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[bookmark: _Toc53602800]Abstract 
Communication is the transfer mechanism from one person to another of knowledge and comprehension. Employee cooperation is important in order for healthy working ties to be developed and sustained in organisations. This paper explores the mechanism of communicating, communication barriers and offers managers a guidance for enhancing communication effectiveness.
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Communication is important to the transfer and interpretation of knowledge by others as important to any administrative role (Sanchez & Guo, 2005). Effective communication is an art that must be effectively performed at work in order to achieve a successful outcome that achieve an organisation's goals. Communication is a significant challenge for management as it offers knowledge that results in productive and effective company efficiency. 
The analysis of communication is important since all administrative tasks and practises are directed or indirect. Administrators work with and with other individuals whether it's preparing and coordinating or directing and supervising. The communication abilities of all people influence both personally and organizationally (Brun, 2010; Summers, 2010). 
This paper explores the method of communication and the value of communication in the workplace and offers directives for enhancing the communication skill and performance of managers.

[bookmark: _Toc53602802]Literature review 

The process of communicating knowledge and common understanding from one person to another can be described as communicating (Keyton, 2011). 
The formation or sharing is between sender and receiver of thoughts , emotions and comprehension. It is important to establish and sustain workplace partnerships. While managers spend much of their time communicating (submitting or receiving information), meaningful contact in all exchanges cannot be presumed (Dunn, 2002). 
“In order to achieve a mutual understanding, the dialogue is sharing of knowledge through written and spoken words and symbols "(Boddy, D. and Paton, S. 2011). Communications are essentially the way information is transmitted from one location, individual or organisation to another. With other words, we may say that all the knowledge we speak or not is called contact. To complete the statement loop, we need a sender, massage and recipient. It looks straightforward, but it's a very complicated subject. To better understand the communication process, we must take a close look at it.
It is called workplace communication for the exchange, both verbally and nonverbally, of information and ideas between one person / group and another individual / group in an organisation. It contains emails, SMS, notices, calls, etc. In order to accomplish the task, create trust and boost employee productive activity, effective contact is crucial (Faizal, F., 2018) 

[bookmark: _Toc53602803]Communication Process 
​ For contact, at least two transmitting and receiving individuals are needed. Sender sends massages into a type of text, which we called 'code,' to its receiver through the chain (e-mail, phone call, face to face, etc.). The client understands the request and provides the sender with their input, whether or not they are heard. The response is the recipient's interpretive. 
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Fig.1 Communication process (Boddy, D. and Paton, S. 2011).


The sender prefers an email or a phone call, letters etc. and sends coded massage to connect through one or more networks. The recipient decodes and sends out a reply. Here is one of the main connectivity challenges as information transmitting and receiving, coding and decoding have a distinct impact. The successful communicators recognise that there are two approaches and often get input to clarify whether the information is decoded correctly (Boddy, D. and Paton, S. 2011).

[bookmark: _Toc53602804]Evaluate Effective Communication at workplace
Each facet of a company is focused on communication. Communication between two or more individuals is an important means of transmitting, processing and interpreting the message effectively. It is the way that data sharing among team members takes into account what you want to say, what you say and what your audience interprets. (Kashyap S., 2019)
Good listening patterns would mean good communication abilities and a better communicator for the future. However, what are the successful examples of communication? Well, you should be focusing on three contact skills: (Kashyap, S., 2019)
1. Be mindful of your flesh. Your body speaks a storey to you. 
· Crossed or folded arms 
· Behind the body: faith 
· Fixing garments, shoes, observations 
· Closed fingers 
·  Rubbing of hands – tranquillizing. 
2. Listening activity – Listening consciously isn't something like listening. We must be more concentrated, listen closely, and consider the aims of the chat. It's not easy because we have several distractions that can annoy us. We only have to guarantee we get as much information as possible and not something we can claim afterwards. There are also people who listen poorly. They don't reflect on what the speaker said, just what they can say so soon as a break takes place.
3. Confident execution — You have to build a good execution by being careful. The subject has as many as the message itself and the forms in which you interpret it. You have to compose a letter that is evident and detailed enough for the team to meet common knowledge. This means how others interpret the message and remove potential confusing sources.
4. Empathic — recipients realise how the sender thinks and want and interpose the message from the sender's point of view, rather than their own circumstance. A junior staff member can present a problem that represents his / her inexperience with a senior colleague. The senior could refuse the application and recommend that the suborn donor knows how to deal with the scenario. An empathic approach will take into account the inexperience and give the request more information. 
5. Be good – last but not least, try to keep optimistic. It saves you from the debate by being positive, regardless of your thoughts.

[bookmark: _Toc53602805]Communication Challenges 
As a leader, we need to logically connect and collaborate. Our followers may be frustrated while we are incompatible, and their trust in us may be undermined. Leader should interact more directly with people. Leader wants clear leadership skills that lead to the company's success and positive connexions between him and his staff. Leaders must generate potential planes for workplace assistance. 
Barriers (2015) can be built, according to Zoller and Preston: 
· Not starting from the end 
· No ties and partnerships building 
· Missing consciousness 
· Conclusions to make 
· Do not dwell on specifics 
· Do not have correct reviews 
· Do not change the mode of conversation 
· No competent response 
· Not awareness control
The second language for me is English and the obstacles I has faced are: 
· Incomprehension of the matter of debate 
· I don't know the jargon words. 
· Non-verbal communication problems as in the country from which I come do not make eye contact for example while chatting. 
·  Even tension is an obstacle to me when I talk.
[bookmark: _Toc53602806]Conclusion 
Workplace collaboration is important to create and sustain quality working relationships in the enterprise. Efficient workplace communication is essential for a process of exchanging knowledge and shared understanding from one person to another, when each administrative role and operation requires direct or indirect communication. In order to increase communication performance, therefore, administrator needs to build knowledge and adherence to active listening skills of the value of sender and recipient obligations. An administrator is willing to be a good leader through successful leadership abilities in the workplace.
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