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[bookmark: _Toc523266643]Introduction 
Communication is the key to the success of any organization as employers and employees have to communicate continuously to both inside and outside parties. Seamless communication makes everything clear to all parties concerned and prevents any kind of confusion in understanding. Both verbal and non-verbal communication play vital role in the organization as managers have to communicate in words and they also have to ensure that, they maintain the appropriate body language as employees come from various background and communication pattern varies among culture. Therefore, workplace communication refers to the interchange of ideas, information, news or ideas between the employees and employers in the workplace. Workplace communication has become a vital cog in any organization because communicating the information properly makes the right things happen. Additionally, communicating inside and outside of the work team is central to any success because more often than not, an ambiguous and unclear communication lead to a failure of understanding and conflicts. Thus, this report is prepared in the light of my personal experience in my workplace on workplace communication. 
[bookmark: _Toc523266644]My experience
I worked as a management executive at Matrix Marketing & Management last year. Matrix Marketing & Management is a consultancy firm that provides business firms with management and marketing services. My job was to deal with client’s management related issues, prepare reports on it and send those to my supervisor. My supervisor was Mr. David Wilson who supervised a team of 7 members including me. Mr. David Wilson was pretty good at communicating as he always tried to disseminate his thoughts face to face. Though we were given company e-mails addresses, he always tried to talk with the team members. Whenever a new task was given, he arranged a meeting to discuss the task. At the meeting, he first discussed the whole task out and out and then told us to ask any queries. Any confusion was cleared by him and then he provided written documents containing all the necessary aspects related to the task. This was a very good move from him as we can only remember one word out of eight words we listen. We were also informed about the official notices via the official emails that we had to check daily to keep updated. Though our office culture was open, our supervisor, Mr. Wilson, believed in a typical UK communication style. He liked to talk much but only in front of the team members as he held that individual briefing would waste his valuable time. Henceforth, we had little chance to communicate with him alone as he did not like one to one communication. One of the striking characteristics of the supervisor’s communication is that he used the non-verbal ways communication very well as in the team meeting, his posture was very positive and he maintained the eye contact with everyone. Moreover, he did not deliver his speech all along rather he took a pause and kept the momentum and attraction of the team members. These techniques used by him was very effective in keeping our concentration in his speech and to understand the meaning of what he is saying. In addition to that, the voice of the supervisor was very deep that showed the gravity of his talk and most of the time we could not recognize whether he is saying a thing on a serious note or otherwise. The company made the best use of formal communication by maintaining the hierarchical level. We received any office related news or information form the supervisor we conveyed the message in the team meeting. There were no other ways we could find any news form the upper management. Moreover, the top management often arranged meetings with the executives to disseminate important information related to company goals, objectives, future plans etc. We also often receive letters and bulletins from the top management about any important events. Overall, the firm maintained the formal communication channel very well and the supervisors were very adept in communicating with the employees. 
[bookmark: _Toc523266645]Findings from the job experience 
My past job experience was a great learning for me in various ways, however, in the field of communication I experienced it first hand and learned a great deal about the workplace commination. In my short stint at Matrix Marketing & Management, I found some facts about the communication system of my employers. These are: 
Lack of informal communication: Informal communication is very important in today’s organizations as employees need some information that cannot be sent via a formal communication channel (Miller, 2008). Thus informal communication refers to a type of communication that is held between two or more employees without any formalities. In my organization, the informal communication was very low as employees are given information via a formal communication channel.
Lack of personalized communication: Our supervisor used to deliver the message in the meeting and did not like to talk personally which was a hindrance to us as most of us came from a various background and all did not have the same capability.  
Noise: Noise in the communication channel is an important factor that affects the effective communication. Noises are the factors that can alter, change or modify the meaning of the messages sent (Crosling and Ward, 2002). In our firm, the most of the message from the top management is delivered by supervisors, therefore, the exact meaning of the messages often changed.
Improper settings: One of the prerequisites of effective communication is the proper settings of communication that includes the medium of communications, the organizational culture, and environment etc. In Matrix Marketing & Management, the information was sent via company emails that were sometimes go unnoticed. Moreover, the employee’s desk were separate that impeded the informal flow of communication. 
Lack of feedback: The communication pattern in my former firm was mostly one way. Even though the supervisor sent us information via team meeting, other members hardly receive any feedback personally. 
[bookmark: _Toc523266646]Recommendations for improving the performance and communication of the employers 
Workplace communication is the key to better employee performance which and the dissemination of information largely depends upon the performance of the employers as they are the ones who actually delivers the messages. Here some recommendations are given for the better employer’s performance and workplace communication.
