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[bookmark: _Toc534229508]1.1   Communication In The Workplace
Communication can be defined as a way of guiding and passing information to people to get the desired results (Beattie and Ellis, 2014). This means that the information needed to be passed across should be clear, understandable and presented in a way that is easy to the get the person(s) attention. Therefore, to have good communication it must be open, correct and comprehensive either through languages, signs, written or spoken words.
When information is passed clearly between the sender and receiver, it makes interaction easier, especially within the workplace. In the workplace, it is believed that effective communication should ideally start from the employers or anyone in the managerial position. This is so because they are the first to create connections among the different employees in the company by means of good communication, which allows the smooth operation of the business. One major goal for managers is to ensure information is delivered across accurately to employees to get the required result and response from them which can only be achieved with good communication. 
For there to be a good flow of communication within the workplace, having a good leader is vital. Leadership can be defined as the ability to encourage or inspire people to aim for the best (Hede,2001). This simply means that being a leader one should be aware of the attributes they possess that attracts people to be directed by them and understand when those attributes need amendments they are open to them. Leadership considers the way a person communicates which is essential in succeeding and getting desired results in any organization (Hackman and Johnson, 2000). 
Therefore, they are thought to be an important part of the company because their behaviours and communication could strengthen the company’s values and culture (Keyton, 2005; Modaff and DeWine, 2002). In addition, someone who leads will have a way of impacting the company and he or she could be either a people’s person or more work concerned. They could also be one who motivates their team or someone that acknowledges hard work through gifts or any other means (Schnurr, 2005).
The foundation of having good communication in an organization helps employees to build good interpersonal relationships within or outside the workplace, which also results to having good interactions with fellow workers and having the confidence to reach the set goals at work. However, there are various difficulties faced with not having good communication such as employees not reaching theirs and the company’s goals. Therefore, it is important that the right information and the process of communicating with employees should be taken into consideration because they play a vital role in achieving the expected result of the organization (Kandlousi et al. 2010).

[bookmark: _Toc534229509]2.   The Importance of Effective Communication Within the Workplace
1.     Communication creates satisfaction in employees of a company- 
When necessary information is supplied among employees and managers, it encourages them to do better, give feedbacks or take criticism without fear and helps to feel appreciated. When there is good communication it reduces the amount of disagreements, provides quicker ways of resolving issues, thereby resulting to both professional and individual growth. 
2.   Effective communication at the workplace increases efficiency- 
Due to the significance it has on the company, it is necessary for employers to clearly point out the goals to achieve, individual tasks that needs attention and clear instructions necessary to execute those tasks, to ensure there is good organization and increased efficiency. However, the lack of communication particularly when there is disagreement among staffs, it could slow down tasks resulting to waste of time, resources and reduction in the company’s productivity. 
An example of poor communication at work a friend experienced was one in which the employers preferred making decisions by themselves and just provide the employees with the information without making any attempt in communicating with the employees. Most of these decisions were most times between the director and the managers with little or no involvement with others. According to her, she became frustrated with the way they were treated because it felt like she was not part of the company. It became worse when every task that was to be completed including the basic ones, needed to be shown to the manager for authorisation before moving forward. This also resulted to increased dissatisfaction at the workplace by employees who didn’t feel trusted or valued by the company, therefore leading to a high rate of employees leaving the business within short periods.
On the other hand, another example of good workplace communication I have personally experienced was at a place I worked few years ago. I enjoyed working there because of the way my supervisor believed in the staffs and had high confidence in us carrying out our responsibilities effectively. 
At this company, I worked in a team on a certain task that required perfect completion and were given instructions on what to do by the supervisor. The supervisor gave us instructions on how she wanted the job done and will leave us to do them without regularly interfering. Sometimes when we had difficulties on what to do along the way, we were given permission to attempt in thinking of the best way to solve the issue by ourselves before involving her when it seemed so difficult to find a solution. This process helped us to think of different ways to handle the tasks and finding solutions among ourselves and helped the supervisor to focus on other important responsibilities. 
The trust she had in us and the way she would normally correct us in the event we make mistakes, made myself and the rest of the staff to increase our loyalty to the company and contributed in improving the value of the organization through our performance. This shows that good workplace communication brings trust between employer and employee, as everyone working together must be confident in others they work with to promote respect.  Therefore, employers should understand and respect what their employees bring as a contribution either in providing care services or in different areas to encourage satisfaction, and good performance overall (https://www.skillsforcare.org.uk/Documents/Learning-and-development/Care-Certificate/Standard-1.pdf)

