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Introduction
Communication is an important tool that is used in the organisation. No company can survive without communication. It’s the blood stream of all organisations. Employees at the work place always carry out their duties through communication for example in the process of who reports to who to disseminate information from top to bottom and vice versa. Employees carry out various kinds of communication like they speak to each other, write, email, talk or do sigh language all to enhance the achievement of the company goals and objectives. Communication is very vital in the organisation because it helps to solve the queries of employees, improves and maintains the work environment, increases trust, motivates employees, increases employee commitment and participation, job security and adds to feedback which enriches the organisational ideas and knowledge and hence improving the health of an organisation.  

Definitions
Communication is the process of transferring information from one person to another through many means for example by writing, reading , speaking and sign language.
Communication is the activity of sharing thoughts, feelings and ideas with others (Ojomo 2004). But as far as this work is concerned we are more interested in organisational communication.
Organisational communication is the exercise of employees collecting pertinent information about their company and the different reforms taking place within it Zareen Hussain  ).
Employees are people who work for an organisation or company for salaries or wages.
An employee is a person is a person who works for another person or company under a contract whether written or oral and has recognized duties and responsibilities (www.businessdictionary.com).
How communication flows in the organisation structure (www.google.co.uk).
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An organisational structure is the arrangement of the organizational tasks and duties in a hierarchical way to achieve the company objectives and goals. Its normally arranged in order from top to bottom. There is no definite organisational structure format for all companies but the organisational structures differ depending on the size of the business or company. Big companies normally have a bigger hierarchy than the small ones. Organisational communication flows within this hierarchy to achieve the organisational objectives.  The organisational managers make policies and procedures which they communicate to their subordinates for the purpose of achieving the organizational goals and objectives. In the diagram above,
How information and communication flows from top to bottom in an organisation (organisational structure diagram 1).
 The production manager is the one on top designs the manufacturing process in order to run efficiently and effectively. The production manager plans and organise the production process in a company and gives the procedure to the factory manager who is dealing with the factory where the products are practically manufactured. 
The factory manager will make sure that the policies and procedures of production and manufacturing are followed in the factory in the process of production of goods. The factory manager will also communicate to his subordinates these procedures and policies obtained from the production manager and makes sure they are followed in the production and manufacturing process.
Foremen are people who take up the first supervisory tier but they are below managers. They obtain orders, policies, rules and regulations of the production process from the factory manager which they disseminate to the works in order to achieve the organisational goals. All this is communication.
Workers are the people who deal directly with the production of goods in the factory. They are the ones who practically manufacture the goods and their labour is very important. The workers receive the policies, instructions and rules from the foremen.











