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Recommendations to TopSeller Corporation on Ways of Improving Communication efficiency 







TopSeller Corporations 
Communications Manager 
1186 Roseville Pkwy
Roseville, 95678
Dear Sir/Madam 
Here is the report you requested on date (xyz) on the ways of improving communications efficiency in your organization. The recommendations offered in the report are based on the assessment of communication challenges at TopSeller Corporations. A number of recommendations is offered as way of alleviating these communication challenges. The recommendations also include the possible ways of enacting them in the organization. Information on the advantages of implementing these measures in your organization are also provided in the list. 
The research findings identified various measures which can help in improving communication skills among the employees as well as improving communication between different departments. The implementation of oral training programs, workplace writing classes as well as implementing a proper communications channel like a phone system. Implementing these measures helps in improving organizational governance and also improved performance through team building. The cost of implementing these changes to the organization is also analyzed with possible ways of improving them. 
Thank you for the opportunity to assist in alleviating the communication challenges in your challenges. I hope that the recommendations provided in this report will help in alleviating the identified problems and promote efficiency in your organization. I am looking forward to hearing from you soon. I have also provided my contact information for any follow-ups or clarifications. 
Email: commexperts@gmail.com
Phone number: 213-563-5052
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[bookmark: _Toc71128834]EXECUTIVE SUMMARY
Introduction 
Communication is a key factor in the success of the organization. Efficiency in communication promotes corporation and better coordination of activities within the organization improving the overall performance. TopSeller corporation has been experiencing communication challenges with a lack of proper channels for employee-to-employee communication, inter-department communication, or communication between the employee and the organization management. 
Recommended actions 
Training programs will help in improving oral communication skills among the employees. Workplace writing classes will help alleviating the communications challenges associated with formal or business writing. A channel improvement measure is also recommended to help in improving communication among different departments. 
Significance of efficient communication
TopSeller Corporation will benefit in a variety of ways from improved communication. There will be leadership efficiency as proper communication channel allows proper communication of roles and expectations by leaders. Proper communications skills also help the employees in engaging in meaningful conversations building various relationships crucial for teamwork. 
Recommendation implementation
The recommendation implementation includes the ways the various measures can be enacted. It includes the cost of the training programs, the cost of the writing classes as well as the phone system implementation. The recommendation implementation also identifies various possible challenges faced when implementing these measures in the organization such as increased cost and long working hours. 
Conclusion 
TopSeller corporation can realize numerous advantages from implementation of the various recommended measures. Recommendations are provided based on assessment of communication challenges which require alleviation. 
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Recommendations to TopSeller Corporation on Ways of Improving Communication efficiency 
Introduction 
Communication is a key factor in the success of the organization. Efficiency in communication promotes corporation and better coordination of activities within the organization improving the overall performance. TopSeller corporation has been experiencing communication challenges with a lack of proper channels for employee-to-employee communication, inter-department communication, or communication between the employee and the organization management. The alleviation of the communication challenges is crucial in improving the general performance in the organization while improving the communication skills of all the employees and members of the organization. There are various steps that can be taken in alleviating the communications challenges experienced in the organization. The various recommendations the management at TopSeller Corporation can implement to improve communication include implementing training programs to elevate oral and face to face to communication, providing writing classes on sentence structures and formal business writing as well as establishing reliable communication channels between the different departments. 
[bookmark: _Toc71128836]PROBLEM STATEMENT
 Communication within the company has not been effective. This has affected the coordination of operations between the employees and different departments within the organization. There is a need to implement various strategies which promote better communication within the organization and prevent any possible cases of communication breakdown. 
[bookmark: _Toc71128837]PURPOSE STATEMENT
The purpose of this report is to provide various recommendations to the organizational leadership at TopSeller Corporation on ways of alleviating the communication problem within the organization. The report offers recommendations on various strategies which the organization can implement to train the employees on how to communicate better as well as recommendations on communication improvement in different departments.
[bookmark: _Toc71128838]Scope and limitations 
The limitation of this report is based on the cost of the recommendations offered. The prices of acquiring the services of a communications officer or the workplace writing classes may vary in different areas. The cost of the phone system may also vary based on the organizational needs which may higher or lower. The organization should, however, choose the measures which promote communication efficiency at the lowest cost.
