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Abstract: At various times, when people hear about communication, they only think about exchanging information and ideas. But verbal communication is not the only process of communication, it is beyond that. Now in the 21st century, businesses can apply and have the capacity for various methods of communication which can be used as an internal or external source. Digital technology has improved so much recently and it definitely has a big influence in organisations all over the world. People love to communicate in a digital way but traditional methods of communication still exist. However, organisations have to decide which communication process suits them more and can make the workplace even more efficient. (EDUCBA 2018)

[bookmark: _Toc533875136][bookmark: _Toc533875137]Definition of effective communication: Effective communication is a communication process when several people interact each other whether they deliver the message and receive the message with full understanding. In a nutshell, effective communication occurs when both sender and receiver assign similar messages that they both comprehend. In modern day businesses they implement effective communication to make them better places in order to achieve success for the organisation (Business Jargons, 2018).

Effective communication in Workplace: There are so many ways of effective communication in coffee shops while one is working. I am going to demonstrate some of the communications given below:

First impressions: When a customer enters our coffee shop, they make a quick judgement about our business based on our attitude, body language, professionalism, courtesy and the atmosphere. First impressions are vital for any type of business. Once the customers are happy about our first impressions, they form a relationship with us and they keep coming. As a staff member, we get only one chance for our first impression. To create a first impression, we always maintain high standard customer service such as eye contact, greeting, positive posture of the body, making them feel welcome, make the place neat and tidy and finally make sure customers visit us again by saying bye and thank them with a vibrant smile. (Opentextbc.ca, 2018)

Non-verbal communication: Non-verbal communication is a very important element of effective communication in our coffee shop. It includes our body language, tone of the voice, eye contact, paying attention when we speak with someone and when we listen to someone by maintaining distance etc. When non-verbal communication and verbal communication happens at the same place, people tend to receive and trust non-verbal messages. In our coffee shop, we need to communicate with many different types of people such as chefs, supervisors, colleagues, managers, dish washers, apprentices, suppliers, hosts, guests etc. We might communicate in different ways to different people according to the situation. Communication are two ways of process. We can talk as much as we like but unless no one is listening or understanding, there is no effective communication. When we meet someone, the opposition person doesn’t know anything about me or how we behave each other. To start a relationship, the first thing we need to show them respect with humble manner, positive mindset with a smile. When we show a lack of respect towards our customers or colleagues, they will receive non-verbal message which will disrupt our business in the future. If we treat every person with respect, how we would like to be treated, will send a strong and meaningful message. (Opentextbc.ca,2018)

According to EDUCBA (2018), the other effective communications are listed below:

Physical Nonverbal Communication: The way we communicate with other people plays a significant role in non-verbal communication. Basically, physical non-verbal communication is based on body language such as gestures, eye-contact, body posture, facial expressions. Even touching someone or wave someone will be considered as physical non-verbal communication. Our movement, the way we sit, the way we approach to our customers is very important in our business. We always need to look at the eyes when someone is speaking and should not move when they are talking. Facial expression is the most important thing in non-verbal communication. For example, when any customer turns up in our coffee shop, we must need to give positive smiles and welcome them so that the customer or visitor feels important due to immediate notice or response. If we show negative facial expression or lack of interest, the customer will feel ignored and probably will not turn up in the future.

Visual Communication: Visual communication is another type of communication where visual things like colour, drawing, signs, graphic design and other digital sources take place. We always use charts or graphs in our coffee shop for our sales report so that we can highlight our achievement and where we need to improve. The rapid development of digital technology can be used in visual communication to achieve success in the organisation. We always need awareness before we choose any medium of communication. Depending on the situation, we need to apply the methods of communication and find out which communication we can apply or when we can apply. If we are able to make a good judgement, it will make our employee as an effective communicator. By understanding different method of communication style, we can create a positive atmosphere in our organisation and reduce any misunderstanding or misconceptions.

