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Executive Summary
 Effective communication is not all about communication; it is a communication by which one can understand the thought, which is not spoken. Exchanging information does not only give the information but also it exchanges the thoughts and emotions. This report will focus on the need for effective communication in the workplace. To get brief information on this following subject there will be a discussion on the communication skills and the performance improvement skills.
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[bookmark: _Toc522811637] Introduction
Communication is a big part of any workplace. Employees can improve the productivity, morale, and commitment to the company by communicating in a good manner among themselves. Effective communication skill is one of the most necessary and important skills that one should have to improve being in the workplace. Effective communication is not only about communicating any information with others but also it speaks more than words, it can build a strong relationship among the co-workers, and it can convey thoughts as well. It not only includes the words it includes the non-verbal communication. In this report, there will be a brief discussion about the importance of effective communication in a workplace as well as brief information about communication and effective communication. 


[bookmark: _Toc522811638]Communication skills
We are communicating all the time, sometimes it is with others and sometimes it is with ourselves.  When we encode information or message through a communicational channel, there must be one receiver or many receivers who decodes that message properly. This process is called communication. Communication can be verbal, such as spoken, or non-verbal, which is written. Apart from that signals, and gestures are some other way of communication. The three main parts of communication are encoding the message, decoding the message, and the feedback after the process. According to the communication theory, the process of communication involves sender who will speak or send the message, receiver to whom the message is being sent and the communication channel, through which the message is being sent. Communication channel always plays important role in the communication process. A wrong channel can disturb the complete communication process (Tattersall, 2015).
[bookmark: _Toc522811639]Know yourself
I have analyzed the required communication skills for the workplaces that I have are: 
1. Listening to others- People always want that other one gives importance and listen to them, I have the patience of listening to others. I never give my impulse response to anyone without listening to him or her. After listening to them, I ask to clarify things during the conversation. While talking to one person, I always make sure that I give my complete attention to that person, that person should feel that he is the most important person for me.
2. Body language- Body language is important for any kind of face-to-face meetings. I always make sure that I appear appropriately at the meetings and gatherings. I always keep the pleasant body language, and I always make sure that I have an eye contact while talking, as it symbols that I am paying my all attention to him or her (Shatz, 2010).
3. Brief yet specific - I apply this method in both verbal and non-verbal communication. I state brief information about the thing I am talking about but I make sure that it will be specific about the topic.
[bookmark: _Toc522811640]Interactions with others- 
Interactions with others are the most important key to communication in the workplace. Interactions are not about only communication between two or more than two people, it builds an environment in which workers feel comfortable and motivated while working. Good interaction can change the whole atmosphere. If there is any kind of negative aspect in a working place, only a positive interaction can bring positivity there. I have the ability to discuss my thoughts, clear any kind of misunderstandings and conveys my decisions. Positive interactions can bring pleasure and understandings in a workplace. I can interact with the customers describing them the aspect of my company, as well as I, can cover every aspect of my company in a shuttled manner (Heaven, Clegg, and Maguire, 2016).


