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									Introduction	Effective communication makes a comfortable working environment where leaders can lead the employees in the right ways in order to maintain good  organisational performance. For a successful communication, it needs communicators or speakers, message, medium and listeners or receivers and feedback. In response to effective communication or team-working, an individual speaker, leader or manager must absorb communication skills (Bovee, & Thill, 2018). I will try to explain how effective communication can improve the working environment and ultimately lead to a better run business. I will also be going to explore effects of poor communication in the working place based on my workplace. 	1.0 Models of communication	Effective communication takes place when two or more participants, channels of communication, one or more than clear message, and receivers are ensured.  There are many communication models which have been developed by scholars, experts and scientists and other professionals in order to ensure effective communication. Communication usually can be written , verbal and non-verbal and presently digital communication over online platforms (McQuail, & Windah, 2015). One of the most important models of communication is Shannon-Weaver model. This model in its core has four parts: sender, message, channel and receiver. In order to have successful communication at work all four parts of this model need to function seamlessly. 	2.0 Communication skills	To be a successful leader, manager or professional, an individual must have skills and knowledge while communicating with others. Usually, communication takes place in various channels, including verbal, non-verbal, written and others. In particular, having communication skills is must for an individual to deal with others in the working place (Husain, 2013). Below I will explain some communication skills:	Verbal communication:  Good verbal communication is important when collaborating with your colleagues and also while speaking with customers. 	Non-verbal communication: This form of communication involves body language, tone of voice and facial expressions. This is equally important while communicating with your colleagues.	Written communication: To have knowledge in written communication is also a vital skill of communication while interacting with other individuals. Having professional or academic writing skills is a characteristic that any effective communicator has to possess. This is also a part of the verbal communication.	Active listening: It is important that the message delivered to be understood. In order to do this, we need to actively listen what the other person is saying.	 	3.0 Communication in my workplace	As I am an assistant bar manager who dealing with employees in the working place, I carefully maintain what I am going to say and what I am going to deliver in front of my colleagues in the working place. I have been working in a big hospitality company called ETM Group where I am assistant bar manager dealing with a circle of employees. Our team is divided in Front of House and Back of House. It is of massive importance that good communication is in place so our team can deliver exceptional customer service and maintain healthy working environment.  Particularly, I maintain the following steps while communicating with employees in the working place. 	Diligently listening and responsibly speaking: Always diligent and careful, I listen to employees in the work place and their concerns and suggestions.	Delivering speech with familiar vocabulary: When I speak to my colleagues, I mostly try to use familiar vocabulary that is easy to understand. This is particularly important in the hospitality industry where most of the employees English is not their first language.  Usually, I do not use irrelevant and unknown words that are difficult to understand. 	Speaking with confidence: When I speak with my colleagues, I speak with confidence so that employees can get the right message and feel confident too.	Emphasizing body-language: Body language is really important in delivering a message and it is important also in conflict management.	Utilizing technical devices. Using technology is important in any business especially nowadays with Covid -19 pandemic when most face-to-face meetings can’t be done. We use Zoom in our company to hold online meetings.	Showing respect to colleagues. I show respect and dignity respectively while I talk to my colleagues or meeting them over digital platforms.	Analysing feedback: I communicate with my staffs in the working place, I most demonstrate to give to them with effective feedback so that they can feel that their communication aims have been successfully done as well. 	4.0 Poor communication affecting my working place	Due to not having effective communication skills, a speaker, leader or manager extremely fail to deliver what he or she wants to say in the working place. In consequence, employees can’t capture actual message, which makes working place uncomfortable and unsuccessful after all (King, Bykovskyi, Roiland, Polnaszek, Bowers, & Kind, 2013). In regards to poor communication in my work place, I can give one example how poor communication can affect good service and smooth running of the restaurant. 	There was an extra meat delivery for the kitchen and the order was placed before closing the restaurant by our kitchen chef. The delivery was meant to come earlier that usually scheduled and the Head chef didn’t pass that message to the morning kitchen team due to his poor relation with his assistant that was working in the morning. He instead opted to inform the General Manger who was coming next day in the afternoon. As a result, the meat was not delivered and the service next day suffered heavily. We failed to reach our targeted revenue and the actual service was hampered for the whole day. Below are few examples of bad communication:	Unclear objectives of speech 	Lack of related vocabulary	Poor management/organising	Limited collaboration	Poor writing skills	Lack of non-verbal language/ body language:	Technical discomfort	Due to having the mentioned problems, employees in the working place behave in different ways.  