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[bookmark: _Toc523107989]Introduction
For the operation of the organization, it is very important to ensure that there is proper team work and also generate the effective communication activities between the employees. It will support the organization to develop their efficiency level and increase the motivation level of the employees. With the proper communication, it will easy for the employees to adopt into the corporate environment. The supportive environment reduces the wastage level in the operation.  
This assignment will discuss about the different aspects of team work and communication in an organization which enables the employees to enhance the productivity level. 

[bookmark: _Toc523107990]Importance of communication in the workplace
Clear communication is vital in the operation of the organization, because it ensures the proper instructions are provided. With any miscommunication, the value of the operation will go in vein. Clear message is the first sign to build up trust, because rapid clear messages develops the trust level. With clear messages the investors are eager to invest their resources into the business. When the communication level is at a low level, it will create a huge impact on the motivation level of the employees. With low motivation, it is very difficult for the organization to gain the proper output from the work of the employees. The company will want to maintain a proper training and development program for the employees to ensure effective communication (Wilson, 2001). 
With good communication, the company knows the different scenarios of the economic condition. The communication is also important for team work; the success of the team depends on the proper conveying of information between the team members. With proper communication, the company can set and achieve the required goals and objectives. (Charlene, 2007). 
In real world experience, the communication helps people to develop effective relationships. This helps to generate the cooperation level. Without cooperation, it will be difficult to perform the operation in a proper way. The trust level also increases because the clear communication removes confusion. With the proper communication, it will be easier to develop bonding between team members. As a manager, it is necessary to have the effective communication skills to meet the control over the employee’s operation. Communication encourages the representation and innovation of ideas, further helping to improve the rate of innovation. In addition, the right communication helps to inform the different parties with internal and external issues. 

[bookmark: _Toc523107991]Conflicts in workplace related to communication
Conflicts are a common phenomenon in an organization, because the people have their own judgement power. That’s why it is very difficult to agree with every situation, and so it is likely conflict will arise at some point. However, this is a very unhealthy activity in the organization, because it creates a barrier to executing the operation effectively. As a result, the organization lose their productivity level and there is a decrease in the motivation level of the employees 
(Anstey, 2006).  
To counter this, the manager is required to generate an effective step to control the problem and increase the efficiency of the operation. That’s why the manager has to think about the conflict and find out how the conflict arose during the operation. With the proper judgement, it will easy for the employees to control the conflict. But conflict is a complex issue in the organization, and it is very difficult to find out the reason why the conflict arises (Wilson, 2001). 
Conflict is an inseparable part of the human behavior as everyone will have varying perspectives on the same event. The organization can face conflicts in several areas such as value, power, economic, interpersonal, organizational, environmental etc. These factors influence people in their personal interactions, which creates conflict among the people (Anstey, 2006). 
In reality, conflict is common in the job area, because the company provides inefficient resources to perform the operation. In the operation, delay of the supply also creates conflict, because it reduces the efficiency level of the operation. To reduce the conflict, it is necessary to evaluate the different levels of resources and their impact on the operation. A diagram supports the company to develop the optimal decision for its operation. To achieve a goal to a good standard, the company is required to maintain a better relationship with its employees. According to the situation, the company can be required to change its relationship level. 

[bookmark: _Toc523107992]Theories of communication to workplace
According to the work place, the communication style can be different, because the objective of the different communication strategies is different. It is very difficult to select one communication style, because there are lots of options in developing the communication process in the workplace. To select the communication style, it is essential for the organization to think about different factors that have an impact on the operation. It is better for the organization to use a trial and error method to select a communication style. Below, the topic will discuss about the different theories on communication, which are:
Critical Theory: In this theory, it seems that the organization is frequently faced with conflicts in its operation, as there is some communication gap between the upper and lower management. The theory works to solve conflicts in the organization through the development of relationships between different groups, and encourages people to perform more effectively
(Wilson, 2001). 
Informative Theory: To ensure less mistakes in the operation is the goal of the informative theory. The theory works to develop effective information through analysis and correcting the information (Wilson, 2001). 
Post-Positive Theory: An order does not perform according to the goal, and so it required to maintain work to gain the proper outcome. When the company is assigned a goal, the company is required to focus on the message and also the acceptance of the order by the employees. For example: the weekly operation guideline to perform the next week operation (Charlene, 2007). 
Groupware Theory: Now a days, the employees are using digital technology, which allows them to communicate with each other easily and effectively. It helps the employees to perform group operations from a long distance. For example, communication used to spread the group decision among the employees to gain the goal (Wilson, 2001). 

[bookmark: _Toc523107993]Inter-personal Communication
Communication between different people helps to develop interpersonal communication. It involves people sharing emotion, feelings etc. With interpersonal communication, the bonding becomes stronger. Through interpersonal communication, people not only used verbal communication, but also use non-verbal communication to express their opinion (Charlene, 2007). The interpersonal communication helps each other understand the information and improves the flow of the information. People also develop contact between the employees, which helps to create the necessary team work to perform a specific operation. For example, the interpersonal communication helps to develop friends, and people can gain the help from the friend circle. It also develops an emotional attachment with other people, allowing them to provide emotional support. With the interpersonal skill, it will help to reduce conflict among the people, because they know each other and have a mutual relationship (Anstey, 2006).  
In real context, the interpersonal communication knowledge allows for smarter operation, because it helps to invest resources into the vital task. Through this, we can get a better result from the operation. It helps people to remove the work stress, because people have time for things like, breakfast, lunch, tea, snacks etc. People have time to spend with others that they like. It creates a happy hour, and people will want to spend time in their work. Interpersonal communication skills evaluate the investment of the personal to perform the operation. With investment level, it will ensure the proper outcome from the work. Without interpersonal skill, it is impossible to develop a good first impression with people you meet.