Types of communication
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There mainly three types of communication used at the work place or organisation
Verbal communication is a form of communication which is done orally. It mainly involves listening and speaking to understand the meaning. Normally at the work place or in the organisations, employees communicate by speaking or by listening. Sometimes managers give instructions, policies, rules and regulations through this type of communication. Many researchers emphasise that it’s good to be a good listener. When i listen to news and radios, i see that professional people listen more than talking and they don’t interfere with another person’s talk. At my place of work normally my manager doesn’t want me or other workers to speak while he is talking. This has also been testified by my friends or colleges at my place of work and those working in other places but however other colleges said that their managers involves them in formal and informal discussions and they participate in decision making. This type of communication is normally done in company meetings, brainstorms and one on one meeting in the company by the company employees. 
Written communication is the type of communication which involves reading and writing. The person must write or read the information carefully intended to be communicated. At most work place, employees communicate through this type of communication. Normally managers can inform their subordinates about the company policies through writing and their subordinates reply back and vice versa. This type of communication is normally done in a formal way and formally to address the issue.
Non verbal communications which involves observing the person and understand what he means. It involves more of body language. These types of communication are also used at the work place or in organisations and employees observe the body language. This involves signals like eye contact, facial expressions, emotions, distance, tone of the voice, sounds and so on. Organisational employees use this form of communication to convey information within themselves. I asked my friends about how they use this type of communication at the workplace and how efficient and effective it is to convey information and some said that its effective but others said that in some cases it leads to misinterpretation of the signal or even not understanding the signal at all. But most of them said that this type of communication is normally used between employees of the same peer or working together and at the same time they are friends. Example some of my colleges gave me an example then if their manager or supervisor calls them as a team or a group of two to ask them about something, one of them might just do a sign may be by nodding the head to imply yes or no and they will all give the same answer. 
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Communication is very vital for the implementation of the organisational change (Difonzo and Bordia 1998, david Conrad 2015).
The main aim of organisational or company communication is to inform the employees or workers about their duties, roles, responsibilities and company policies issued by the company or organisation (De Ridder 2003; Francis 1989).
Objectives of employee communication
1. To solve the misunderstandings and queries of employees
Communication should at all times embark on the management and motivation of the workers (Dophin 2005, David Conrad 2015).
At any place of work or organisation, employees develop conflicts or misunderstandings on certain issues. Sometimes these queries or conflicts develop due to rumours, language problem, misinterpretation, a feeling of racism or the feeling of over tasked during the process of caring out company duties. Some of my friends said that because of the European Union and the many people from all over the world with different culture, language and lifestyle has lead to some confusion in some cases at the work place. For example the manager is from a different country with a different English accent and he wants to communicate to an employee with also a different accent and understanding of English. In some of those cases the two may leave without understanding each other or misunderstanding one another. This may affect the performance of certain organisational tasks. Sometimes when there are conflicts between employees, the employees affected may refuse to work, resign or even reduce their efficiency in the process of caring out their tasks.
When all those conflicts or misunderstands develop among employees, its important to resolve them through communication. Sometimes this is done through meetings, talking about them one on one, sending an email or a written document to show the dissatisfaction or satisfaction, sign language and then resolve the problem. 
2. To create organisational community spirit.
Communication creates the work environment and spirit that suits within that particular organisational requirement (De Ridder 2003, Postmes 2001, David Conrad 2015). In each organisation there is a certain environment that needs to be maintained. Example in some companies where the employees  deal directly  with the customers example restaurants, boutiques, cosmetic shops etc have a different work environment than the organisations which don’t deal directly with the customers or final consumers like factories. Communication is one of the main tools to maintain the environment needed for example a restaurant is supposed or expected to be clean at all times. The duties and responsibilities are outlined for each employer or even on some cases the manager or workers can request the person responsile for that particular task to perform it when need arises example manager telling the cleaner to clean again. Some times even when maybe employers are gossiping and the work environment doesn’t need too much talking, then they can advise each other to stop talking and focus on work hence maintaining a good company environment required through communication. Hence communication creates high employee commitment and generates trust of workers and management (Elving 2005, David Conrard 2015).
3. Motivates employees
Motivation is that push or energy that makes workers behave in a certain specific that drives sustainability in the process of achieving organisational goals (Kroth 2007,David Conrard 2015). Employees can be motivated verbally or non verbally for example by praising a worker who has done well a certain task, giving them bonus, certificates , body language like a thumbs up and these will motivate the employees. This is all done through communication and will increase satisfaction and leads to increased performance. On the other hand communication can also de motivate employees or make encourage them to pull up their socks or improve in their performance. Example when they are not praised and always looked on down.
4. Employee commitment
Researchers have proved that commitment is linked to the workers voice and arguments which involve freedom of speech and the ability to argue issues concerning these concerns (gorden and infanate 1991, David Conrard 2015). Communication should be well managed to prevent confusion through clear, accurate and honest messages by using various media with high average and impact (Abraham 1999, David C onrad 2015).
5. Employee participation
Communication improves employee participation by directly involving them in decision making. In some organisations, for example when they conduct an organisational meeting, they involve employees and they participate in the persuasion and giving argumentative points on some concepts. So since they are involved in making the company policies and decisions about some important decisions in the work place example through brain storming about the introduction of a new product or service that might increase sales hence company profits, they work withal their energy in the achievement of the company goals and objectives.
6. Job security
Communication increases employee job security because the employees are directly involved in all aspects of the organisation and have all the information about the company, also have good relationship within themselves example managers having a good relationship with his subordinates. This will boost the confidence of the employees in the organisation and work for it for a long time which is beneficial for both the company and the employees.  Job security will also increase employee job satisfaction and hence boost performance.
7 .Adds feedback
Communication increases feed back as it involves response from and between employees. Through discussions, writings, listening and non verbal communication. In communication the sender of the message expects a reply and this is feedback which can help in many ways like in the manufacturing process, production and distribution al tasks that are carried out in an organisation. All these may boost the performance of an organisation.
Conclusion
In conclusion the performance of communication at the work place between employees differs among different individuals. Some people understand first what is communicated to them while others take some time to understand. Some people interpret the information conveyed to them in the right way while others misunderstand or misinterpreted it nut however every person at the work place endeavours to understand and interpret whatever is communicated to him in the rightful way. Language barriers and the diversity of cultures among the employees lead to some times misinterpretation of the information. However some employees have tried to improve their communication skills by learning English intensively which improves communication at the work place in this country.

References
· David Conrad 2014, work place communication problems; inquiries by employees and applicable solutions. Journal of business studies quarterly 2014, vol 5, number 4.
· [bookmark: _GoBack]Zareen Hussain, department of business administration. Aligan Muslim University, aligan India.
· Wael M, El Nabawy Saley 2015, the optimum relationship between managers and employees. International journal of business and social science vol 6, no 8.
· The secret of effective communication 2016 www.forbes.com.
· Kathy Lang 2015, effective communication: not as easy as it seems. www.educause.edu. www.google.com
· Koprowska, j, 2010 communication and interpersonal skills in social work, 3rd safe.
· Lecturer DR Rexon Nting.
· Ian Marcouse, El, 2008 business studies for A level 3rd edition printed in Italy for Hodder education pages 507-621.

image1.jpeg
=

Functional Organisation Structure

Production Manager

Factory Manager

Foreman IT

Foreman I





image2.jpeg
Verbal

!

Communication

Language

Sounds

signals
* Volume &Tone
o syntax

o Diction

o Emphasis

o Distance

o Pronunciation
o Context

o Inflection

« Interpretation

Non-Verbal
Signals !
g Gestures
« Facial Expressions
#.bostite le—| Body Language
« Aura/Vibe
« Emotion
« Context Sign Language
« Interpretation
« EyeContact Signals

Written





