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COMMUNICATION SKILLS
[bookmark: _Toc523026909]Introduction
Communication is more than just passing message from one person to another or to group of people as generally perceived, as speaking and listening to people rather its involve effective and understanding of the messages convey from one person to another is most important (McPheat, 2015). In most cases information lost in translation because of poor communication skill, communication breakdown lead to difficulty or misinformation that prevent development in both academics and professional stage. In a research conducted by the Katz Business School at the University of Pittsburg, most companies employed their employees based on their effective and efficient speaking and written skills that will contributes to output of delivery of services to their customers accordingly without error or omission of information (Ingram, 2017). 
Hence, communication can be defined as the skill and means of developing and passing messages, depends on the richness and understanding of the information passed across to other people involved (Patterson, Grenny, Mcmillan, & Switzler, 2014). 
Two-way communication should be encourage between employees and employers.
[image: Image result for Process of Communication]Figure 1: Source (Cheney, 2011).

Therefore, there are various barriers to effective communication which will be discuss in the main body of this study, along with the different forms of communication process and importance of communication. Hence, this study will also focus on effective of communication skills in the workplace and importance of personal communication skill as well as significance of communication in team management.  
[bookmark: _Toc523026910]Different Forms of Communication
In most cases, when people mentioned the word communication, it is generally perceived as means of exchanging messages and ideas by words however,  it's more than just verbal and written communication. At the present generation, organisations make use of different methods of communications that can be used for both internal and external purposes. The most important forms of communication that are commonly used among businesses are traditional business meetings and the videoconferencing as well as social media. Company's makes use of numerous means to communicate with their business associates or consumers from different locations both near and far (Rohn, 2017). Thus, there are methods of communication that are in existence, but the right methods to be used are in the hands of the authority in various organisations. Below are three various forms of communication which includes verbal, nonverbal and visual communication.
[bookmark: _Toc523026911]Verbal Communication
Verbal communication is the first form of communication and is the process of passing messages from one person to another by the of words, this could be face to face, on phone or in group, the means of using verbal communication is known as oral. Thus, written and oral communication are the two types of verbal communication, while storytelling and crucial conversations are two types of verbal communication that will be explain in details below (DeVito, 2012). 

· [bookmark: _Toc523026912]Storytelling: is the methods of verbal communication that is valuable. Storytelling help businesses to explaining and signifying the process of carrying out their duty depending on the culture and ethics of different organisation. The frequency, strength and tone of the messages used by various business have a similarities with senior organisational commitment. The more worth the of messages passed to the audience from business owner is connected to the ability of securing capital for their organisations.
· [bookmark: _Toc523026913]Crucial Conversations: This is similar to storytelling process, but more skill, reflection and planning is required to communicate in workplace on daily basis. For instance high-stakes communication involve presenting the venture capitalist a business plan and asking for a raise within workplace (Anbazhagan, 2017).
[bookmark: _Toc523026914]Nonverbal Communication
"The most important thing in communication is hearing what isn't said" (Drucker, 2010 ). Communication is usually in two form either by sending messages or receiving messages which consists nonverbal communication. Nonverbal messages are very important part of any communication and normally provide support to verbal communication, at the same time express their own opinion and view in the process (Cornelissen, 2013). There are two types of nonverbal communication that will be analysed below which are physical nonverbal communication and paralanguage.

· [bookmark: _Toc523026915]Physical Nonverbal Communication: The figure 2 below illustrates means of communication by physical nonverbal communication/body language.
[image: https://rantsandrevelations.files.wordpress.com/2010/09/effective_teaching_016.gif?w=300&h=215]
Figure 2: Source: (Drucker, 2010 )
Physical nonverbal communication is the process where the individuals makes use of sign languages to communicate with one another is also known as body language consist of facial expressions, body posture, eye contact, gestures such as hand waving, pointed finger including tone of voice, touch and overall body movements. There is need to be conscious of nonverbal communication process for effective understanding the intended message for both the sender and receiver including the gestures, eye contact and movements as well as the way you sit and stand all contributes to process of passing a message to the individual with whom you are communicating (Cornelissen, 2013).

· [bookmark: _Toc523026916]Paralanguage: The important part of nonverbal communication is the way a word is pronounced or something is said, in place of what is intended to say. This consists of way of speaking, tone, emotion, stress, pitch, intonation and voice quality. It assists in the message of intention or the absence of actual message contained. According to study conducted by (Wharton, 2016), 38% of all communication process involved  are connected to the tone of the voice massage.