Poor communication skills at my workplace can lead to:	Decreasing collaboration: Due to having unclear message, I may fail to make collaboration with employees in the working place and employees also can’t work with organisational mission and vision in the working place (King, Bykovskyi, Roiland, Polnaszek, Bowers, & Kind, 2013). 	Misleading employees: When employees do not get appropriate message and direction, employees may mislead their working duty in the working place. Misunderstanding definitely brings organisational failure in both the working place and contemporary market. 	Lowering morale: Employees gradually lose their morale in the working place due to not having effective and relevant direction for them in the working place. 	Reducing working efficiency: When leaders or managers effectively communicate with employees, there has greater possibility to get efficient working performance, but as I have some lacking in communication skills, employees also face gradual reduced working efficiency (King, Bykovskyi, Roiland, Polnaszek, Bowers, & Kind, 2013).   	Less organisational growth: Organisational performance and growth along with development unquestionably relies on employees’ working performance but when employees get filled with unclear message and irrelevant direction, they (employees) can’t work with organisational mission. In consequence, organisational growth faces challenges while a business operates in the market. 	5.0 How to improve communication in my workplace	Experts, professionals, and researchers always stand for effective communication in the workplace. Many of scholarly writings developed the ways of how communication can be effective in the workplace (Cenere, Gill, Lawson, & Lewis, 2015). In response to poor communication in the workplace, I have decided to improve my communication while dealing with employees and communicating with them.	The example that I have given above about missed meat delivery can be solved only of the Head chef has passed the relevant message to the right manager. Obviously, his relationship with his assistant needs to be improved to avoid same problem happening going forward. 	Clearly speaking and delivering relevant message: I can carefully look at delivering a relevant message when i communicate with employees in the working field. When I will diligently deliver my speech with clear message, employees will be able to understand.	Emphasizing body-language: I can emphasise body-movement while presenting or communicating with staffs in the working place. Correctly hand movement, and body-postures help employees to understand what I want to say (Cenere, Gill, Lawson, & Lewis, 2015).	Delivering speech with robust vocabulary: I can build up vocabulary efficiency relating to business activities and business operations while the company operates in the market. Without business related robust vocabulary, it is so tough to deliver relevant and appropriate message to employees in the working place (Suter, Arndt, Arthur, Parboosingh, Taylor, & Deutschlander, 2009). 	Enhancing professional writing: It is also very urgent to have academic skills in the context of communicating with other individuals in the working place. In response to this, I can enhance professional writing so that I can let employees understand what I want to direct and say actually. 	Choosing adequate channel: With a view to improving communication skills, I can utilise appropriate channel like technical devices including modes of communication and mediums of communication. For instance, when I need to make an online meeting, I can use technical devices without any kind of trouble. 	Analysing feedback: I also can carefully explore and analyse what employees are saying. What employees claim to have in the working place and what employee’s desires would be taken under consideration through carefully listening to them while they perform at work. 			Conclusion	It is clear from the above that good communication skills are vital in any organisation that wants to be successful in their field. This is the difference between well-run company and  a poor one. Effective communication and good communication skills can help employees to work with organisational goals and principles but poor communication makes barriers to successfully lead a team in the workplace. From my communication skills, I am managing employees with confidence and encouragement in the working place.  In response to, effective communication must be absorbed by me while conducting with employees in the working place. 									References	Bovee, C.L. and Thill, J.V. 2018. Business Communication Today plus Pearson MyLab Business Communication with Pearson eText, Global Edition, 14/E	Cenere, P., Gill, R., Lawson, C. and Lewis, M., 2015. Communication Skills for Business Professionals 7. Cambridge University Press.	Husain, Z., 2013. Effective communication brings successful organizational change. The Business & Management Review, 3(2), p.43.	King, B.J., Gilmore‐Bykovskyi, A.L., Roiland, R.A., Polnaszek, B.E., Bowers, B.J. and Kind, A.J., 2013. The consequences of poor communication during transitions from hospital to skilled nursing facility: a qualitative study. Journal of the American Geriatrics Society, 61(7), pp.1095-1102.	Light, J. and McNaughton, D., 2014. Communicative competence for individuals who require augmentative and alternative communication: A new definition for a new era of communication?.	McQuail, D. and Windahl, S., 2015. Communication models for the study of mass communications. Routledge.	Timmins, F., 2011. Managers’ duty to maintain good workplace communications skills. Nursing Management, 18(3).	Training, M.T.D., 2012. Effective communication skills. Bookboon.			
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