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Communication can be defined as how information is shared. This can include communication through speech such as face to face, thorough telephone, digital forms such as radio and television and other media. It can also include non verbal methods such as the way someone’s body language is interpreted including gestures. Also written forms of communication such as letters, emails, books, magazines and on the internet. It can be communicated through visualisation such as the use of graphs and charts, maps and images and more.

Communication

Communication is extremely important especially in a customer focused role. This not only includes oral but also written other forms of communication. In industry, most if not all employers will look to employ someone with excellent communication skills not only to sell a product or service but to ensure the employee has the ability to work with others in the business. From an employer’s perspective, this is skill that anyone applying for a job must have. Effective communication also entails the ability to listen just as well as speak. Listening is a valuable part of effective communication especially to businesses because it can lead to better customer satisfaction and reduced mistakes. Throughout most of my career, I have been involved in customer focused roles. Although this is a skill which some people can be naturally good at, I had learned that there this skill can be utilised in many ways depending on the situation one is faced with. An example of this is a situation which I have faced many times with irate customers. The result of me having good communication skills allowed me to understand emotions expressed by someone who is not happy with a service or product. I believe that in such situations, a person must be calm and collective and put them self in the situation of the other party. Also, my body language can express the way I communicate to someone. I would look at person when I am talking to them instead of looking elsewhere or looking away when talking. This can express if someone is engaged or not bothered. 

The effect of having poor communication is that it can impact on knowledge of processes and procedures. This is especially problematic when there is a hierarchical working structure. An example of this could be a used from an IT Helpdesk. An IT Helpdesk would rely upon tiers about it such as 2nd and 3rd line to share information to them such as how perform a particular task on a system to be able to assist other stakeholders. Information must be communicated from those who are responsible of the operation of business IT. If processes or practices are changed and not communicated, this can result in incorrect information being passed on which could lead to greater business impact such a breach in security. The way this can be overcome would be to hold regular communication meetings where any change of business processes or procedures are discussed and documented. As a result, this ensures that everyone is aware of any changes to processes and procedures.

Having good communication throughout a working environment is always beneficial to ensure a business runs efficiently. Ensuring that employees can use resources available to them especially for knowledge to assist in their work will not only improve productivity but also get work done faster. An example of this is of a business that not only orally communicates information but also uses digital resources to share information. Many businesses use a pool of knowledge containing of documentation of how to go about doing certain tasks which is regularly checked. This form of communication allows employees to benefit in the sharing of knowledge which can be used to go about with tasks, should they not know how to do something. The can refer to this pool of knowledge and learn. This improves efficiency within the business because tasks can be performed quicker and unified methods of performing these tasks are shared.

Within a work environment, it is critical that staff morale is considered. From my own experience, I have seen staff feel undervalued and therefore impacting the business. One of the factors of staff being de-motivated is due to a lack of communication from across the business. If staff ideas and opinions are not heard, staff will not feel included and staff moral will go down. As a result, this will decrease quality and efficiency in the way a business operates. Staff turnover will increase which could be very costly. The way this can be overcome is for management to ensure that there is regular communication with staff and those responsible for business change. This can be done through staff meetings, presentations, staff events and more. This will ensure that employees’ voices are heard and that they feel valued at work. This can also lead to greater impact for example; employees being forced into using Unions to make sure their voices are heard. 

Having considered that communication is a great tool that can greatly help the way a business operates, it can also have a negative effect if used in the wrong way. For example, the Data Protection Act can restrict the way some information is communicated or communication as a whole. Someone working in a medical field would not be allowed to share any personal information of a patient without their consent. The method of communication here is bound by law and therefore when sharing information about a patient to other medical teams or institutes, they must adhere to the Data Protection Act. If this is not adhered to, this can lead to costly impacts such a lawsuit being filed. As a result, it is clear that although communication can have a positive impact, the way information is communicated must also be considered. Effective communication in the workplace helps build loyalty and trust which eventually attribute to greater job satisfaction the importance of communication skills can be judged from facts that leads to batter deliverance of work, increasing workplace productivity. 
Communication is very important for example:- for one of my model i had to do a presentation where i had to talk about business plan, the speech had to be clear so that everyone understand what i was talking about.  According to DEBBIE KUKLA, VICE PRESIDENT OL-GLOBAL PARTNER  Good communication, it demonstrates an investment in workplace, enhance self motivation, and allows employees to feel a part of the company’s success. When the vision and goals expectation are known to workplace, the message is clear they  part of the something bigger, their hard works pays off.




Conclusion

In conclusion, it is clear to see that communication can have a great impact on the way a business operates. Having good communication and different communication methods can have positive impact not only with business operation but with stakeholders of a business which includes staff. When a clear way of communication is in place and this is taken seriously such as regular communication meetings, it can improve business efficiency and reduce the risk of any failures. Communication in the wrong way can also have a detrimental effect depending on the way it is intended to be used. We have witnessed through the media that many people lose their jobs and being prosecuted due to the wrong use of communication or breaking the law when sharing information. 
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