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[bookmark: _Toc28816007]Communication Skills
Effective communication skills at the workplace
Communication skills are equally important in any industry or organization for business growth. It enables an individual to communicate effectively with superiors, colleagues and essential staff (Weldy, 2017). In this era of the digital age, the message should be delivered clearly and effectively in person or via phone, email and social media.
[bookmark: _Toc28816008]Listening deeply as for good communicator at workplace
A good communicator can use the best ways by using the tool of good listening. To ensure a good understanding a person should listen carefully to others, so that respond appropriately.
[bookmark: _Toc28816009]Nonverbal communication at workplace
As per Beebe (2018) body language, gestures and posture are the approaches makes others communicate more openly.
[bookmark: _Toc28816010]Eye contact 
Focused conversation with eye contact demonstrates the person is keen on the tasks, however, the stare shouldn’t be used to make a person uncomfortable.
Example; if the person while communicating is not looking into the eyes often means a lack of confidence. In another case, the truth is being hidden or not reflect the real picture.
[bookmark: _Toc28816011]Hand gestures
While communication demonstration is often done with hand gestures (Haroon et al., 2018). This is the way to colour the message one trying to convey in more clear foam.
Voice tone 
Friendly tone conveys the message, and encourage others to communicate or respond in a more open platform.
[bookmark: _Toc28816012]Concision with clarity communication at workplace
Concision should be done with good verbal communication that means not much not less talk. The message should be direct and cleared with the possible use of a few interactions. 
Example; if a person is rambling while communicating at the workplace with the employees or clients. This may lead to confusion and the message would not be cleared. So, make sure that the listener doesn’t just get a tune out.
[bookmark: _Toc28816013]Verbal confident communication in the workplace
Constitutes of the effective and confident verbal communication depend on the relationships between many individuals and groups in work contest (Mazilu, 2016). Such as clients, bosses and subordinates, co-workers, speakers and audience, training sessions, presentation, group meetings, one on one meetings, sales pitches, performance appraisals and consulting engagements.
[bookmark: _Toc28816014]Example # 1
Verbal communication as a supervisor should be an active listener and address by defusing issues, instead of ordering and expecting high.
[bookmark: _Toc28816015]Example # 2
Verbal communication as a team member should be concessive in the message delivery. Feedbacks receive without being defensive and encourage the reluctant member to share the input as well.
[bookmark: _Toc28816016]Example # 3
Verbal communication with clients is quite often as “gift of grab”. One on one dealing with customers is the verbal talents enable to engage with stimulating dialogues.
[bookmark: _Toc28816017]Knowledge and understanding of communication skills
Knowledge and understanding the concept of communication skills is confident interaction shows that you make co-worker follow through right directions. Believe and trust is the baseline, a person develops through good and confident communication skills (Krais et al., 2019). Knowledge and understanding the concept of communication skills shows that it is the art to understand others and understood by others are the key points of any organization, industry, institutes and firms.
Communication is the continuous process we do all day, verbally, non-verbally and in writing. However, the message is not necessary every time conceived as intended. Miscommunication and misunderstanding often occurred due to distortion and noise pollution (Mallory, 2019). Therefore, the knowledge gained from the literature research and case studies is there are some useful principles of communication skills to ensure good business in a well- structured manner. 
[bookmark: _Toc28816018]Upturn in productivity 
Well, knowledge and well-understood skills often are the source of a successful organization. In today’s world, the upturn of productivity is based on convincing and compelling corporate material. Further clearer and workflow can be streamlined with the clear vocal. This way sound business relationship can be ensured (Erwin et al., 2019). Through good communication skills problem can be solved and the strong decision can be achieved.
Principles of effective communication skills are as under
There are seven C’s of communication are as follows:
1. Concreteness skill in communication
2. Courtesy skill in communication
3. Clarity skill in communication
4. Consideration skill in communication
5. Conciseness skill in communication
6. Completeness skill in communication
7. Correctness skill in communication
Completeness must be complete to the receiver so that the overview of the subject can easily clarify and the deliverance of encoding and decoding of the messages are well played.
[bookmark: _Toc28816019]Concreteness in communication skill
When interpretation is univocal, nothing is left to the fancy in mind. This concreteness often supported by the research data, facts, figures, and factual material.
[bookmark: _Toc28816020]Courtesy in communication skills
Talking about courtesy in communication skills is the feelings and viewpoint of the targeted group. The approach should be always in a courteous manner. Show respect to the receiver (Arnold and Boggs, 2019). The audience should be addressed with friendly effective communication.
[bookmark: _Toc28816021]The clarity in communication skills
People struggle for communication clarity in verbally. If the vision is not clear, it would lead to frustration, confusion, missed opportunities. Thus, it would be the outcome collaboration breakdown and progress will be impossible (Chi et al., 2018). Research shows that communication skills are the main soft skills that smart businessman look for in an employee.
[bookmark: _Toc28816022]Consideration skills in communication
Consideration in communication is a key factor when taking the audience into account. The message should be relevant to the target group (Craig and Bielenberg, 2019). It is important to play a role in the factor for example; age, interest, level of education, professional knowledge.
[bookmark: _Toc28816023]Conciseness skills in communication
Business communication mainly consists of a clear storyline, when it is consistent in information and strong supporting statements systematically never confuse the receiver.
[bookmark: _Toc28816024]Correctness 
Correctness in verbal business communication plays an important role, correct use of language never let the chance of miss opportunities. Not only verbal it plays an important role in written business communication as well (Vogel et al., 2018). Correct use of language upsurge the level of credibility and the receiver will feel that they are taken completely on serious priority.
 
