professional and friendly manner with his team members and external stakeholders of the organisation. Mr.David used to make face to face communication with his employees and for this he has to follow some guidelines such as delivering the message to the employees in an understandable manner, using friendly language and maintaing some basic body gesture so that employees also feel involved. For example, Mr.David has analysed  a real scenario of Reckitt Benckiser expressed that employees transmit enough wrong information to customers because managers couldn’t articulate their norms and structure when they give verbal presentations (Gopal, 2009). 
Sometimes, Mr.David has used video conferencing as an alternative to face to face communication so that he can manage to have the touch of the employees who lived in distant places. It is happenings now and then all over the world and its appealing wouldn’t fade away so responsible managers should apply for an assertive role in meetings. Their tone should not be angry or whimsical; on the other hand, speakers have to ensure that all of the correspondents can hear and catch his or her message in meeting sessions.

[bookmark: _Toc497933742]Conclusion
Several practitioners and experienced mathematician and prudent business personnel developed these models of communication. So those managers who are aspiring to achieve their goals by the means of effective communications are regarded to implement these theories and experiences in their respective fields. The best tool for communication from which an astute manager can take advantage that is culture and environment. In a smooth atmosphere of business nature employee engagement remains higher, employee attachment is also high and inertia, fear and dominance can’t take place so noise portion between sender and receiver can’t roll in such sort of institutions. That should be the target of communication manager to diminish noises and dust between encoder and decoder. 
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