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[bookmark: _30j0zll]Introduction
Communication skill is one of the most important factors in an organisation. It influences the contribution of the employees within a company. There are four types of communication, namely, verbal, non-verbal, visual and written. In this report, different means of communications are discussed. After that, there is a detail analysis has been conducted on the ways of communication at an organisation. The issues of communication are also identified in this paper. In order to overcome the issues, some suggestions are made so that the issues can be overcome and the organisation can make further improvement.
[bookmark: _1fob9te]Importance of Communication Skills
In order to share any information, communication is utmost necessary. The management of any organisation uses different modes of communication to communicate with their employees. The various means of communication are as follows
Face-to-face communication
This is the most effective means of communication. It significantly increases the efficiency of an individual. It is also beneficial for those individuals, who are not so accustomed with written communications. According to the point of view of Riegelsberger et al., (2007), face-to-face conversation increases the confidence of an individual. The researchers also stated that it is beneficial in case of decision-making within an organisation. The most important benefit of face-to-face communication is that it enables to obtain fast replies that are advantageous for an organisation (Pritzlaff-Scheele and Nullmeier, 2018). Above all, an organisation can also be aware of the opinion of their employees on any matter via this communication. 
E-mail
It is one of the most important types of written communication. Majority of the communications in an organisation are done via email today. It is authentic and a secured mode of communication. Oh (2007) stated that almost 70% of the corporate executives gives preference to e-mail as a means of business communication. According to the opinion of Madden and Jones (2008), more than 72% of the employees possess an e-mail account and out of them 37% of the employees use to check mails constantly (Wei, 2017). The benefit of e-mail is that it can be sent and received instantly. Apart from that, it is significant because it is private and confidential.
Business letters
It is also an important as well as formal mode of communication. It is significant because it provides necessary information of any business. Therefore, a good business letter has a huge impact on the decision-making of the stakeholders (Sakitri et al., 2017). Moreover, it also helps in creating a good relationship with other companies. Yuliana (2000) pointed out that business letters is advantageous for both small and medium sized business enterprises to expand their business. The researcher also stated that employees of an organisation need to have an efficient writing skill for writing a quality business letter.
Case Study Analysis
A significant non-verbal mode of communication is the Case Study Analysis. Case studies are often exploratory research. By analysing a case study, an individual becomes aware of the scenario and that might give birth to any new ideas. Moreover, analysis of case studies impact the decision-making of an individual as the individual can gain a practical knowledge of the context. Zeki (2009) stated that analysis of a case study enhances the communication skill of an individual. The researcher pointed out that an individual can gain various knowledge by analysing a case study, which they can apply to any other scenario (Shakir et al., 2016). 
Audio-visual representation
It is said that people tend to remember any subject better if that is represented in front of them rather than by reading it in a text format. It enables an individual to retain more information and it affects the communication skill of the individual. It is also time-saving (Idris et al., 2018). According to the point of view of Ogunbote and Adesoye (2006), audio-visual representation is an effective means of learning as presenting the concept is easy. Stating further that it has been established that learners retain more when a variety of senses are engaged in influencing knowledge.
[bookmark: _3znysh7]Theories
In order to analyse the way of communication in an organisation, several theories have been considered.  For communication, Aristotle’s Model of Communication has been taken. This was proposed by Aristotle and was proposed before 300 BCE. In order to analyse the group dynamics, Tuckman’s theory has been chosen. Bruce Tuckman first coined this theory in 1965. In order to analyse the teamwork, Belbin’s theory has been chosen. This theory was developed by Meredith Belbin in 1981. 
[bookmark: _2et92p0]Analysis of group dynamics, team working and communication within the organisation  
Three models have been taken to analyse the communication, group dynamics and the teamwork of our organisation. 
Communication
In order to sustain in this competitive world, an organisation must focus on the communication skills of their staffs. In order to offer a healthy working environment within the organisation, efficient communication has an utmost importance. The management of an organisation can use different modes of communication. An efficient mode of communication helps to increase the engagement of the staffs in an organisation and that also enhances its productivity. According to the communication model of Aristotle, the five primary elements of this model are Speaker, Speech, Occasion, Audience and Effect (Fahimifar and Aladal, 2016). The Speaker is the owner or the organisation who is the leader and is responsible for giving the command to his subordinates. The role and responsibility of the leader is vital for the success of the organisation and it also has an impact on the employees (Petersons and Khalimzoda, 2016). Speech implies the message or the order that the leader will give to the employees of the organisation. It may also be any decision or any rules or regulations that the company is adopting. Occasion is the reason behind the command or the decision-making of the leader. Audience implies the employees of the company. The command of the leader will be carried out by the employees (Thom, 2019). Effect is the final element of the model. This states the working of the employees on the command of the leader. It comprises of the way the employees react to the speech of the leader or how it influences the employees or what is the result of the speech. However, by analysing the communication aspect of our organisation by using this model, an issue has been found. It has been seen that a segment of the employees possesses a problem of understanding the English language that is used by the leader to communicate with the employees. Therefore, the employees are finding it difficult to understand their own roles and responsibilities. Because of that, the productivity of the organisation is decreasing. 
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Figure 1: Aristotle’s Model of Communication
(Source: Fahimifar and Aladal, 2016)

