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Communication, as it is defined by Griffiths and Dunham (2015, p.47-48, Certificate in Higher Education: Skills for the Workplace Student Yearbook) is the exchange of thoughts, information, or ideas that results in mutual understanding between two or more people. The process requires at least one sender, one receiver, and a message that is transmitted within a communication medium, which can be a face-to-face conversation, a piece of artwork hanging in an art gallery, or any electronic transmission media. When the receiver accurately understands the sender’s message, meaningful conversation takes place.
Verbal statements are one of the most common ways individuals communicating with one other. While these verbal messages are being communicated, an equally important process of communication is taking place on a nonverbal level. Nonverbal cues can be smiling, eye contact, posture; all help to interpret the meaning behind the worlds. However, we perceive these messages subconsciously, which takes place within split seconds and often without our awareness, that explains why many times listeners arrive at different understandings to the original meaning of a sender’s message. Surprisingly, these nonverbal clues such as body language and facial expressions are being used more than 50% to interpret a message, meanwhile factors like vocal cues take up less than 40% and verbal cues, like words are apparently the least important while we are forming a thought on the information we are receiving from someone (Griffiths, B.A. and Dunham, E.B., 2015, p.49-50).
When it comes to communication within organizations, good communication is an essential part of the success of any business. Lack of it can have a serious effect on the reputation of any company. In fact, effective communication solely can determine if a business succeeds or fails. As David Grossman points it out in the Holmes Report, poor communication can cause significant loss; the result of a survey carried out amongst 400 corporations in the U.S. and U.K. shows an estimated £28 billion annual damage in profits caused by employee misunderstandings on either company policies, business processes, job functions or the combinations of these three. According to the same report, businesses with effective communication strategies not only had 47% higher returns to shareholders, but more dedicated employers, which unsurprisingly led to better performance both individually and as a whole (2011). 

Besides the above mentioned areas the importance of organizational communication also has a significant effect on two other main sectors of a corporation; these are customer satisfaction and public perceptions. Customer satisfaction is as crucial as employee engagement to the survival of a business since people at both sides of the company have to feel valued. For the employees it can be reached by involving them into decision making and listening to their opinions, which gets more out of their creativity and lessen their turnover. Public satisfaction is equivalently reached by the way companies communicate with people, which overrides any poor customer service or product experience. Majority of the public perception is not based on any direct experience, but second hand information from those that have their own experiences with the organization, which reaches us mainly through social media and quickly forms our opinions. Therefore if a corporation does not maintain transparent communication with their customers, it is most likely unfavourably affecting the perception of their potential future customers and clients. This, in turn, undoubtedly impacts the growth of the business. The consequences well summed up on Shapiro Communications’ website:”Disengaged employees are an organizational burden, dissatisfied customers an organization’s downfall, and poor public perception is the final nail in the coffin. If you overlook the importance of organizational communication, you’re really overlooking your organization’s ability to succeed” (2017).
There are two communication systems exist in an organization’s life; internal and external.  Internal communication is an information share within the organization to its employees for business purposes and has two types; vertical and horizontal to differentiate who is communicating and to whom (The Business Communication, 2014). The main purpose is to identify and share business goals. It is essential for employees to know what they are working towards, without it they can lost track and become uninterested, which can negatively affect their employment and the success of the company as well. 
Verbal, written and visual communication are the different methods commonly used to communicate effectively within an organization. It can happen through traditional ways just like face-to-face and phone conversations, business meetings or via any form of social media, such as e-mail, texts or video calls and conferences. Written communication mainly used for formal business letters, press releases, handbooks, contracts and the likes. With the spread of social media there are many different tools to enable companies to smoothly communicate not just only with their different departments located in different parts of the world, but directly with their customers (Rohn, 2017).
Internal communication is also vital in creating a better work environment. Anam Ahmed, a Toronto-based writer with a decade of experience helping small businesses and entrepreneurs reach their goals, describes the importance of it: “By communicating within the company about organizational changes, sales numbers and human resources issues, businesses can create transparent and effective work environments where employees thrive. This helps to reduce turnover rates, attract new talent and increase employee satisfaction. Businesses can also stop company rumours before they start by ensuring they communicate openly and routinely with their employees. By having a strong brand promise that is communicated internally, employees have a better handle on talking with customers and other external parties. With communication that leads to clear goals and well-trained staff, businesses have a better chance of ensuring that customer interactions are positive” (Ahmed, 2019).
