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[bookmark: _Toc534222575]Introduction
In this report, I am going to talk about the importance of communication skill within the workplace atmosphere where implementation of those skills necessity will also be related with the workplace context. I was appointed as a territory manager in Maybelline (world’s leading cosmetic brand) which is situated in UK. So I am going to discuss about necessity of communication from real life experiences what I have experienced from Maybelline organization. Furthermore I will discuss inter-personal communication from my working experience, short description of written communication, relevant theories of communication and some conflicts of my workplace will also be discussed in this report. Communication plays a vital role in the field of business life. When I was appointed as a territory manager in Maybelline, at that time I understood that the necessity of communication skills is so much significant within the workplace environment. Good communication skills help to build better communication network in the workplace context and challenging situations can be handled in an efficient way. Steve Jobs can be the best of example of this era because his communication skills like presentation skills helped him to make his career a successful career. Without effective communication skills it is totally unmanageable to attain goals in the business life. 
[bookmark: _Toc534222576]Communication Skills
Communication skills is basically transfer the information effectively and in an efficient way. In this digital age, every workers should know the process of making effective communication with others via phone or social media. Good communication skills helps one to build a successful career both in professional life and in the business field also. Some of the communication skills are listening, nonverbal communication, concision, empathy, open-mindedness, respect, feedback, clarity and so on. (The Balance Careers, 2019). 
[bookmark: _Toc534222577]Importance of communication within an employment context
Without effective communication it is quite impossible to get the job done in time. Communication skills assists one to know oneself and also others. When I got appointed as a territory manager in Maybelline, I learnt that without effective communication an organization won’t be able to attain its goals and objectives. From my real life experience, when I worked as a team, every time my department head manager always learnt us that solving problems will become easier if we make better communication within the workplace environment. From this workplace I learnt so many things which is now helping me to develop my career and other skills as well. I am pointing out some of the workplace communication necessities what I have learnt from my workplace are- workplace communication helps to expand the organization workers efficiency, helps to increase employee job fulfillment, communication skill helps to characterize me, helps to build better relationships within the workplace and it assists me to simplifies innovation. (Shirley Taylor, 2019). 
I also find out some crucial benefits of effective communication while working as a territory manager in the Maybelline Company. Those benefits are discussed in below: Communication skills can be verbal and non-verbal. In Maybelline, each employees are trained properly by the organization and they spend lots of money in the employees training sector. Because it benefits the organization to increase their productivity level and leads them to reduce their error levels. Moreover, organization like Maybelline also get some other benefits like international business & employee ethics as well. (Dalley and Burton, 2010). 
[bookmark: _Toc534222578]Inter-personal communication
Interpersonal communication means exchange of information among two or more than two people. Interpersonal communication is basically the study to understand how people use verbal and non-verbal signs to complete their goals. 
Body Language- It’s a non-verbal communication indicator like facial expressions, eye movement, body posture, gestures, body touch, and attitude. Body language also known as “KINESICS”. Body language is necessary because always one cannot deliver message by using written language. In organization, most of the employees use this type of language to enhance awareness of other workers reactions. It helps to understand the message what other is trying to say. 
Active Listening- Active listening means create full concentration on what other is being said rather than only hearing the message. Most of the workers in the workplace learned this skill over time through attention or self-awareness. This skill helps to develop working relationships and understand various tasks as well. 
Personal Presentation- Personal presentation means the way one presents oneself in numerous circumstances. First impression is crucial for an employee while representing himself in front of everyone. Personal presentation is the trademark of oneself. 
Context Awareness- Context awareness is basically a vast research area where co-workers try to maintain the workplace awareness by monitoring the work context of the organization. (2011-2018, 2019).
[bookmark: _Toc534222579]Written communication
Written communication means where messages are deliver in the written word. It is known as the most effective communication mode in this digital era. Written communication should have a proper structured format because it helps the reader to understand what writer is trying to say. 
Written communication format: 

Written communication structure: 
Structure refers the order of thoughts. Progression of writing must be felt smooth with comparable facts and should be linked together. There are basically three main parts in the written communication structure. 

