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The purpose of this assessment is to discuss the importance of communication and teamwork within the workplace.
Communication is the procedure of exchanging the information, knowledge and views from one individual or group to another individual, or group (Rosenbaum, 2017). It is considered as one of the significant parts of all the creature and human being on the earth. Without communication, it becomes difficult to associate with the people and also makes difficult in expressing their feelings. Within the organisation, proper communication plays a vital role in interconnecting people in the organisation. It is essential to examine proper communication abilities between the managers and workers in the organisation. Various communication principles are used in communication among the managers and employees in the organisation (Reising et al., 2017). The main purpose of this report is to address the importance of communication among the employers and employees in an organisation. 
As my friend is working in the business organisation, various tasks need to be done in a team or forming a certain group. For this, they need to have proper communication among the members and also with the managers. And in addition to this, they need to have communication skills. From this also I got to know about the importance of the communication in the workplace and how it plays a vital role in achieving the organisational goals and objectives in the expected period. 
[bookmark: _Toc510351018]Communication and its importance 
Communication plays an important role not only on personal life but also in professional life. For the smooth functioning of the organisation, there is need of effective communication. While working in the organisation, joint effort of the employee is needed for achieving the organisational goals and objectives in the estimated period (Larson & Gill, 2017). The goals and objectives can’t be achieved without maintaining the proper communication. Communication and teamwork are interrelated with each other. To work in a team, there must be proper communication among the team members. If there lacks appropriate communication among the team members, then they cannot achieve the success on what goals they are working to achieve. 
Communication is the main rope which ties us all together and if there is breakage in the rope then from that point, there will no proper flow of the information due to which it creates confusions and obstacles among the participants in the organisation. With the help of the communication, we will be able to make our requirements, generate thoughts. More the communication more it will be easier to fulfil our dreams. When there is a gap in the communication, then there are more chances of flowing the incorrect information to the employees (West, 2012)..  
[bookmark: _Toc510351019]Principles of effective communication 
There are basically four principles of the communication, and they are listed down below:
1. Gap between messages and message received 
We mainly think that when we say something to other people, and they do not understand it, it’s their mistake. However, there can be the loss of track of communication. It is not also sure that what has sent is received completely. As different people have own way of perceiving the messages and this can create miscommunication (McKay & McKay, 2013). For instant, in an organisation if the manager has told to work on certain things, then it will not be sure that employees will understand the same things what manager have delivered. Then, at last, the results and outcomes could be different. So to eradicate these misunderstanding, there must be clear communication and must be in a simple form so that what managers have to send can be easily received by the employees. 
2. Impossible not to communicate 
While working in an organisation the most require things is communication. While assigning the task by the employers or managers to the employees then there must be proper communication so that the employees will be able to task which has been assigned. So it is impossible not to communicate with the members of an organisation. More the communication, there is more exchange of the information. Furthermore, verbal communication is one portion of the higher communication process which involves gesture, facial expression, body languages (Rosenbaum, 2017). 
3. Message have content plus feeling
All the message have the content which means on what the message is centered on the used words and feeling is something that is linked to the content that is expressed via nonverbal signals like gestures, body languages, the tone of the voice, facial expressions and many more (Roth, 2004). When there are differences among the messages feeling and content, then there will be the creation of confusion for the one who receives the information. Mainly if the feeling and content of the message do not match with each other. The communication which is done through the use of the electronic devices like emails can also be easily misunderstood and challenging as the words used will be inaccessible from the non-verbal signals which help in providing the clarification in information (Falkheimer et al., 2017). 
4. Nonverbal signals are more acceptable than the verbal
Whenever there are differences in the feeling and the content than the receivers always give more focus on the feeling which is non-verbal indications or signals. In another form, the receiver found confusion while receiving the information then they believe or accepts what the non-verbal behaviour has shown.  And from the nonverbal behaviour, it also helps managers to know about the employee’s response to the message conveyed (Lia & Fredericks, 2005). Like if the manager said anything to the employees with the help of the body language or the facial expression they can know whether the employee understands on a certain topic or not. 