[bookmark: _Toc523026917]Visual Communication
Visual communication usually come about with the support of visual aids such as  colour, image, drawing, signs, graphic design, drawing and signs including electronic resources. It's commonly contain charts and graphs that support written methods of conveying messages but in most cases completely exchanges written communication and take total control of intended message. In reference to (Mullet & Sano, 2015) “A picture is worth a thousand words” with the expression that verbal communication is most likely be stronger than nonverbal communication. The invention of several technologies, the appearance of visual communication is now more effective and easier than what it was before.
[bookmark: _Toc523026918]The Impacts of Effective Communication in Workplace
“If you just communicate, you can get by, but if you communicate skilfully, you can work miracles” (Rohn, 2017).
Effective communication with employees in the workplace is not just about plan but effort, attention to details, constant repetition, action and most importantly personal commitment is a must from the top down management.   Communication is a major tools for business leaders to perform their duties and connect with employees on daily basis rather than considering it a check box before getting back to the "real work" in managing their business effectively (Krantz, 2015). Employer need to be well understood about the company aspiration and provides details to employees, or their representatives whether you are informing, consulting or negotiating with them. 
It is to the advantages of both parties to use the language employees will understand not jargon and always keeping message or information purposeful, important, local and timely. Different companies uses various means to communicates with their employees, in the case of mental health employers to their employees, the communication procedures are quite unique from other workplace because of the sensitivity and risks involved.  Below are means of communication in workplace based on the scholars review (Proctor, 2014).

· [bookmark: _Toc523026919]Send weekly correspondence to all employees in the company: Every Monday without missing a single week the management always send a personalised written email/text messages to individual employee in the company about company goal and aspiration as well as the weekly programme including rota and important topics about the company future. Making sure that the information reach every employee including part-time workers, home workers and absent workers. Using the avenue to perfectly connect and engage with the entire workforce (Proctor, 2014).

· [bookmark: _Toc523026920]Build comfort in talking about what is not working: Creating friendly and accommodating working environment is very important, management always gives room for employees pinion on some decisions, using open-ended questions to ask employees about their opinion. Example is asking employees about solution to the poor performance or expected result, to find alternative of doing things in workplace (Gutierez, 2014). Whenever there is need to communicate divisive or sensitive issues such as poor company output, face-to-face should be the best option. With the responsibility lies on senior staff discussing such important matters. The advantage of face-to-face communication is that its gives successful procedure of getting clear message across to employees. This approach allows employees to feel party of the company's culture and their opinion are appreciated (Perkins, 2008). However, the process cannot  be relied upon totally as misunderstandings and gossip can arise. Hence, written communication could be considered either by email or text messages with electric day and time recorded.

· [bookmark: _Toc523026921]Holding Regular meetings with Employees/Representatives: Friendly relationship between employer and employees increase productivity, organising meeting with the make them more familiar with the company's culture and abide by it. Promote a two-way candid dialog. This will give the management to know more about what is really happening in the industry through these sessions as they are more close to customers than the management, which can help the company leadership team make better decisions (Karia, 2014). 

· [bookmark: _Toc523026922]Responding to Every Employee email/letter within a Day: In reference to (Sadri, 2002), team management is a very big task, creating time to communicate with employees that work hard every day to serve the customers that contributes to the company success is a plus to company achievement. Employers should always respond to employees feedback within a day, team wants to be heard and feel appreciated.
[bookmark: _Toc523026923]How Workplace Communication and Performance of Employers Can Be Improved
There are various means or strategies employers can use to support employees to improve communication skills which in return increase employees contribution to the organisation output. Organisations that have full knowledge of effective communication at all levels of the organisation enhance organizational success and employee relations. According to (Ingram, 2017). "Communication skills are an essential component of a productive workplace, allowing employees to work together cohesively and professionally". Improving employee communication skills in the course of training exercises and behaviour modelling can give your organisation a competitive edge. 



[bookmark: _Toc523026924]Importance of Communication Skills in Workplace

[image: Image result for importance of communication]
Figure 3: Source 
Good communication is a very important instrument in improving productivity and managing strong working relationships within organisation. Employers that invest time and energy into communication process will create trust in the midst of employees, that will result to increase in the organisation output, confidence and innovation as well as team building, growth, strong management and it will give every employees from top down voice of recognition (Page, 2018). At the same time employers that refused to do the same are on the way out of business. Thus, employees with good communication skills are very important  assets the organisation, it usually give such employees more advantages above others when searching for jobs. Poor communication in the workplace will surely lead to poor or bad productivity with the side effects of lack of confidence in the workplace. The importance of strong communication runs deep within a business. Here are five key reasons you should be paying attention.
[bookmark: _Toc523026925]Conclusion
There is no single correct way of communicating within workplace however, there is need to have understanding about what is correct in the working environment which is which situation. The circumstances that surround the workplace will determined the form of communication that will be employed or the type of business involve or environment. Employers need to consider employees when deciding means of communication. By considering the current workplace environment and employees contribution before certain decision,    employees communication skills will be improved leading to increase in productivity. A good understanding of the a variety of communication methods alongside with the dissimilar communication technique will help in knowing and the process of dealing with individuals in the best way, which will clear any misunderstanding or wrong impression that may exist and thus contribute to the organisation’s success.
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