[image: ]Inclusion of both informal way of communication: Formal and rigid communication channel is not sufficient in the complex and diverse workplace as both the employees and employers 
Figure: Informal communication process
Source: study.com (2018)
need to exchange information without any formal etiquettes for prompt decision making. Especially in the firms where idea generation and problem-solving are crucial to success, the informal flow of communication should be in place (Vernar, 2000). Supervisors can simply drink coffee with the team members and discuss various matters and exchange information with them. However, the employers should check that, no rumors or false information is circulated via the informal channel of communication. 
Personal communication: In my example of workplace communication, the supervisor was interested in giving direction only in groups and reluctant to provide information personally. However, not everyone in the work team has the same capability and the diversity is also a concern. According to Berlo’s SMCR communication model, coined by David Berlo in1960, there are various factors that affect the whole communication process (McFarland, 2014). According to this model, Sender, Media, Channel, and Receiver are four components of communication, that are affected by factors such as communication skill, attitude etc. The employer’s ability to communicate the message, his/her attitude and knowledge play a vital role in effective communication. However, the success of the communication also depends on the receiver’s communication skill, attitudes, social background, culture etc. 
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Figure: Berlo’s communication model
Source: McFarland (2014)
As employees come from various background and their communication skills vary, the sender or the managers need to make sure that, everyone interprets the message in the same way or everyone get the same meaning. If the senders and the receivers are not on the same par, then the communication will not be successful. To ensure that, employers need to understand each employee’s communication capability, background and tailor the message accordingly. Training facilities can be provided to increase the communication skills.
Reduction of noise: Noises are the factors that impede the flow of information from the sender to the receiver and may change or alter the actual meaning of the message. Claude Elwood Shannon argued in his Shannon Weaver Model that, the sender of the message encodes the message and sends it via a channel, and the receiver receives the message and decodes it to get interpretation (Hartman and McCambridge, 2011). However, there exists noise in the communication channel that may hinder the exchange of actual message. 
[image: ]
Figure: Shannon Weaver Model
Source: Hartman and McCambridge (2011)
This noise can be of various types such as psychological, physical or semantic or environmental noise. These noises distort the whole message. For example, the messages of my former supervisor were distracted by the psychological noise such as his stereotype and biased thinking that, every team members have equal communication skills and aptitude. Moreover, the letters and emails sent by the top management often contained jargon and technical terms that new incumbents found tough to interpret. Moreover, the formal communication chain also acted as noise in my former firm. Therefore, the managers and the supervisors need to understand the employees better so that, they can send the desired information in the way, the receiver wants to receive (Searles, 2015). The message sent by the managers should be very precise, clear and free of any jargon. Moreover, the communication channel should be short and very clear. 
Proper arrangement: More often than not, the office setting hinders the communication process and lessens the effectiveness of the communication. In my former firm, the office desk of the employees was separate and far from each other. This office setting is not conducive for informal communication that allows free flow of communication (Conrad, 2014). A closer or joint desk is very convenient for the employees to exchange ideas and information freely. On the other hand, formal, strict and rigid office atmosphere is not beneficial to open communication system. Therefore, the employers need to create and friendly and positive vibe in the workplace that will boost the confidence of the employees and this will increase their productivity. On the other hand, a central domain for all the employees will help the employees to get proper and timely information as they may miss their email updates. 
Feedback: Feedback is very important in the communication process as feedback helps the supervisors and the managers to understand, how well the employees understood the message. It is the final step of communication and employers need the feedback from the employees to gauge the effectiveness of the desired communication. As the receiver or the employees send the feedback, their communication ability, and other qualities matters. According to a communication model coined by Charles Egerton Osgood, the communication process runs in a circular way. He argued that the sender encodes the message and sends to the receiver and the receiver receives it and decodes it to get the insight of the message (Wrench, 2013). However, the communication process does not end here and the receiver again sends feedback and the process continues. Therefore, the managers need to make sure that, the employees have the 

Figure: Osgood-Schramm model
Source: Varner (2000)
necessary skills to provide feedback or they need to train. The employers need the employees’ feedback to ensure effective communication process in the workplace.
[bookmark: _Toc523266647]Conclusion
Workplace communication is a continues process of exchanging information in the organization. The employers send their information to the employees via different media and often various obstructions damages the information sent. Therefore, the employers need be careful about sending information and should send messages via proper channels. Moreover, small details such as body languages, postures, even a smile can drastically improve the overall communication process. Therefore, the employers need to cultivate these habits for effective communication in the workplace effective communication is the key to improved productivity, less conflict, and organizational success.
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