[bookmark: _Toc522811641]Better communication and performance improvement in a workplace-
Good communication has a major importance to improve the workplace environment. As a result, it always builds up an encouraging, positive work environment. Similarly, lack of good communication brings negative impact in the workplace.
Better communication and performance improvement includes –
1. Writing skills- Writing skill includes writing different kinds of letters, emails, reports etc. These all required good writing skill so that one can convey their idea through their writing. A good writing skill gives the chance to convey your thoughts and concepts very clearly. The people who are better as a writer, are a great communicators. Good writing skill is a kind of communication, by which one can communicate or convey their thoughts to a very large number of audience compared to verbal communication. Not only had to convey the thoughts, but also good writing skill help to note all the points discussed in an official meeting. One who is particular about keeping a concise note about important things is consider being organized and professional. Today in the highly advanced world maximum official deals are made through the email or text, so it is very important that one should know how to arrange their words in a compact yet perfect manner (Fudenberg, and Nowak, 2015).
With doing emails, writings texts, and notes, everyone is spending quite an amount of work via the written words. These written words must not have any kinds of grammatical errors. In the workplace, every written thing from email to a memo should be proofread. Good writing skill makes one more capable and credible than others in a workplace (Kellogg, 2014).
2. Decision making- Various companies look for various kinds of skills in their employs. However, decision-making is a kind of tool, which most companies prefer among their employs. Decision-making starts with the process by defining or understanding the situation or problem, build a proper perspective to solve it and it involves an assessment of the impact of that decision. Proper decision at a critical time can help an employee to get a promotion. Correct decision-making ability shows that one has the leadership quality. Every kind of job required to make some kind of decisions eventually. Making such decisions, which helps the company to be successful or bring profits can improve the position of an employee and can promote him to a leadership level. The supervisors of a company always prefer the employee who is good and fast in decision-making. Because sometimes they are busy with their own work and in the office, there may come a time when a decision has to be taken, that employee can help them by making a good and farm decision (Burke, and Miller, 2013).
3. Analysis Skills- This skill is rather important in a workplace. It requires the ability to evaluate certain problems and know the depth of the crisis. It does not matter whether the problems are simple or complex. However, the ability to solve them at a given point of time is rather important. It shows a person’s capability to understand certain problems beforehand and to eradicate them. A person needs to have a keen observation on the workplace and the people around. He/she should have a clear knowledge of how things appear in the place. To have a clear knowledge, one has to be attentive in his/her work and try to notice and know the actual information that is provided (Carnevale, 2013). One has to be precise and accurate in one has written records, as that is a source of information. One needs to have a thorough understanding about a problem and must focus on how to solve the problem without being panicked. One has to collect information about the problem, visualize and understand them in details. This skill enables a person to solve complicated issues. Communication forms the important part of this skill. The more one communicates with the others, the more he can know about the occurrence of the problem. Even sharing the information that one has gathered with the other teammates can provide various solutions.
 Every problem is different from the other; therefore, they require different methods to solve them. It is important to have a critical thinking. One has to be more inquisitive and has to ask questions and argue before accepting any point. Nothing can be solved based on mere assumptions. This type of thinking proves quite helpful in solving a tricky problem. Analyzing a problem personally may not always help to gather solutions. A person has to communicate with the others to know the background of any problem precisely. One must also share the information that has been gathered with others. This would attract various opinions, which would help to find out solutions easily. Then the ability to make quick and effective decisions follows. After finding out the problems and reasons behind it, one must be able to decide what methods one should follow to solve the issue. In addition, for that one has to make careful revaluation of the issue and the methods of solving it. Then only one should choose the solution, which is logical (Halpern, 2011).
4. Organizational Skills- This skill refers to the abilities of a person who knows the prior steps and plans, by following, which, one can achieve his/her, aim. An organized mindset is able to work better and achieve success. Companies look for the people who are more organized, as that proves their ability to focus on various serious projects. It also enhances their productivity and sincerity towards the work. This skill is important for various reasons.
 Firstly, it involves the management of time while working. If an employee knows the total time allotted for a work and the time he/she can engage for that work, then it becomes easy to complete the work quickly. They keep a balance between the work and the time allotted to them. Secondly, keeping the documents arranged in a proper filling system appears to be quite helpful. It becomes a serious problem when any document is misplaced. Therefore, to avoid that, one has to keep everything organized in proper places so that the documents could easily reached when needed. Thirdly, as time is a crucial factor, therefore, time should be managed properly in a workplace. One has to maintain the time while working, to know the actual progress of the work. Fourthly, organizational skill is important as it allows monitoring of a department. If a workplace is not properly monitored then the business may suffer. It is important for the employees to be looked after as it is necessary to channelize their ideas and energy in a proper way, otherwise uncontrolled efforts may lead to the downfall of a company. Fifthly, it enriches customer satisfaction. An organized workplace involves a proper billing system for the customers. If this is not followed, then the customer will have trust issues with the company. Therefore, a makes itself trustworthy for the customers. Lastly, an organized workplace helps the workers to work in a stress free circumstance. They can get the required information easily while a disorganized workplace creates havoc for the employees. An organized workplace enhances productivity and helps to clarify the employer and the employee about the time. Organizational skills are important for all the employees of a company, as this can help them work as per the objectives of a company. This skill involves various other skills. One should be a strategic thinker, problem solver, creative thinker etc. (Carnevale, 2012).


[bookmark: _Toc522811642]Conclusion:
It can be concluded that the above mentioned skills are necessary for the progress of an individual person as well as for an employee. A person, in general, should adopt these skills to enhance his/her personality and share his/her important views with others. Both verbal and non-verbal communication is very important for a person’s development. The body language, expressions and gestures make a person’s personality attractive and trustworthy. The analysis skill and the organizational skill are important for all the employees of a company, as it helps them to bind themselves with the objectives of the company and work for its success. It is important for a person to be able to make quick decisions, both as an individual and as an employee. A person has to properly understand the problems of a workplace analyze the problems and try to understand the solutions of the problems. A person needs to have these skills to be able to strengthen his/her personality to work properly in a workplace. These skills should be adopted in daily life to gain acknowledgement in working field. These skills help to reduce the stress, save time and achieve success in various works, in the workplace. 
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