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Introduction

In the workplace communication is key because this is the ability to be able to spread your ideas across. Communication is vital for the progression of a company or organisation. Without good communication the organisation would not be able to run effectively as it could. There are two aspects in good communication, there is the sender and the receiver. The sender is the most important one of all because if the message is sent across wrong or any discrepancies occur this can affect the message sent across overall. The second one is the receiver; the receiver is the one who obtains the information from the sender. Those two aspects are vital for a beneficial growth of an organisation. Communication comes in different forms this includes:
· Written Communication 
· Verbal Communication
· Body Language

Those three different forms of communication are the most effective ways of good communication. When applied in the workplace those three forms can have amazing effects on your performance. According to Jayne Thompson 25/10/18 she says “Effective communication helps your organisation run smoothly, and it can also improve your bottom line. Customers return for your business’ professionalism, while employees work with greater efficiency. I especially liked this article because good communication does not apply just to the employees, but it also applies to everyone in the workplace. If the manager or director does not have good communication this would not only affect them but It will affect the employees as well, as they would be receiving the wrong information.
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Work Communication Challenges

In the workplace there are many ways that can make communication challenging. According to Kristie Lorette 30/06/18 she says “If a business is having challenges with communication, warning signs appear that should trigger action by managerial staff” I liked this article because it tells you an overview of what you need to do if your company or organisation is going through communication challenges. I did some research and I gathered some information from a couple of friends on how they feel about their work and how their employers communicate with them. From the research I came back with those findings:

· Poor Training Communication: When training staff if the manager does not communicate with the staff efficiently and in the correct manner. The message sent across by the manager might not be understood correctly by the staff which is not god for an organisation which is rapidly growing.
 
· Selfish Communication: Selfish Communication occurs when your manager or employees changes the message sent across for there own benefit. This should not happen in a working environment because it will not only affect the one receiving the false information but the whole working staff as everyone works as a team.

· Poor Leadership: This occurs when a manager or director can’t communicate properly or support the staff in the correct manner. This is not a good aspect because if there is poor leadership the staff will not know what to do in specific situation as they would not have been trained properly to tackle those types of situations. I found a good article by Neil Kokemuller 5/06/18 he says “A tangible result of poor leadership is often poor financial results and goal achievement. To optimise production, sales and efficiency, a company needs employees committed to their jobs, the company and its vision. Poor leaders don’t inspire workers to deliver their best performance and to look for training and development opportunities” I found this article interesting as it does not only talk about the managers or director’s roles in poor leadership but the employees as well. Employees need to maintain a good example and be role models for their colleagues.2


· Team Working: Team Working is a good way of making the organisation move as everyone’s ideas are heard but if there is a miscommunication in team working this can cause conflicts between employees which is not good for the growth of the organisation. A good article from Stan Mack 04/01/19 she says, “Poor teamwork inhibits your small business, wastes potential and hurts your profitability, For example, instead of working toward a project’s goals, your employees might waste time fixing mistakes due to poor communication and ineffective organisation”. This article relates well to the point because team work takes a big part in communication if there is bad communication than the outcome of working as a team will be poor. 


How Can Good Communication Improve The Workplace?

Communication is a quite hard to understand concept and can be affected by many factors they can be affected by but not limited to:
· Poor Body Language
· Aggressive tone
· Lack of attention
Those three points are one of the significant aspects that can affect a good communication. 

According to Kate McFarlin 30/06/18 he says “Nonverbal communication plays an important role in the workplace, particularly when you are dealing with the public. Nonverbal cues tell a speaker whether you are listening to him and are interested in what he has to say” As most of our communication is made non-verbally, I believe strongly that it is vital to be an outstanding non-verbal communicator which can be sometimes tricky to accomplish if the receiver is not focusing.3


Non-Verbal Communication

According to Hull, Raymond H, PhD 04/01/19 he says “Non-verbal communication can be more powerful- and even more influential than wat we say in words, and can have a tremendous impact on our success”. I particularly liked this article because it expresses the power of non-verbal communication and how its more affective then other types of communication.

Non-Verbal Communication consists of:
· Body Movements:  The way that you stand and move your body around suggests the tone of your message.