Recommended actions 
1. [bookmark: _Toc71128839]Training programs 
TopSeller corporation needs to implement a training program for its employees which helps in improving oral communications skills. Most of the employees in TopSeller corporation experience difficulties when engaging in phone conversations or face-to-face conversations due to a lack of proper oral communication skills. The corporation can establish training sessions at the end of every week where the employees are trained to interact with each other while engaging in meaningful oral conversations. This would help with employees who experience communications challenges due to a lack of proper oral communication skills. The organization needs to implement programs specific to certain communication weaknesses such as oral skills and writing skills so as to easily acquire an expert for the services. (Timmins, 2018). The services of a communications training officer cost $20.5 per hour. Considering that the officer will need to train for 3 hours a day for two days a week, the cost of acquiring the services for two months would be at least $500 (Glassdoor 2021). 
2. [bookmark: _Toc71128840]Workplace writing classes 
 Workplace writing classes are programs tailored towards elevating the writing skills of employees in different organizations. The top management at TopSeller corporation can partner with various providers of workplace writing classes. The importance of writing classes for the employees is to improve the clarity in written communication, improving creativity in expression as well as understanding written messages. Other challenges associated with writing identified at TopSeller corporation include lack of formality in official writing or poor sentence structure. The workplace writing classes are designed in a way that allows the employee to undertake various writing exercises and practice, engaging in free-writing editing as well as receiving feedback from the officers offering the training. The workplace writing classes are charged based on the number of employees receiving the training for a given period. The cost of acquiring the workplace writing classes services per month for employees not exceeding 20 would cost the organization $600 per month Glassdoor 2021). Just like the training programs aimed at improving oral communications skills, the workplace writing classes will also be offered twice a week but at different times. This is to ensure that the employees who want to participate in either of the programs can attend them at different times. The professionals providing the workplace writing classes can also provide communications training as a way of reducing the cost associated with acquiring the services from a different individual. 
3. [bookmark: _Toc71128841]Communications channel 
The lack of a proper communications channel has hindered communications efficiency at TopSeller corporation. The organizational leadership has failed in establishing a reliable channel of communication that the employees from different departments can rely on when communicating with each other or communicating with the management in the different organizations. The use of email in sending personal opinions and complaints has been unchanged for a long time. The channel is unreliable to the employees due to the long time taken before feedback is received. There is a need to establish a proper channel that provides immediate response to urgent matters such as conflicts. The employees also need a proper and reliable channel for communicating with the organizational leadership when passing on their complaints or consultations with them. There is no direct channel for reaching the top executives and managers at TopSeller but employees have to consult with their departments. There is a need to establish a channel that allows direct contact like an office phone number which allows the employees to engage their managers in face-to-face conversations as well as oral conversations. This can improve the trust and faith the employees put in the organizational management. 
[bookmark: _Toc71128842]Significance of efficient communication 
TopSeller corporations can benefit in a variety of ways from the implementation of measures that promote communications efficiency. The communications efficiency helps in alleviating various challenges while promoting better management, promoting team building as well as giving voice to the employees in the organization (Timmins, 2018).
a. [bookmark: _Toc71128843] Improved management 
Improved management is one of the major advantages that TopSeller corporation can realize from promoting communications efficiency. With the proper communication skills and channel of communication, the organizational management can easily communicate the role and duties to the employees. A proper channel allows the employees to consult with their leaders when clarity on their roles is needed. The leaders through proper communication can also ensure that the performance of all tasks and roles aligns with the organizational goals (Timmins, 2018).
Efficient communication is also required in conflict resolution within the organization. with efficient communication, the organizational leadership can easily be informed when conflicts arise. Employees with better communication skills are likely to resolve the conflicts without having to involve the organizational leadership making it easier for the management. Proper communication allows the management to easily mediate the cases of conflicts between the employees while engaging them to find a common solution to the source of the conflict (Smoot, & Gonzales, 2019).
Proper communication is also crucial in the communication of personal values and attributes by the leaders. Respect between the employees and the leaders at TopSeller corporation is crucial in promoting efficiency in performance (Brown, & Bylund, 2017). Proper communication ensures that the employees understand the expectations of the leaders when undertaking various organizational tasks as well as the possible implications of failing to deliver to these expectations. Efficiency in the communication channel in promoting immediate feedback also makes the leader reliable to the employees making the employees want to replicate the same. 
b. [bookmark: _Toc71128844]Team building 
[bookmark: _Toc71128845]Productive employee relationships 
Efficient communication can help the employees at TopSeller work together on various projects. Communication is a key foundation for relationship building required in team building. Proper communication skills help the employees understand the different ways of engaging fellow employees in meaningful conversations which help in building productive relationships. 