On the other hand, putting guidelines into place on the kind of information that employees share outside the company is also essential for avoiding misuse of information or cause any problem for the business - external communication deals with this. As defined by The Business Communication “external communication is an informal exchange of information and messages between an organization and other organizations, groups or individuals outside its formal structure” (2014). For instance, in the product development stage it is crucial that details are not leaking out before the initial release date, otherwise competitors can take advantage of it, causing damage to the company. Although the company can decide to share the very specifics to its investors and valued customers before officially make an announcement about the new product or service (Ahmed, 2019).
The other main responsibility of a company’s external communication is to control negative information and gossips. “By having a strategy in place, organizations can reach out to external stakeholders and discuss the issues at hand. If a company is dealing with a PR disaster, for example, having a plan to speak with the media and customers, is an important part of handling the situation” – says Ahmed. For driving a business to success, she adds: “internal and external communication needs to work together to meet the goals of the company. Businesses need to look at both the internal and external audiences together to have a unified communication policy. That way, the company can develop messaging that appeals to their employees and motivates them to do their jobs, in addition to information that entices their customers and partners. If that messaging was developed separately, there might be conflicting ideas or different terms that are confusing both internally and externally” (Ahmed, 2019).
As shown above, communication is such an integral part of the organization that Matthew Koschmann, a professor in the Department of Communication at the University of Colorado Boulder, describes organizations in his youtube video as eventual by-products of their very own communication systems. “Organizations are a result of the communication of those within them. Communication is not just about transmitting messages between senders and receivers. Communication literally constitutes, or makes up, our social world” (2012).
Organizational communication’s main focal point is rapport building and interacting with their internal and external members, therefore a company to be prosperous, must have efficient communicators. “A number of surveys (Davis & Miller; Holter & Kopka; Perrigo & Gaut) identify effective oral and written communication as the most sought after skills by those who run organizations. The U.S. Department of Labor reported communication competency as the most vital skill necessary for the 21st century workforce to achieve organizational success. The Public Forum Institute maintained that employees need to be skilled in public presentation, listening, and interpersonal communication to flourish in an organization. Organizations seek people who can follow and give instructions, accurately listen, provide useful feedback, get along with coworkers and customers, network, provide serviceable information, work well in teams, and creatively and critically solve problems and present ideas in an understandable manner” (Lumen Learning, 2014). 
All these findings lead to the conclusion that the most effective way to improve workplace communication along with team working is to improve the interpersonal skills of its employees, and it starts with its leaders. The way CEOs and managers interact with their employees is an indicator of how well the company itself performs. “The supervisor-subordinate relationship is a microcosm of the organizational universe...when supervisors communicate with subordinates their interactions are an observable manifestation of an organization in action” (Bisel, 2012). Proven way a leader can improve a company’s communication is to lead by example; regularly sharing information and giving feedback is a valuable route to take to influence employees to follow the same approach. Being clear with the company’s goals and vision is another crucial aspect to make sure everyone understands what it needed to be done in order to build a powerful team that propels the business forward to the right direction (Newlands, 2016). 
Last but not least the art of good communication is not only about speaking but also listening. This creates an organizational culture where communication can soar. When people feel heard, they feel secure to open up more and discuss information, leading to stronger relationships and more creative and effective work. Being able to understand other’s point of view is essential to solving disagreements, managing change and making right decisions. These significant effects that good communication brings to an organization are constantly shown by a number of research, namely from increased productivity and creativity, through better quality of services or products, higher levels of employee engagement, satisfaction, trust and workplace relationships to less resistance to change, reduced employee turnover and cost (Poppulo, 2018).
This is what connects us to each other and improving these features benefits both our personal and professional relationships, which eventually creates a better quality to our lives. One of my real-life experiences - while I was working at sales in a well-known department store - reflects how strongly communication and interpersonal skills are linked together. Even though management relied heavily on customer feedbacks, they failed to listen to employees opinions about a change they were about to introduce within their services. Me and my colleagues had real personal contacts with customers and we could gain some extra insights on what their likes and dislikes were. By not valuing the honest feedbacks from us employees, thinking that we are only complaining, seniors made a decision that was not in favour for our customers’ needs, resulting drops in sales. This negative impact made them realize the importance of developing those skills that bettering their communication, even if that only means listening.
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