· Posture:  The way you posture yourself shows your message if you are postured properly you would communicate an affluent variety of messages.

· Position: The position that someone takes towards another person suggests the tone of there message and the importance of it.

· Eye Contact: Eye contact is one of the most important aspects not only in Non-verbal communication but in communication in general this is because eye contact shows the other person how important the message you are about to tell them is.
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To finish on non-verbal communication, people usually react to unspoken equally as much as something that is said. Some discrepancies and misunderstanding can be identified and clarified if the people involve have the capability to detect and remark on the non-verbal communication in an interaction. People will hugely benefit from learning the variety of non-verbal behaviors in order to refine some properties of a situation.

The usage of non-verbal communication has significantly increased over the last few decades. And was used in media, international relations and education. I found an interesting article by Leslie Contreras Schwartz 06/01/19 she says “Nonverbal communication, or the expression of messages through facial expressions, gestures and body language, is essential to successful relationships in the workplace. Examples of this type of communication include eye contact, posture and voice speed. Employees and managers should be aware of how they communicate in these nonverbal ways in the workplace”. I found this article relevant because it explains what non-verbal communication outlines clearly the usage of it and lastly it tells you how to apply it in a working environment.

5

My View of an Effective Communication Process

I strongly believe than an effective communication process in a workplace should include the following


· Developing a Communication Strategy

It is crucial to do this task with several employees. I would propose firstly to get a group of the employees and develop a strategic way of how the organisation would communicate. The employees chosen will brainstorm their ideas and create a process and purpose for a new and improved business communication management. This does need a lot of consideration on who needs which information, keeping in mind how it would be delivered.
For instance, new companies or organisations should communicate the company’s thoughts and ideas in respective of their objectives while planning, funding, launch phase. Keeping constancy while any of the three stages is key as it will enable employees to understand what they should expect from their employers. According to Leigh Richards 30/06/18 he says “Effective communications help to establish clear expectations for employees and, perhaps surprisingly, for customers as well. For employees, clear expectation will convey how their performance will impact the company and give them an indication of what they need to do to achieve positive feedback” I found this article interesting because effective communications needs to be applied in both ways for it to work well it needs to be coherent between the employers and employees not only in one way.
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Creating a Communication Process

Having a well-designed process is the greatest way to make sure that there is consistent communication it also has to be owned by someone so its regularly kept to date. I found an interesting article by Fraser Sherman 29/06/18 he says “Good communication matters at work because few jobs are solo acts. It takes communication to work on a team, and even people working alone have to report to their bosses. If you run a business, you have to tell employees what’s expected of them. Bad communication leads to errors, failure and sometimes lawsuits. Effective communication helps prevent them”. I particularly liked this article because it links well with my point about having a effective communication process it outlines also the consequences of having a bad communication. This is why developing a communication process is crucial for the growth of a company or organisation.

Over- Communicating

· It is always better to over communicate the message than under communicating it so there is no chance of discrepancies

Over communicating the message is beneficial so that you can make sure that all the employees are aware of the company’s agreement. It is key to use every available forum – newsletters, bulletin boards, town hall meetings, text messaging, events. An interesting article is by Ken Makovsky 2/08/12 he says “What is over communicating? To me, it means repetition of the same message at least once, if not more. Is it necessary? In my circumstances in business and organisation life, it is – and occasionally also in one’s personal life. This article ties in well about my point because the article outlines why over communicating is beneficial and how over- communicating can be applied not only in the workforce but also in your personal life.
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Conclusion

After all the information gathered, I strongly believe that communication is a vital tool in our everyday lives, within the workplace and in our personal lives. It is compulsory that the business goals, training, strategy and every other related activity that is needed for someone to complete their job is explicit and is communicated to the employees and made sure that all the employees have correctly understood the message. As there are three aspects in communication but the most important being nonverbal, It is imperative to make sure that the message sent across is not diminished in the surrounding noises.

If needed you may need to over communicate the message which Is not a bad thing because this enables you to go back over the topic and check if some people didn’t understand some specific stages miscommunications can be sorted. Which is helpful to avoid some miscommunications issues later were it can impact the company or organisation badly.
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