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Introduction- Slide one 



 
Hello everyone, my name is Rozeta Mena and today’s presentation is on communication skills in the workplace. So why are communication skills important? Generally speaking, Communication skills are crucial for both individual and organizational success, as they significantly influence productivity, relationships, and overall workplace culture. In this presentation,  me and my teammates are going to dissect this to further analyse the importance and different effects it can have in the workplace. 
 
The objectives for today are: 
1. Understanding why communication skills are important, which will be presented by me  
2. Understanding the different types of essential communication skills 
3. Understanding how communication skills effect teamwork issues and resolutions  
4. Understanding how communication skills apply in different circumstances 
 
 
Why are communication skills important- Slide 2 
 
Communication skills are essential to achieve success in the workplace as it encourages  
1. Team collaboration and Productivity  
2. Problem/Issue solving  
3. Efficiency  
4. Customer satisfaction 
 
 
As I previously stated, strong communication skills are critical for success in the workplace because they improve customer satisfaction, teamwork, productivity, and efficiency. They also make problem-solving easier and more efficient (Maguire and Pitceathly, 2022). Effective communication creates a cooperative atmosphere where ideas are openly exchanged, resulting in creative solutions and better results. It is also essential for promptly recognising and addressing problems in order to avoid delays and disturbances. Strong customer communication helps to understand and address their demands, leading. While efficient communication makes sure that activities are accomplished precisely and on schedule. All things considered, efficient communication is essential to a productive and successful company. 
 
 
How do communication skills effect oragnisational productivity, teamwork and customer satisfaction- Slide 3  
 
Now let's explore how communication skills impact organizational productivity, teamwork, and customer satisfaction. These elements are interconnected and mutually reinforcing, rather than separate entities. 
  Talking to each other is important for a business to be productive and successful. If people take the time to say what they want to say clearly and briefly, there will be fewer chances for misunderstandings and mistakes. It affects teamwork, project outcomes, and the company's overall performance (Siahaan et al., 2020). 
In project management, for example, it's important to be clear about goals, timelines, and standards so that everyone on the team is on the same page and there are fewer chances of delays. Van et al. (2018) also say that good communication is the foundation of working together effectively. 
Communication is key to the success of any business, whether it's the sales team coordinating their work or the customer service team handling customer issues (Hall et al., 2015). Communication that is clear and quick to respond is the best way to keep clients happy and manage relationships. Businesses that do well know that clear and consistent communication that shows they take customer needs seriously is the key to building trust and loyalty. 
 
 
Examples where communication skills have made an impact in proffessional settings- Slide 4 
 
 
 
Now lets look at some examples of how communication skills can affect an organisation. 
 
In a sales team, effective communication promotes coordination, knowledge sharing, and mutual support, resulting in improved performance and job satisfaction. 
In customer service, prompt and empathetic communication can transform dissatisfied customers into loyal advocates by addressing concerns effectively and providing timely solutions (Maguire and Pitceathly, 2022).
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