 
 
           Effective communication
[bookmark: _Toc28816037]Figure 1: 7C's of effective communication

Source: (Bambaeeroo and Shokrpour, 2017)
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[bookmark: _Toc28816026]Practical Application and Deployment
 Reason to understand the process involved in any time while communicating with other people. This communication process goes through different stages and ensures the message received “loud and clear”.
These stages of the communication process help avoid the misunderstanding without the hitch.
Seven Stages of Communication Process 
1. Source.
2. Encoding.
3. Channel.
4. Decoding.
5. Receiver.
6. Feedback.
7. Context.
[bookmark: _Toc28816027]SOURCE 
The sender of the message is called the source. The information delivery by the messenger to the receiver is able to start with this first stage (Vogel et al., 2018). It is important because the message should be clear, accurate and informative content in the message are concise and direct.
[bookmark: _Toc28816028]ENCODING
This is the second stage of the communication process, where the encoding stage gets involves inputting the message into the format of sending. The receiver enables to ensure the message to “decode” or understand. Once the message is conveyed successfully, there is a higher chance of information is clear and simple (Bruno, 2018). Moreover, this process helps in eliminating the area of confusion. 
Example; a cultural match is a point that needs to be noticed about the recipient. So, the good encoder needs to understand the knowledge of the subject of the existing receiver. However, “mental leap” is required to suggest and understand analogical thinking (Sureka et al., 2018). Successful encoder always well aware of the target audience and try to deliver the message accordingly with respect. Thus, this results in clear the gaps of “falling flat” and being misunderstood.
[bookmark: _Toc28816029]CHANNEL 
There are numerous different channels of sending messages. These are as follows. 
Verbal communication processes involve meeting in person one on one.
Telephone and video conferencing 
Written communication includes are working in various ways example; letters are the oldest version. Now these days emails and instant messaging (IM) and social media are the most common practice. Moreover, to emphasize the point of objectives invention has the opportunity of venture using projectors, visual presentation, and illustration with the help of charts and graphs, videos and photos.
Every channel has its own strength and weaknesses. For example; it’s not advisable to give the long list of briefing using via a verbal medium, sometimes the demonstration of sensitive feedbacks is more effective in written foam. However, sometimes it works vice versa, mean it is more effective to deliver the message in person rather than via emails (Bernstein et al., 2019). Thus, the situation and the target audience decide the channel which medium suits them best.
[bookmark: _Toc28816030]DECODING
Decoding is the process involves once the message is being delivered and the channel is being used to encoding that message. Successfully decoding any message means that the recipient needs to listen to the message actively or read thoroughly and carefully. 
Example;
Encoding is an important process because the decoder depends on the message deliverance (Ellis and Abbott, 2017). Due to lack of sufficient knowledge of information can lead to confusion or chance of missing the essential part of the information.
[bookmark: _Toc28816031]RECEIVER 
Receivers are the audience react in a certain way, to specific action response to the message. Though a different person has different perception and feelings conceived after the message understood.
Example;
Senders always take the message under consideration while drawing up ideas and feeling before sending (Barnlund, 2017). Thus, influence has the main impact on the decoder, so sender needs to brush up the emotional intelligence and empathy.
[bookmark: _Toc28816032] FEEDBACK
Audience feedback is necessary and moreover this help sender learn about the sent message understood in the right way.
Example:
If the sender is talking about the complex message. Find a simpler way to communicate and break it down into small bits so that regardless of background knowledge of the audience. This makes easier to grasp the subject details. 
[bookmark: _Toc28816033]CONTEXT
Context is the part in which sender relate the subject and deliver the message in that reference to the contest. This may include situations.
Example;
Social environment, corporate culture, political environment, and national culture.
[image: The Communications Process Diagram]
[bookmark: _Toc28816038]Figure 2: The communication process
Source: (Finne and Grönroos, 2017)
[bookmark: _Toc28816034]SKILLS FOR PROFESSIONAL PRACTICE 
After all the above research over the case study on communication skills, the development of communication skills is an ongoing process from the professional career to social gatherings and family life.
Skills for professional development cannot be achieved without improving in the following ways.
· Communication (verbal and written)
· Organization (essential business skills as communication proficiencies)
· Teamwork (encouraging interest and friendly interaction in the team)
· Critical thinking (intellectually able to communicate when it comes to conceptualizing skillfully, analyzing, synthesizing, evaluating information, observation and experience and the reflection on the course of action). 
· Logical arguments should be based on complete technical information and ideas to understand the objective in better ways.
· Critical communication skill helps in examine and develop the solution and situation. 
Once the primary purpose of communication skills is practised, it helps develop the logic framework of communicating information by translating thoughts to messages. However, this way everyone understands the same message for the required situation or problem solutions. 
[bookmark: _Toc28816035]ANALYSIS
Every young professional need to know the power of communication skills once the person is entering the corporate world. Every time communication skills are playing its role differently from job search to job resume and further job interviews. Example; active listening and displaying confidence are the positive ways while interviewing. In a job or in life the foam of communication is to look on the strength and weaknesses and practice regularly on the weak areas by developing good habits (Vogel et al., 2018). Methods of communication should be the area where one should be a pioneer.
Example; 
Verbal communication usually message is delivered and received in person, or using the digital telecommunication system such as phone, computer, TV or other media.
Nonverbal communication is another example of message deliverance by body language, behaviour, eye contact and dress code.
Written communication is done through the printed foam. Further, Public speaking is essential when it comes to communication skills in the workplace. Delivering thoughts into the message to the audience in an appropriate manner seeks a lot of confidence. Positivity is valuable speaking skills; help build career growth (Craig and Bielenberg, 2019). Speaking another message sender try to maintain the positive demeanour. Reframing from the negativity not only help in healthy mental status but it creates a healthy bond with others.
Example; 
Talking on new assignments and encouraging others in the team help others come up with enthusiastic and powerful new ideas. 
Analytical skills of communication are to share the analysis with others need to be an effective communicator to explain the result you got after the data observation.
Example;
Reporting, surveying, group productivity, teamwork, presentation, and active listening. Thus, the communication skills taught to relate to others with tools of listening and speaking appropriately and productively. 
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Exercise2: COMMUNICATION: A CASE STUDY

