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Abstract : Communication is the mixture of the various activities such as words, body language, volume and voice tone.
Mankind has always throughout its history had the necessity for communication. It starts from birth and continues throughout
life. Communication is just the right means of success and advancement in a workplace. Communication is one of the means to
connect to different people at far distances. The modern workplace is inherently collaborative, and this collaboration relies on
effective communication among co-workers. Also it has been observed that a lack in good communication skills especially
within a workplace can result in conflicts and chaos hence hindering the productivity of an organization. Thus there is a dire
need for developing good and effective communication skills which will result in increase in productivity and will enhance its
efficiency.
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