3. Good communication brings about great team work
When employers work together and have a cordial bond with their employees, it provides a means of understanding each other and the company’s aim to attain success, which leads to employees being encouraged to take part in any of the company’s activities. Due to lack of teamwork, employee’s performance may be affected by poor communication within the team. 
In the health and social care, it is vital that everyone works together to provide good services to the patients, and when there is no clear information passed across it could lead to confusion (Stephanie et al., 2018). Employers are advised to build team work among staffs so as not to only enjoy working with each other, but to also provided quicker and better services. For example, if a career who does morning shifts at a care home has the right information for a new patient she is to look after, there will be smooth handling and good communication flow even during times when she may not be working. As long that the right information has been given to the person she is handing over the shift to, care to this patient will not be interrupted due to lack of important details on the patient.
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There are several methods of improving communication between staffs and employers in the workplace, the following are some of the ways to having effective communication.
I.     Questionnaires and Feedbacks- 
With this employees can express themselves anonymously on how satisfied they are at their current workplace, which is then used by the employers to improve their communication and overall performance. Employers are required to work together with their employees to get the required goal and this does not have to be achieved through spending resources but rather valuable time. This is so because, as humans we love to be appreciated and feel valued for our contributions, which leads to increased motivation and efficiency.
In the health and social care sector, it is more important to have good communication between employers and employees to perform effectively. This is so because of the different needs required by patient which if no solid communication flow, could affect the quality of treatment or help provided. Therefore, employers are encouraged to improve in their communication skills to ensure quality service is provided by employees. As this sector involves working with different people, working together and developing good relationships will improve performance through the use of feedbacks or questionnaires which can be completed by employees even without revealing their identity for openness. 
II.    Meetings -
 In many workplace, meetings are used as a way of passing information to the other staffs and the way such meetings can be held all depends on the leadership. According to a close friend’s experience, I was told that during the time she worked as a customer adviser, she had the opportunity to experience two different approach by the managers she worked with. At one of the jobs, the manager’s approach during meetings was very strict compared to the other place where she worked. 
The manager at one had a very controlling way of addressing meetings unlike the other manager at her second workplace. She liked the relaxed atmosphere more when having meetings with the team as it gives each team members an opportunity to be expressive, open and a less tensed environment. However, there are some staffs who accepted the strict way of holding meetings which is mostly always straight to the point, no form of communication allowed from the other team unless a question was asked, thereby leaving a lot of them confused on most of the points discussed during the meeting. 
When employers have this type of controlling culture in the workplace, employees do not feel part of the team because of the little or no involvement in the discussion. There is no opportunity to make suggestions or even share ideas among the team members making decision process only in the hands of the employers. This could lead to lack of interest in meetings or even work by the employees as they feel all the company cares about is them getting the work done.
III.    Performance Reviews- 
Other methods of communicating is through performance reviews which are sometimes done quarterly. With this, most employees find it best to talk or share issues with their supervisors as it is most often a one-on-one basis. Also, the use of employee handbooks, newsletters or company magazines where employees can send or write their contributions and ideas if they feel too shy to talk directly with their employers. As long as there are clear instructions, guidelines and everyone knows their responsibilities work will be performed easily.

[bookmark: _Toc534229511]4.    Conclusion
From the above discussion, it can be concluded that having good communication in the workplace helps to increase the performance of the company and employees. Employers should hold frequent meetings with team members as this helps to pass information across faster. Not only for full time staffs, including part time workers who may be absent during some meetings. With regular meetings, each staff is aware of what is required of them to do each day and make contributions in their little way, leading to better performance at work. The use of questions is also useful for increased performance as it helps employees share their ideas and creates new ideas to employers on certain topics discussed during the meetings. 
Also, employers should make it easy to be approachable without employees having any fear bringing an issue to them. This way employees look forward to talking more and show enthusiasm coming to work knowing that they can open up about any challenges at work, and the employer in return will listen there by making them loyal to the employee and organization. In addition, the use of social events helps to build trust and bring everyone closer in the organization. As much as performing the work is important, employers should be aware that having an event or outing as a team gives employees the feeling of being appreciated and builds trust, attracting good staffs and also motivates them to do better at work.
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