Group dynamics
A group is formed by several individuals who work together to fulfil a specific task. Group dynamics is the aspect that defines the attitude and the behaviour of the group. It concerns about the working and the function of the group. According to Tuckman, there are five stages of group dynamics. In order to achieve better performance, an organisation follows these five stages. The first stage is the Forming (McTighe et al., 2017). In this stage, the team is formed and its aim and objectives are created. Apart from that, the role and responsibilities of both the leader and the subordinates are defined. The next stage is Storming. In this stage, the working structure is identified and how the work will be carried out is decided. The leader focuses on maintaining good relationships with the team members and he/she also tries to resolve any conflicts within the groups. The attitude of the leader is vital in this stage.  However, the strength and weaknesses of the group members have also been identified. 
After that comes the Norming stage. In this stage, the team members focus on building unity within the team.  The team members’ try to know each other. A bond is created between the team members, which helps them to accomplish their goal. The respect for the leader is increased. In this stage, the members try to identify the strengths and weaknesses of each other. They helped each other to overcome their issues. The commitment of the team members increases for accomplishing the goal. The fourth stage of the model is performing. In this stage, the hard work of team leads to the success. The members of the group have a clear idea of their roles and responsibilities. In this stage, the leader can enhance its goal by judging the performance of the team members. The final stage of the model is Adjourning. In this stage, the success of the team is celebrated as the team has succeeded in achieving the goal (Jones, 2019). 
However, by analysing the group dynamics of our organisation, an issue has been observed. It has been found that there is a lack of commitment on the employees regarding the accomplishment of the goals of the group. They are more focused on achieving their own goals rather that prioritising the goals of the organisation. 
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Figure 2: Tuckman’s model of group dynamics
(Source: McTighe et al., 2017)

Teamwork
In order to achieve the goals of an organisation, the management should focus on the quality of the teamwork. Belbin’s theory comprises of nine different team roles. The first role is the resource Investigator who is responsible to identify the available resources for carrying out the work. The second role is the Team worker (Bao, 2019). This person identifies the tasks that are required to be done. The next role is the Co-ordinator. The primary responsibility of this person is to focusing on the objectives of the team and to delegate the work properly within the team members. After that, the next role is the Plant who is responsible for creative thinking and the person possesses the skills of solving various problems in a different manner. The fifth role is the Monitor or Evaluator. This person is responsible for making the judgement within the team without opting for any partiality. The sixth team role is of the Specialist (Simeunovic and Landelius, 2017). The role of the Specialist is to gather a range of knowledge on any particular area within the team. The seventh team role is of the Shaper. The Shaper is responsible for providing the required drives so that the team can keep on moving with retaining the momentum. Implementer is the eighth team role. This person is responsible for carrying out the strategy of the work and should focus on that the work is carrying out efficiently. The final role is of the Complete Finisher. This person is responsible for scrutinising the work and should point out the errors (Petty et al., 2018). The person is also responsible to present the work in a standard quality. 
However, by analysing the teamwork of our organisation by using this model, an issue has been found. It has been observed that the team leaders are lacking in their team-building ability as they are failing in including potential individuals in the team. They are finding it difficult to build an efficient team and as a result, an efficient teamwork is becoming difficult to carry out within the organisation, which is hampering its productivity. 
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		Figure 3: Belbin’s team roles
(Source: Simeunovic and Landelius, 2017)
[bookmark: _tyjcwt]Recommendation
Communication
In order to overcome the difficulties of communication, the organisation can opt for hiring a translator for the employees (Yang, 2017). Apart from that, the company can also think of hiring any tutor for those employees, so that their communication skill can be enhanced. 
Group dynamics
In order to overcome the issue of lack of commitment within the employees, the company needs to maintain transparency within the workplace. Alongside, they can also think of providing more benefits to the employees so that their commitment level can increase (Al-Hawary and Alajmi, 2017).  


[bookmark: _GoBack]Teamwork
In order to overcome the issue of inefficiency of the team leaders, the company can focus on hiring potential team leaders. Apart from that, they can also opt for giving proper training to the team leaders so that they can enhance their efficiency. 
[bookmark: _3dy6vkm]Conclusion
Communication skill is one of the crucial aspects in an organisation. In this report, different modes of communications have been discussed. After that, a detail analysis has been done on the ways of communication at an organisation using different models. The issues of communication have been identified. In order to overcome the issues, some suggestions have been recommended so that the issues are overcome and the organisation can make further improvement.
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