As you read their case, think about how you might help communicate with the employee to

remedy the conflict. Answer the critical thinking questions at the end of the case and, wherever
‘model is relevant.

possible, say whose communi

RY AND HIS STAFE
Barry is a 27-year old who is the manager of a restaurant. He is responsible for supervising and
managing all employees in the kitchen. Employees working there range from 16 years old to 55
vears old. Inaddition, the employees come from varied cultural and ethnic backgrounds. For many,
English i not their primary language.
Barry has a Health and Safety (Food) Certificate and tries his best to keep up with food safety issues
inthe kitchen, but he admits its not easy. Employees receive “on the job training” about food safety.
basics (for example, appropriate hygiene and handwashing, time/temperature, and cleaning and
sanitzing). But with high turover of employees,training i often hurried, and some new employees
are put right into the job without training if it is a busy day. g
ey BarTy Overslept because he had been working on his car until 2 .m. He was rushing around
Sl he. dv:nhe have a:lzan uniform. However, he managed ta find one that was not
- As he dressed, he realized that he needed a haircut and  good hand i i
scrubbing,
after working on his car. el

When he arrived at work, he dashed into the kitchen and noticed several trays of uncooked meat

on l:e work tops. They appeared to have been sitting at room temperature overnight. He calied of

of the Kitchen staff and asked: ‘Why did ; o
You leave the

g chicken out when I told you to put them in
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