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Communication is the process of interaction that takes place between two or more people. It is important for both professional and personal life. Effective communication helps the individuals in sharing their feelings and opinions with others and getting the appropriate feedback from them. On the other hand, effective communication helps the team within the organisational context to transmit information to the right person to make a prudent decision and provide appropriate feedback (Benson, 2014). The dynamism of the team largely depends on the effectiveness of communication. Again, the achievement of organisational goal and the proper functioning of the team depends on effective communication. It improves personal relations, cooperation, trust and a friendly working environment among the employees. It also improves the satisfaction of customers and fastens the dynamism of the team (Crick, 2014). However, some workplace issues hinder effective teamwork and communication. It will in turn influence the achievement of organisational goal. So, different issues related to workplace communication are discussed below.
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Workplace communication or communication in the workplace refers to the communication that takes place between two or more people in the workplace (Ettinger, Perfetto and Ettinger, 2007). Before discussing workplace issues, it is important to discuss the importance of workplace communication.
[bookmark: _Toc39185105]Importance of communication in the workplace
Today, the majority of the organisations arrange their work around the different teams to accomplish the task in the best available and effective way. However, the proper functioning of the team depends on effective communication among its member (Crick, 2014). For the following reasons, workplace communication is important to the employer and management.
It improves productivity and performance- Effective communication clarifies the goal and objective of the organisation to the employees. It helps them to work in a planned way to reach their target. Thus it improves their productivity and performance which in turn improves the overall performance of the organisation (Ettinger, Perfetto and Ettinger, 2007). 
It enriches team building- Honest and open communication improves morale, cooperation, trust and collaboration among the employees. It helps the employees to share their feelings without any hesitation. All these improve the working environment and make the workplace enjoyable to the employees.
It fastens business growth- When the employees know what to do, how to do, when to do and how to do then they can do their task more effectively. It improves organisational process, policies and reduces uncertainties (Wrench, 2013). All these are required to boost the growth of the business.
It improves innovation- Team acts as a source of a new idea for the organisations. Through brain storming sessions, it can generate the new and innovative ideas that will contribute to the creativity, competitive advantage and performance of the organisations.
It reduces turnover and absenteeism- Proper communication improves employees’ morale and encourages them to do their best for the team and organisation. When the employees can share their feeling and are valued by their organisations, then they become more loyal to the organisation (Sarangi, 2016). These reduce absenteeism and turnover in the organisation.
It improves efficiency- The effectiveness and efficiency of the team depend on the communication between its members. Open communication provides instructions to team members about their duties and responsibilities. Again, helps to resolve problems within the team. So, it contributes to the efficiency of the team.
It enhances engagement and skills- Effective communication increases employees’ engagement with the organisation. Again, it improves the skills and knowledge of the employees. For example, by sharing different ideas, employees contribute to the knowledge bank of others.
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Weber’s fixed structure theory- Max Weber is a popular management theorist that pioneered the concept of hierarchical structure. According to Weber, all the individuals know about their roles and responsibilities and hence the communication is structured, hierarchical and clear (Sarangi, 2016). That means communication flows in the top to bottom or bottom to top
Control theory of Tompkins and Cheney- It is an extension of Weber’s theory of hierarchical communication. According to this theory, four situations or controls determine the communication within the organisation (Wrench, 2013). These four controls include simple, bureaucratic, technical and concretive. It states organisational progression and the process of communication.
Deetz’s managerialism theory- This theory has come out from the notion of fixed organisational structure. According to this theory, organisation creates a democratic environment to allow individuals to express their opinions in making more effective decision.
[bookmark: _Toc39185107]Types of communication in the workplace
Four basic types of communication include verbal, non-verbal, written and visual communications. These are commonly used in the workplace in different situations. 
Verbal communication- In this communication, individuals use their mouth language to transit messages. Generally, people use verbal communication during face to face conversations, meetings, presentations, video conferencing, phone call and training (Parker, 2008). Active listening as well as the use of appropriate language and terms can make the verbal communication fruitful.
Non-verbal communication- It is communication where individuals use body language, signal, gesture, posture and facial expression. Sometimes, nonverbal communication can express more than verbal communication (Lasater and Stiles, 2010). It is important in knowing the personality and feelings of other people.
Written communication- It is one of the most formal and useful communication methods. Some common written communications include email, letter, message, chat and so on. However, the effectiveness of written communication depends on the language of the letter and other formalities. 