In organization, manager always maintain a proper structure while delivering messages in the written format so that workers can easily understand the message. While writing something, it is necessary to distribute into several paragraphs with points and titles. For example, ingredient of the matter can help workers in the organization to understand about their new tasks. It can help them to get the idea of their upcoming tasks. (Communication, 2019). 
[bookmark: _Toc534222580]Relevant theories of communication to workplace
1. Shannon & Weaver Theory: Shannon and Weaver model of communication was formed in 1948. This theory is created to progress the effective communication among the sender and receiver which also helps the organization to create a positive working environment. Here they also identified that there are some factors which always affect this process and that factor is known as NOISE. In the very beginning this model was established to develop various technical communication. Later this model is used to apply in the communication sector. This theory basically deals with several concepts like noise, source, channel, receiver, messages, encode, decode and so on. But there are mainly three parts in this model. One is sender, another one is channel and the last one is receiver. In this digital age organization like Maybelline, followed this model because of its simplest and helps to solve various problems in the communication sector which helps later to make a positive working environment in the workplace. (Communication Theory, 2019). 
There are some criticisms of Shannon-Weaver model of communication and they have discussed in below-
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	There are also some problems of this model which have identified in below-

2. Berlo’s S-M-C-R Model: 
Devid Berlo developed this model of communication in 1960. Here S means Sender, M means message, C means channel and R means Receiver. In this model, Berlo basically identified various factors which affects the components of individual in the communication field to make communication more efficient. Berlo’s model has main four parts which helps to describe the process of effective communication. They are sender, message, channel and receiver. These components are affected by several factors. (Communication Theory, 2019). 
[image: berlo's model of communication]









 S- Sender: 
Sender is basically the primary source of the message who creates the message. Source always sends the message to that person who is the receiver. In this model, it identifies that there are some factors which are related to sender. They are communication skills, attitude, knowledge, social system and culture.  
M- Message: 
Message is the element which is mainly sent by the sender and received by the receiver. Messages can be sent in the form of voice, audio or in a text format. Content, elements, treatment, structure and code these are the key factors which affect message. 
C-Channel:
Channel is the medium and through this medium messages are send to the receiver. Telephone, internet etc. are some common technical machines. But hearing, seeing, touching, smelling and tasting these are general channel of communication flow. 
R- Receiver:
Receiver means who actually receive the message. Receiver is basically the last element of this model. The receiver should also have a good skills in the listening sector so that they can receive the message properly. 
[bookmark: _Toc534222581]Conflict in workplace related to communication
In workplace, conflict always exist because of ineffective communication process. Because of ineffective communication so many companies failed to interchange their valuable information. Problems must be identified in the workplace efficiently so that they can be overcome by creating an effective communication channel. I have identified some origins based on my working experience in Maybelline which can lead to conflicts are discussed in below. (YFS Magazine, 2019): 
Personal Issues: Employee can permit personal issues so that they can disturb the company communication channel. And this can lead a communication problem. There are so many people who always decline to communicate which is recognized on an individual disagreement. And this decrease the company’s fame and also their progress level. 
Language Barriers: Language barriers occur basically in diverse workplace. But this can also happen in any workplace or in any situation. People from different ethnic background or people from diverse ages create language barriers in the workplace. This kind of barriers basically leads effective communication process into a conflict in the workplace. 
Poor Teamwork: Teamwork is crucial behind every organizational success. If any team member fails to communicate properly with other team members, it creates a barrier in the team task process. Poor teamwork fails to achieve their goals and objectives. 
New Hires: After hiring new employees in the company, they must be well trained so that they can easily cope up with their new environment and work. If the company fails to do so, new employees won’t be able to bring any sort of development efforts in the organization. 
Cultural barriers: In organization, many employees are engaged to work in different department. Various employees come from various cultures. And for this, diverse culture sometimes create barriers in the workplace. 
Rumors & Gossip: This is a common conflict in the workplace. Poor communication always blowouts rumors and gossips which leads employees to an anxiety situation. 
[bookmark: _Toc534222582]Recommendation for effective communication
Effective communication helps to decrease disputes between staffs and management. Employers must incorporate in every sector by following strategies so that they can develop their workplace communication. And effective communication channel policies must be implemented with the help of the management. (Hersey, Blanchard and Johnson, 2017).  Some of the recommendation for effective communication of my workplace is discussed in below:
Transparency: Company owners must keep their employees informed about all kind of operational activities based on company goals. By this they can influence communication among staffs and management by following open door policy in the workplace so that they can resolve all issues. Transparency helps to build employee loyalty. 
Workshops: Training workshops teach employees how they can make better communication with each other in the workplace. Sensitivity training can be required for staffs and management in the times of preliminary orientation. 
Human Resources: Employers can develop workplace communication while screening job candidates by testing communication skills in interview. Employees who spread gossips and rumors which actually obstruct communication between management and staff, this issues can be solved by HR department through proper training. 
[bookmark: _Toc534222583]Conclusion
Good solid communication helps to eradicate barriers in the workplace and solve various issues which helps to create a stronger workplace relationships within the organization. Effective communication channel helps the organization to increase their productivity level also. Employees must be satisfied with their jobs because this will lead them to perform their duties more efficiently. Poor communication breaks down the effective communication network which create several barriers in the development efforts of the organization. 
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