All these are the principles of the communication process and also the skills that the manager can acquire and implement it to generate the effective communication among the employees and all the participants in an organisation. It helps in reducing the confusion among the team members and employees within an organisation and helps in achieving the organisational goals and objectives.
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There are various ways of creating the effective communication in the workplace so that there may not arise any of the conflicts among the managers and employees. Some of the points are described down below:
· Open meeting
It is one of the main things to be noted for maintaining the effective communication among the members of the organisation. In an open meeting, it will be easier for the employees to express their feeling on working in the organisation environment. In this approach, not only the issues are presented but the also effort is made to seek a solution to the problem (Constantin, 2014). This ways is considered as one of the best methods to communicate with the team members in effective and efficient manners.
· Use of presentations
In the organisation, another way for making the effective communications with the employees are using many presentations which it makes clear to the employees to perceive the information from the managers. Using the presentations like PowerPoint if the managers have to teach the employees on the certain subject matter so that the employees will also become clearer about the certain subject matter (Sebastiao et al., 2017). 
· One to one communication
While communicating on the certain topic, the managers need to make the communication one to one. It must assure that there is eye to eye contact to permit the message to flow in. And if there occurs any problem, then it can be easily short out. It is more trustworthy if there is one to one communication. 
· Communication through training 
Training is the process of enhancing someone on their performance and skills. Training regarding enhancing the communication will help in improving the communication skills. It is required for both the managers and employees so that it helps in reducing the conflict among the members of the organisation. And also it helps in achieving the organisational goals and objectives of an organisation effectively and efficiently. 
· Using the simple words 
Using the simple and precise word so that the employees will able to understand what their managers are saying to them. Using the simple words helps in creating the effective communications with the team members and employees in an organisation (Falkheimer et al., 2017). 
· Involvement of the visuals 
Another communication suitable for organisation is the use of visuals. Putting  the visuals at the planned positions in an organisation within the team members and employees is useful in conveying message to large group (Marlow et al., 2018). It helps in giving the space for better understanding, and it helps in keeping the things in mind for a long period.
[bookmark: _Toc510351021]Contexts of communication 
There are two main contexts where managers or employers can use in the organisation for communication cycle. They are: 

· One to one communication
Managers in an organisation communicate with employees, team members and others members who are involved in the organisation which is on one to one communication form. At times it also includes formal communication, and sometimes it also involves the informal communication (Tkalac Vercic & Poloski Vokic, 2017). Such as if the manager has to communicate with the team members and workers then there need following things: 
· Skills of listening properly
· Skills on questioning and 
· Skills in delivering the information 
People who are involved in the organisation may have problems, and sometimes they need help on a certain topic then in that situation the managers or the leaders must be able to help them. They can help them by following:
· Use of the open questions which provide employees and team members to talk about the long process. For example: “how are you all doing today?” 
· Using empathy so that employees can say their issues without any hesitation. 
The skills of having one to one communication are significant on every interaction with the employees and other members of the organisation (Reising et al., 2017). 
· Group communication:
People in the organisations belong to various groups involving work groups, family and colleagues. Communication in the groups is important for the development of intellectual, social and emotional. Managers communicate in group conditions when they involve in: 
· Meetings with the workers and team members
· For making decision 
· For planning the strategies for development of the organisation.
The skills of communicating used in the groups are a bit different than one to one communication. The main thing which is different is learning on when and how to take turns at listening and speaking. For managers doing communication in the group can sometimes be challenging as they have to listen to all the members and must be able to decide on all demands (Attan et al., 2012). But groups can also be helpful when all the members of the group are cooperative, productive and when there is harmony among all the group members. 
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Communication not only describes of expressing words rather it is also to use the gesture and feel the touch are also modes of communication. The use of the communication in the organisation is very much important in achieving success in the market (Romas et al., 2017). And mainly the one who employers the employee they must know to make an effective communication among the team members and employees because they are the one who makes the decision and plan for the organisation. And to make plan understand to the employees they must be able to have effective communication among the team members and employees of the organisation. That’s why it is very much important to have communication skills which include listening skills, interpersonal skills, questioning skills. For improving the better communication, the employers must make it simple easy and clear. 
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