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In recent times communication in the work place has become more important than ever due to increased use of technology such as emails, conference calls, satellite and other electronic media. 

In order to successfully convey and exchange your ideas, thoughts and vision in a persuasive and trustworthy way it is essential to be proficient in communicating.

A survey of 3000 businesses conducted by London chamber of commerce broadcast by the BBC 2014 identified that they considered 90 per cent of students not prepared for working in business and that over half of these companies thought it was because they did not possess fundamental ability to communicate.

In this report we will review and analyse the importance of communication in the workplace and effective team work.


[bookmark: _Toc513038550]Communication within the Workplace

According to studies and research communication is shown to be the most important skill in the workplace.

“Communication, the heart of business, is the most important of all entrepreneurial skills. The destiny of the business depends on the quality of your relationships. Your ability to transmit information helps both clients and employees feel they can communicate with and ultimately trust you” (Black Enterprise, 1998).

A 2014 survey of 3000 businesses conducted by London chamber of commerce and broadcast by the BBC identified that businesses considered 90 per cent of students not prepared for working in business and that over half of these companies thought it was because they did not possess the fundamental ability to communicate. They considered employing inexperienced graduates as a risk and favoured employing more experienced job seekers instead.

In another survey conducted by Watson Wyatt, communication survey 2009/2010 found that many companies failed to communicate effectively with their employees. The study found that bosses who lacked the skill or will to communicate tough messages to their staff performed worse than companies who engaged and were able to talk straight and clearly convey messages to their staff. The study demonstrates that businesses who were able to communicate adequately with their employees had a 47% greater return to their shareholders.

Companies that could communicate effectively with their staff were also shown to perform better in troubled times and were more likely to pull through as they were able to put their plans across with courage and conviction and in turn could motivate their staff.

“Effective internal communications can keep employees engaged in the business and help companies retain key talent, provide consistent value to customers, and deliver superior financial performance to shareholders” (Wyatt, 2009)
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In 1949 Claude Shannon and Warren Weaver devised a model to develop an effective communication between the sender and receiver.
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“Shannon and Weaver's model is widely accepted as one of the main seeds out of which Communication Studies has grown' (Fiske,1982).
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Sender - Sender of the message, 

Encoder - Converts message into information

Channel – medium used to send the message 

Decoder – used to convert into data

Receiver – recipient of the message

Noise – physical hindrance to the message arriving at destination intact


By successfully getting your message across, you convey your thoughts and ideas effectively. When not successful, the thoughts and ideas that you convey do not necessarily reflect your own, causing a communications breakdown and creating roadblocks that stand in the way of your goals-both personally and professionally (Fowler and Mankelow, 2005). 
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There are many channels of communication that are used in personal life and in the workplace.
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Face to face spoken communication allows the sender of the message to use their personality and emotions when conveying information and allows for instant feedback from the receiver. Good communication is vital as sender needs to be confident, comprehensible and trustworthy in order for this to be beneficial otherwise the it could be a handicap when conveying the message.

Verbal communication can also be in written form which traditionally was slow and inefficient however has become faster with the development of modern technology such as emails, texts mobile phones. This is a very comprehensive form of communication and can allow for many forms of information to be shared and reach multiple recipients simultaneously. A good knowledge of written communication is necessary to prevent an unprofessional image and loss of credibility, must be competent and clear.
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Non-verbal communication is the messages given through body language, emotions and facial expressions. Non-verbal communication can add credibility to the verbal message make it more trustable. 

Nonverbal communication can be affected by surroundings, events and conditions which may impede the message. 
(Charles,1998)


Dr. Albert Mehrabian’s 1967 study, “Inference of Attitudes from Nonverbal Communication in Two Channels,” named three components of effective communications: body language accounts for 55 percent, voice tone for 38 percent and spoken words for 7 percent. On the telephone, voice tone give dimension and emotion to words, increasing the effectiveness of the communication. Certain body language, such as smiling and standing while talking, may come through in the conversation. Texting and emails are simply words open to interpretation by the receiver, without the benefit of voice tone or body language. (Harper, 2019
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Working as a team has many advantages in the workplace, it can build trust increase output and encourage employees to strive for the common good.

Team work promotes the exchange of ideas, allows experienced members to pass on knowledge and knowhow to inexperienced employees while allowing more experienced staff to gain a fresh outlook and new ideas.

A good teamworking environment will encourage employees to strive for the common good of the collective over promoting self-interest and personal gain.
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Meredith Belbin undertook considerable research into how people work together in teams. Belbin’s theory states that there are nine roles which need to be occupied within any team. 
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I worked as an Export and Import manager for a textile company in Bursa, Turkey from 2001 to 2007. Communication and team work were one of the most important skills required to successfully perform as employees and a business. Use of written communication was extremely important, unclear and inaccurate communication caused problems such as missed deadlines, orders been delayed, and not being able to load shipments on time.

Face to face communication was vital when meeting with business partners and customers. Being able to convey our ideas, vision, services clearly and coherently and competently ensured we had trust and credibility. Listening to ideas and reacting to what partners and clients wanted was also an important part of communication. Face to face communication was often the way we secured contracts and closed deals. 

Non-verbal communication was also a very important part of meetings as body language and expressions would have an effect on determining how casual or formal the meeting was and allowed parties to gauge how the meeting progressing positively or negatively. 

One of the biggest problems faced was through lack of communication as all aspects of production were tied together.
I would need to arrange booking of containers for export based on the volume of production which was liable to change. 

If I was not informed on time of any changes or received conflicting information about the amount that would be produced the result would be not having enough containers.

This would result in not being able to export the manufactured items produced that week. It could also result in too many containers being booked which would result in wasted money as we had to pay for transport of every booked container regardless of whether we loaded or not.

Team work was essential as all sections had to work in harmony from orders, supplies, production line, and arranging exports. Working as a team meant we could bond and build friendships which motivated us to support each other. Being friends also meant that any disagreements or arguments were quickly resolved and no resentment built up.


‘Communication is a major challenge for managers because they are responsible for providing information, which results in efficient and effective performance in organizations. Communication is the creation or exchange of thoughts, ideas, emotions, and understanding between sender(s) and receiver(s). It is essential to building and maintaining relationships in the workplace. Although managers spend most of their time communicating (e.g., sending or receiving information), one cannot assume that meaningful communication occurs in all exchanges’ (Dunn, 2002). 
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Communication is the most important single factor in business and is like the blood that runs through its veins. Good communication is vital in all aspects of business from managing employees, working in an efficient productive and harmonious environment to selling ideas to customers. Communication can keep staff motivated and happy thus becoming more beneficial and increasing loyalty to the company. It is paramount in being able to put forward clear, understandable, coherent and credible messages. It affects how trustworthy and professional a business appears and has a direct connection on how the whole organisation performs efficiently and financially.

Team working can vastly benefit the productivity and harmony of a business. It is a great way of exchanging new ideas and sharing knowledge while striving for shared goals rather than individual benefit. It can decrease stress and work load while strengthening the bond and camaraderie of employees.
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