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Introduction:
I will be looking at communication within the workplace and looking at different theories and applying it to workplace examples. I will also discuss my experience of communication within the workplace. Communication plays a fundamental role in all individuals’ daily life; all individuals interact with one another in some forms. Workplace communication is essential to attaining productivity, effective operation and good morale.


Theories:
Communication is a means of expressing ones ideas, information and messages to another individual, there are many methods of communication such as writing, speaking, letters and many more. There are also non-verbal methods of communications which can be displayed to another individual via one’s facial expression, body language or gestures. More recently individuals make use of technological communication which would be via emails, telephones, texts, and social media platforms. Communication is essential to an individual’s personal life as well as their work life; it plays a fundamental role in situations whereby people encounter one another. (Mallet-Hamer, 2005).

When in a working environment, individuals need each other in order to achieve their goals and objectives, and neither can be achieved where there is a lack of communication. Communication can be seen to act as a foundation that maintains human interactions. Via the use of communications, individuals are able to express their needs, ideas, desires and feelings. The more efficient the communication is then the more effective individuals would be at achieving their goals and objectives. 
(Alessandra & Hunsaker, 1993).

A study carried out by Beverly Mallet-Harmer (2005) examined communications within the workplace, Mallet-Harmer spoke to customer service representatives and based on the conversation with these individuals Harmer found that there seemed to be a lack of communication within the organisation. The representatives expressed that their supervisors were having meetings on a daily basis, however the information discussed within that meeting was not liaised back to them, and therefore they were likely to lack updates regarding any changes to policy or procedures. It was identified that where there are gaps in communication within a place of work it affects the ability to achieve goals. The representatives’ main role was to communicate and inform customers on the organisation behalf. Where changes in policy and/or procedures were not shared with the representatives it was likely that they were passing on incorrect information on to the customers. Further to this, it was stated that this may also lead to inconsistencies in regards to when representatives are handling telephone and written enquiries. 
(Mallet-Hamer, 2005).


In addition, there have also been studies that have stated the importance that email communications have within an organisation. They have also argued within this research that individuals and organisations as a whole are not as efficient when it comes to using this tool of communication within daily work routines. The research has shown that email as a tool of communication has been utilised in an efficient manner whereby training has been provided to the employees within the organisation. 
(Jackson & Culjak, 2006).

Furthermore, studies have shown that there has been an increasing interest for graduates to be skilled when it comes to oral communication. Oral communication could involve carrying out presentations, meetings, and group discussions. The study looked at business graduates and stated that in order to be success within their business careers it is essential that they attain effective oral communication skills. Van Horn (1995) reported on a survey of employees in New York, stating that oral communication was seen to be crucial to the workplace, however it is a skill that is lacked by graduates. 
(Crosling & Ward, 2002).