Verbal communication: Verbal communication is an effective communication which consists with words to deliver the message. In other words, verbal speaking is simple general talking. It can be face to face with one on one or in small or big groups or over the phone. It helps the person’s response by looking at their body language and encourage to participate by understanding dialogue.
 According to EDUCBA (2018), the other verbal communications are listed below:

Written communication: Written communication have a significant impact in every organisation. In our job we use pen and paper to note down orders, or to send messages to the kitchen or my colleague. We also use it for any important instructions inside our working place. We also use written form of communication to write a letter, e-mail, memo, handbook, any report, text/message etc. In our coffee shop, written communication solely depends on writing pattern and the grammar style with simplicity. This communication is perfect where the other person is too far away for communicate or difficult to speak over the phone due to poor network. However, the message requires clarity with detailed instructions or updates. There are other types of written methods of communication given below:

Social Media: We use social media such as Facebook, Twitter, Instagram to promote our business so that we will be able to bring more revenue in our business. We always try to update our latest news with special offers while we upload our picture with customers or colleagues. It is an effective communication between the department, employee, the followers, customers etc. We also encourage any feedback or opinion in social media. Social media gives us the platform for marketing by allowing to create our business domain. 

Email: The e-mail communication has become one of the powerful tools for effective communication. In our job we need to use e-mail frequently to receive and deliver the message. It is very easy to access and people can check it at any time from any place in the world.

Oral Communication: Oral communication is another type of verbal communication which can be met by word, face to face, video-conference, Skype or over the phone. Another effective oral communication is seminar, conference, lectures or press conference. The effectiveness of oral communication depends on the clarity of speech, volume, voice presentation, body language etc.

 According to EDUCBA (2018), the other oral communications are listed below:

Face-to-Face Communication: We use to face to face communication a lot in our coffee business. Modern digital tools like video conference or WhatsApp or Skype or Viber are very useful in modern day businesses. It helps the organisations to create a bond between the employers and employee.

Meetings: In every business, there are some business meetings in some point. We always organise a meeting and let everyone know in advance. By the virtue of technology everyone is able to participate in meetings even they are not physically present in the room.

Whenever we use verbal communication, one thing we need to keep in mind that is voice tone. We have to make sure everyone listens clearly and understand the given message. It can be loud so everyone can hear properly but not aggressive. An aggressive message is going to send negative messages towards the audience. Verbal communication is suitable when we need speak in detail and giving someone compliments or feedback. Verbal method is the most popular and successful form of communication among organisations because it is quick, easier to understand and implement in our job.  (EDUCBA, 2018)
How to improve effective communication in business: According to Team (2018), there are various ways to improve effective communication which is listed below:
· Set goals and expectations 
· Precisely delivering the message 
· Choosing the appropriate medium
· The involvement of everyone
· Listen and understand
· Show honesty and consistency
· Acknowledge others
· Learn other cultures
· Provide direction and feedback

Impact of effective communication in business: Effective communication is the part and parcel of any business to succeed. If the information is not delivered in the right time by the right medium, the productivity will be less and will end up losing place in the market. By adopting effective communication in workplaces, employees will increase their level of performance and will have a positive effect on their morale and finally will increase the productivity. According to Project Management Blog: Tips & Tricks | Easy Projects (2018), the influence of effective communication on our business will be:
· Less confusion
· Enablement 
· Strong value and culture
·  Improved accountability
· Clear vision
· Good reputation


Impact of teamwork in business: Teamwork is a very important element in businesses. Teamwork provides a platform for the organisation to set the goal and work together to achieve the goal. In our coffee shop, we always help each other and share the workload. We learn from each other and motivate each other. When we all work in the same team with the same ambition, the productivity becomes higher and the service becomes quicker. There are some employees who are experts in some areas and in busy business periods they can work efficiently. With teamwork we can split our task and finish it on time. Teamwork reduces cost and brings more profit in the organisation. It also creates a healthy competition between the employee. Everyone in our coffee shop tries to prove their capability in front of the management so that that they can get the reward or promotion. Providing the right challenge and reward system can encourage any employee to bring their best for the organisation.  When we work in a team, we observe other people’s work and depend on their quality of the work. When we work in a team everyone moves and innovates faster. When we criticise someone, we make sure we talk in private. If we talk in front of everybody, the person will feel humiliated or less valued. A constructive criticism with feedback will be able to improve our skills. However, when we work in a team, we need to talk sensibly and with clarity.  (BrightHR, 2018)
Conclusion: Effective communication and teamwork is a crucial element of any organisation. No business can survive without proper communication. It helps the organisation to maintain productivity and strong professional relationship between the employee and the management and also with the customer. Any employer  that has an effective communication will be able to create a strong bond with other employers and will be recognised as a valuable asset in the organisation. When we are going to apply for a new or better job, this skill will become crucial to get the job. Almost every organisation gives those applicant priorities who basically maintain effective communication and team work. Poor communication will lead to hamper confidence and will not motivate the employee in the workplace. (Page,2018)
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