Visual communication- Visual communication is the method of communication that uses graphs, charts, sketches drawings, photographs and art to show feelings and expressions (Parker, 2008). It is effectively used during the presentation to explain some facts and figures. It helps the clarification of verbal communication.
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There are different popular models of communication that are widely used in the workplace. These models show how the message flows from one person to another. Based on the organisational structure, culture and the philosophy of management, one or more communication models are practiced in the workplace (Ettinger, Perfetto and Ettinger, 2007). Some of the commonly used communication models are discussed below.
One way communication model- In this communication model, information or message flows from one person to another. It is a straight line communication model where there is feedback from the receivers. The only task of the receivers is to receive the message and do accordingly. Such a communication model is widely used in the hierarchical organisation where formal policies are maintained (Real et al., 2018). For example, a message from the manager to the subordinates. Lasswell’s model, Shannon Weaver model and Aristotle’s model are some one-way communication models.
Transactional communication model- It is a two-way communication model in which both the senders and receivers play equal roles and are equally important in effective communication. Here, both the communicators are known to each other and send a message as well as provide feedback to the counter party (McFarland, 2014). For example, communication in the workplace between peers. Helical model and Barnlund’s model are two models of transactional communication.
Interactive communication model- Interactive communication can better be attributed to mass communication. However, it is also a two-way communication like transactional communication. However, it is most commonly used on the internet (Real et al., 2018). For example, the interaction of people over a particular video or status. It is a free communication strategy. it is widely practiced by democratic organisations that believe in the freedom of speech of employees.
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Different issues hamper effective communication in the workplace. Some of the major barriers to workplace communication are discussed below.
Physical barrier- Physical barrier is one of the most common communication barriers in the workplace. It occurs due to the physical distance between the sender and the receivers. For example, an oral message from the top authority to the subordinate may lose the original message during the passage of the message through the channel (Lasater and Stiles, 2010). Some of the common barriers include separate departments, the channel of communication and closed office.
Emotional barrier- Individuals vary in terms of their feelings, opinions, characteristics and emotion. So, when an individual is rewarded by the boss, another with the same position will create an emotional barrier in the communication. Such a barrier hampers effective communication within the organisation. 
Cultural barrier- In the case of the organisation with employees from different cultural backgrounds such a communication barrier happens. Cultural differences include language, symbol, body language, values customs and so on (Davies, 2009). These issues create a barrier in workplace communication. For example, a simple body movement may convey a significant message in one culture, but not understood by the individuals from a different cultural background. 
Structural barrier- Organisational structure itself may create a barrier to effective communication. For example, in the case of a hierarchical structure, it takes time to flow information from top to bottom (McFarland, 2014). Hence, it creates a barrier to workplace communication. 
Workplace conflict- Workplace conflict is one of the most common communication barriers in the workplace. Due to the conflict, the information does not flow smoothly. So, misinformation as well as communication gap are created in the organisation (Wrench, 2013).
[bookmark: _Toc39185110]Recommendations for the improvement of workplace communication
However, some recommendations can be offered to overcome communication barriers in the workplace. By following these recommendations, the organisation will be able to make the communication effective and it will facilitate team dynamism. 
· The authority must clarify the goal and objectives of the team. It will help team members to move to achieve their objectives (Davies, 2009).  
· The leaders or management team must demonstrate communication through example. They first start communication and encourage others to follow them. 
· Training can be an effective way of sending information messages to the intended audience.
· The format of the message that contains information must be appropriate and formal. It will draw the attention of the audience and encourage them to follow the instruction. 
· Delegation of authority may be an effective tool for making a quick decision in different situations. Again, it will make the workplace democratic and dynamic. 
· The authority must use the appropriate channel of communication. It will help to flow the information quickly to the intended person. 
· Seeking feedback from subordinates will make the communication effective. It will ensure that the message is reached properly to the right person. 
· Finally, setting the communication standards and allowing individuals to put their best in the communication process will make the communication fruitful.
These are some recommendations that will make the workplace communication effective. So, the authority must use the appropriate strategy to make communication effective and overcome workplace communication barriers.
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To sum up, effective communication helps individuals in sharing their feelings and opinions with others and getting the appropriate feedback from them. Again, effective communication helps the team within organisational context to transmit information to the right person to make a prudent decision and provide appropriate feedback (Benson, 2014). Some issues create barriers to effective communication. Hence, the authority must be aware of these issues are taking the appropriate strategy to overcome and manage them. Organisational structure, management philosophy, culture and communication channels are some important factors that determine the effectiveness of workplace communication. 
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