Personal experiences of communication within the workplace
Looking at these different theories and research that has been carried out within the workplace to determine the importance of communication between individuals when at work, goes to show that essentially productivity and efficiency lies in good communication. I have worked within many different work settings and one of the essential skills that were required to carry out the daily tasks was communication. 
Whilst working within a childcare setting I have on numerous occasions also had to utilise different methods of communications. I was required to communicate between colleagues, clients and the children that I was working with. In order to deliver effective communication, the type of communication being used must be appropriate to the individual on the receiving end, and the method of communication will also be dependent on the time and place. When working within the childcare setting, I have used verbal communication to relay messages to my colleagues in regards to new policies and new updates in regards to the clients or the children that were in our care. In order to keep the parents of the children updated in regards to the centres policies and procedures this was carried out via electronic communication which was email or text. These were also communicated verbally when there were encounters with the parents. The main factor that I am seeking to highlight here is that communication is essential to the workplace and there are different methods of using communication; however it is important to ensure that it is being utilised in an appropriate manner for it to prove itself effective and to have the best outcomes. 
I have also found from my experiences that in order to attain common goals at work, it is essential that we are able to communicate efficiently amongst ourselves. Where there is a lack of communication, mistakes can potentially be made, which then affects the goals being achieved. All workplaces require communication, regardless of the clientele. In regards to my workplace within the childcare setting, I was mainly working with the children. In this case, communication was also essential as it was a means to interact with the children, the children also made use of different types of communication, being verbal and non-verbal to express as Encarta (1998) had stated via facial expressions, body language and also speaking. As children that were too young to express themselves verbally made use of non-verbal methods. As Alessandra & Hunsaker (1993) had stated that communication is a form of expressing your ideas and thoughts to other individuals, this was a crucial factor within my role in this workplace. As we had to use different forms of communication in order to display and put forward our ideas and goals, which helped the company progress and increased productivity. 
In terms of my friends’ experience within the workplace, I have seen that there are numerous means of communicating between colleagues such as mobile, text, social media, email and fax. However, despite having these methods available to them, making use of these tools in an appropriate and efficient manner has been questionable. As there has always been a problem of communication which is the root cause of most problems such as when targets are not met, or a certain task is not complete, these issues usually arise from lack of communication between colleagues. Relating back to Mallet-Hamer’s study in 2005 where information was not delegated down to the representatives from the managers, this issue is primarily the reason why there is a lack of team work and why targets are also not being met, which in effect causes poor performance at work. 

How workplace communication and performance of employers can be improved

Based on the research that I have done and on my own real life experiences as well as my friends, I have seen a prevalence in communication usually being more when it is being passed down from employers. We have seen that there are numerous methods of communication, however the manner in which they are used proves its effectiveness. Therefore, in order for communication within the workplace to improve it needs to begin with management. The way to make use of the tools available to us is dependent on the situation and what is being communicated. With urgent matters, perhaps the use of an email being sent out to everyone and then ensuring that a call is made to staff members to ensure that they are aware of the urgent matter. This way the employer is making sure that their staff members are aware of any changes and this can then be applied to their daily work, preventing mistakes from being made and risk of not meeting targets. Within some workplaces a WhatsApp group may be deemed appropriate, as most people do usually check this app and this saves time, as everyone is notified within the group. However, the disadvantage with this may be that not everyone uses the app. There is also a need for the access to the internet in order to use the app, therefore sometimes staff may not receive the message. Verbal communication is used daily, therefore it should be used to the employers advantage by communicating new information to their staff face to face, that way they can ensure that the staff understand and if there are any queries this can be answered too.  There may be a need for training, as tools for communication has advanced very much and very fast, therefore there are some companies who have employees who struggle to make use of certain tools. Social media has become a huge tool for communication amongst individuals within the workplace, therefore the lack of ability to use such apps may hold this individual back. In addition to this, there are other tools such as the use of laptops, tablets and certain software’s, training staff up to be able to utilise these would benefit the company in the long run as they will be able communicate more efficiently which means that they will be up to date with information which consequentially benefits the employer and company.

I felt in my experience that the gaps in the communication could have been eliminated with more interactions with staff and colleagues. As Alessandra and Hunsaker had stated that communication is the foundation to human interaction, therefore, where staff and colleagues are interacting regularly it is important to make use of the communication tools and inform the individuals of information that is necessary for them to know. Based on personal experiences within a social context, we use many different forms of communication to inform and update each other about our personal lives and future plans, this is done in some cases flawlessly. However, there is still a deficit in getting this right at work. When there is an increase in communication amongst colleagues and staff, rapport is also built which consequentially would increase work morale. 

Conclusion:
I have looked at different theories and studies, and written about my personal experiences and based on these I have suggested possible improvements that can be made to workplace communication and employers performances. There are many ways that good communication within the workplace can benefit performance in the workplace and work to the employers advantage, however it is difficult to maintain good communication amongst staff and colleagues. There are many methods to communication and the key to effective communication is using the tools available to the organisation in an appropriate manner.
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