[bookmark: _Toc71128846]Improved coordination in teamwork 
Proper team building and teamwork within the organization can improve the general performance in various projects, especially where teamwork is required. Proper communication channels also improve communication efficiency between different departments at TopSeller. This can help in ensuring that all the departments work together in different aspects such as projects, decision making, or problem resolution. Proper coordination of activities through efficient communication can ensure that all the operations in different departments are aligned towards the achievement of a common organizational goal (Brown, & Bylund, 2017).
[bookmark: _Toc71128847]Recommendation implementation 
There are various training programs that can help in providing oral communication skills. Acquiring a communications training officer would be the most reliable option. a communications officer can be hired for a period of two months to provide oral communication classes at the end of every week for two months. The preferred days include Friday and Saturday before the employees take the weekend break. The estimated cost of acquiring the services of the professional communications training officer would be approximately $500 for the period of two months. This program will be tailored to the employees with challenges that are specifically related to oral communication skills Glassdoor 2021).
Workplace wrings classes services will also be acquired to help to improve the employees with communication challenges related to writing. The writing classes provide writing exercises for formal business writing which help the employees in business writing. This can include exercises in formulating reports, memo writing, or other forms of writing when communicating to the management. The services can have acquired from the various providers of such services based on the affordability as well as the reliability of the services in alleviating the communications challenges at TopSeller corporations. The cost of the workplace writing classes is estimated to be $600 per month which would cost the organization $1200 for two months ( Glassdoor 2021).
Implementation of proper communication channels will include establishing a proper chain of command. This will allow the employees to easily identify who to report what to. The chain of command needs to be established in different ways with clarity in steps required in different aspects such as consultation, complaints, or conflict resolution. The proper means of communication between the employees and the various department or department to department communication will need the implementation of a phone system within the organization. The cost of implementing a small phone system is estimated to be $400 which would cost TopSeller corporations $1600 for four departments (Atlanttech.net 2021).
[bookmark: _Toc71128848]Possible challenges 
There are various challenges associated with implementing the various measures to alleviate the communications channels. These include increased cost as well as more time required for employees to receive the training. 
1. [bookmark: _Toc71128849]Cost of implementation 
The cost of implementing the phone system, acquiring the services of a professional communications training officer as well as the workplace writing classes increases the overall cost of operation at TopSeller. The organization will need to adjust its budget to accommodate the new communications requirements so as to promote efficiency required in that sector (Smoot, & Gonzales, 2019).
2. [bookmark: _Toc71128850]More time required 
Implementation of the various measures to curb communications issues at TopSeller requires more time to implement. Employees will be needed to set aside more time to attend the writing classes and the oral communications training so as to alleviate their communications issues. This can possibly lead to the employees devoting more time to work than other life activities making it difficult to achieve work-life balance. 
[bookmark: _Toc71128851]Conclusion 
The communications challenges experienced at TopSeller corporation require the implementation of reliable measures in mitigating them. The various challenges entailing oral communications, business writing as well as a communication channel in the organization can be curbed by implementing the measures which help in curbing them. these include acquiring the services of a professional communications training officer, workplace writing services as well as implementing proper channels of communications including a phone system. The implementation of these measures is also expected to bring various challenges based on the time required for the training programs as well as the cost of implementing the phone system and acquiring the services. There is a need to make various adjustments to incorporate these changes (Slijepčević, Bovan, & Radojević, 2018)


[bookmark: _Toc71128852]References
Atlanttech.net (2021). Retrieved 254April 2021, from https://www.atlantech.net/blog/how-much-does-a-phone-system-cost-for-small-business
Brown, R. F., & Bylund, C. L. (2017). Communication skills training: describing a new conceptual model. Academic Medicine, 83(1), 37-44.
Glassdoor (2021). Retrieved 24 April 2021, from https://www.glassdoor.com/Salaries/communications-training-officer-salary-SRCH_KO0,31.htm
Slijepčević, M., Bovan, A., & Radojević, I. (2018). Internal communications as a factor of the company's efficiency. Marketing, 49(2), 124-143.
Smoot, S. L., & Gonzales, J. L. (2019). Cost-effective communication skills training for state hospital employees. Psychiatric Services.
Timmins, F. (2018). Managers’ duty to maintain good workplace communications skills. Nursing Management, 18(3).


[bookmark: _Toc71128853]Appendices
SWOT
	Strengths 
Flexible work schedule to incorporate training.
Experts who can easily learn 
Organizational support 
	Weaknesses 
Low income on operations
Lack of a proper channel of communication


	Opportunities 
A variety of communications skills training programs. 
Employee desire to join the programs
Low resistance to change 
	Threats 
Work-life balance challenges 
High cost of implementation 




