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Introduction 
Good afternoon, everybody my name is Jemeka Rule, Student ID - 2329952.
And today I will be discussing what effective communication in a workplace is and why it is important. Whether we’re speaking to colleagues, customers, or friends, our ability to communicate clearly and effectively can have a major impact on our relationships and success. In this presentation, we’ll explore the core elements of effective communication, 7 C;s of Effective Communication in the Workplace, and benefits of our effective communication skills. 

· What is Effective Communication?
Effective communication is the ability to express information in a way that is clear, concise, and understandable. It involves both the transmission and receipt of messages and is a two-way process. Communication isn’t just about speaking, it also involves active listening, body language, tone, and feedback. It’s not enough to just deliver a message, the receiver must also understand it as it is intended. It involves clearly transmitting a message freely, knowing that they will be listened to and respected by the other persons.
According to Carter, Whether you’re a team member, a manager, or a business owner, understanding and implementing effective communication strategies can make a significant difference in your Workplace (Carter, 2023)

The 7 C’s Of Effective Communication. 
Upon doing research on different ways of effectively communicating, I come across the 7 C’s of Effective communication.
· Clear – Make objectives clear, avoid complex words and phrases
· Conscious – Keep it clear and to the point, avoid filter words and sentences
· Concrete – Be specific not vague, use facts and figures to support your message
· Correct – Try to avoid typos, use the right level of language 
· Coherent – Does your message make sense? Make sure it logically flows 
· Complete – Does the message include everything it needs to? Include a plan b action.
· Courteous – Being polite builds goodwill, ensure message is tactful 

Active Listening

· Active listening is one of the most important components of successful communication. This is about comprehending the message, not merely hearing what is being stated.
·  Important active listening techniques include,
· Pay Attention: 
· Focus entirely on the speaker. 
· Steer clear of distractions like multitasking and phone checks.
· Demonstrate Your Attention: You can show that you're paying attention by nodding, maintaining eye contact, and using vocal acknowledgements like "I see" or "I understand" to motivate the speaker to continue to go on. 

According to Belbin Active Listening is one of the key elements in effective communication.
·  In teams, failing to listen to one another is a common cause of conflict and other difficulties. 
· Teams cannot achieve high performance unless all members actively listen to one another (Belbin,2024)


Benefits of Effective Communication in the Workplace.

The benefits of, Effective Communication in the Workplace, are,
· making roles, responsibilities, and relationships clear, it gives everyone the information they need, to do their jobs and to understand their contributions to the organisation.
· Build relationships 
· Build trust and credibility 
· Creates a healthy work environment 
· Better engagement within the team
· Increased productivity 
· Successful teams improve business outcomes (Johnson, 2021)
· There are several advantages to having good communication at work, including increased cooperation and output into the team, improved relationships, and fewer confrontations which would help waste time and skip the storming stage of the Bruce Tuckman model. It is essential to establishing a productive, creative, and upbeat workplace where staff members feel appreciated, involved and listened too. Upon reading an article it was advised that Successful teams improve business outcomes (Johnson, 2021)


Conclusion.

In conclusion, effective communication is about more than just exchanging information; it’s about ensuring that both the sender and receiver understand the message as intended. By being aware of the key elements of communication, practicing active listening, and overcoming common barriers, we can improve our ability to communicate in both personal and professional settings. Remember, communication is a skill that requires constant practice, so don’t be discouraged if it takes time to master.
One of the most important components of any workplace's success is effective communication. A great work atmosphere, increased productivity, and success can be achieved through effective communication, regardless of the size of the team.
3 Main Key points I hope you will take away with you today is, 
· 1. Effective Teamwork is important regardless of your status
· 2.Embrace the importance of Effective Teamwork in every Workplace you walk into.
· 3. Ongoing practice of active listening will improve both personal and team communication skills (Belbin2024)

Thank you for your attention and your time here today, and I’m happy to take any questions you may have or any feedback you may be willing to give. 
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