[bookmark: _Toc523107994]Communication Models
In everyday life, people are required to communicate with each other to share information. However, there are steps to an effective communication between two or more people. The communication steps are divided into five parts, which are described below:
1. In the very early stage, people are required to develop a message which they are to send to the other party. Before this happens, the sender should think about the message length, because language and length of the message impacts the effectiveness of the message. 
2. Encoding is required to send the message, because the digital technology cannot read the message, so people are required to convert the language and coded for the receiver. It also secures the communication process, because the specific note can only be understood by the sender and receiver (Charlene, 2007). 
3. Medium is a vital issue, because the sender should select the appropriate medium to send the message. The should sender select the medium that allows the carrying of the message to be secure and delivers the message in a convenient way.  
4. Decoding of the message will be required to understand the message by the receiver. Without decoding, it is very difficult for the person to understand the actual meaning of the message. 
5. When the receiver understands the message, the receiver sends the feedback to the sender. 
In the real world, the sender and receiver face a huge problem due to noise, so the message loses its actual meaning. To reduce the noise, the sender should use the proper encoding and medium in which they send the message. On the other side, the receiver should use the proper decoding system and provide feedback. This ensures the sender that the receiver has the proper information. With this process, the correct information is passed from one side to the other  (Charlene, 2007). 

[bookmark: _Toc523107995]Written communication formats
In the organization, there are generally two types of communications which include oral communication and written communication. Written communication is the most important communication process, because vital operations perform through written communication. Written communication is used in the internal and external communication process. The part below shows the different types of communication processes (Charlene, 2007). 
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Proposal
Memos are used in the internal communication process, because it helps to deliver the information of the organization’s operation to the people. Nowadays, people use less memos, because people have converted to using emails. In a report, the condition of a specific situation is described. This helps to develop a decision about the specific task. Proposals are used in the business operation to generate a new plan or strategy. A proposal will be sent to the upper management for approval. With digital technology, people use email, instant SMS, social media etc.
With the written communication, people save money e.g. an email requires a low cost to send quickly, further saving time for the user. But, the written format requires time to develop initially, so it creates delay in the communication. Email costs are low, but a huge amount is required to be invested for an email facility. 

[bookmark: _Toc523107996]Conclusion
Team work is not a simple task, because it is a combined operation. For effective team work, it is necessary to develop a good relationship among the team members. Without good relationships, the team work is less productive and the outcome may not be satisfactory. But communication requires the proper environment within an organization. With the proper communication skills, the productivity reaches the next level. Inter personal skill is also important, as it develops emotional attachment among the people. Without this, there are absents, leaves etc. Therefore, the success of the organization is dependent on strong team work and communication.
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Memo

To: All Employees

From: Payroll Department

CC: HR Department

Date: November 29, 2011

Re: Upcoming Changes to the Canada Pension Plan

Changes are being introduced to the Canada Pension Plan (CPP) starting January 1,
2012.

These changes will affect you if you are:

Aged 60 to 65 and currently receive a CPP/QPP retirement pension

Aged 65 to 70 and currently receive a CPP/QPP retirement pension

These changes will not affect you if you are currently 70 years of age or older. CPP
contributions were stopped on the final pay date in the month of your 70w birthday
and will not restart in 2012.

Note: These changes only apply to CPP contributions.

OVERVIEW OF CHANGES

The upcoming changes and action required from you, the employee, are detailed
below.

Employees aged 60 to 65 who currently receive a CPP/QPP retirement
pension

As per the legislation, CPP contributions were stopped on the last pay of the month
before you began receiving a CPP/QPP retirement pension.

Effective your first pay in 2012, the Payroll Department must start deducting CPP
contributions from your pensionable wages again. No action is required from you.
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BUSINESS ACTIVITY REPORT

linsert client logo]

TriSight Communications performed the following public relations services this month for the

finsert client name]
AcTVITY

First Subheading

v On June 2, did [activity). Activities included:
Drafting and distributing pitch emails for each region to accompany release;
Fielding media requests throughout the day; and

Monitoring and tracking coverage throughout the month.

v Secured interview with [reporter name] of [publication name] regarding the [name of
activitftem/eventrepori]

¥ Paricipated as [dlient name] spokesperson in interview with [reporter's name] of the
Ipublication name] regarding the [name of actvity/temleventreport)

Second Subheading

v Researched [tems] and submitted recommendations to [client contact for cons deration.

v Corresponded with [client representative names] of the [dient regarding [name of
activityftem/eventreporl]

Planning, Administration & Other Communications Support
v Metinternally on a reguiar basis to discuss accoun! activities and next steps.
v Moniored the following news outlets on a daily basis for [which industry?) industry

coverage, including:
o [Publication 1]
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