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“If all my possessions were taken from me with one exception, I would hope to keep my power of communication-for by it, I would regain all the rest.” Woody Allen
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Introduction

Communication is one of the vital means for people to survive, is share their ideas, information, opinions and feelings. People sharing ideas, information, opinions and feelings may contribute to the operations of teams and the work of individuals.
Communication is a two-way activity between two or more people. There are various modes of communication, some of which are used more commonly in some workplaces than others.
Transfer of information and knowledge from source to receiver.
It is the process by which the sender/ source reaches the receiver/ destination with thoughts, ideas, feelings, facts & values.
Successful communication is said to be accomplished when the receiver not only receives the message but also accept, interpret and use it in the manner intended by the source.
Communication brings common understanding and without this common understanding, communication can create a havoc and people may become directionless.
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The biggest problem in business communication today is what seemingly is an obvious thing but yet incredibly difficult, which is the common sense has gone out of the window and where is technology brilliant, as it is has its place, it seemed to be taking over like an octopus at human relationships, technology should be supporting human relationships, the bottom line is that people do business with people they know like and trust they do not do business with machines, and so technology has to be part of an integral mix supporting that human relationship in business, I think that's one of the greatest challenges that businesses face large and small, they have simply got to get people back at the heart of their strategy.
I think one of the other things that we need to understand in a modern business climate is channels, communication channels are also there to fundamentally support the audience and the message, they are not channels for their own sake. So frankly I think in business communication is the whole mix of internal communications and external communications, this is the lobbying I think needs to be brought together to look at what the audience actually needs first, and for those channels to then supported .I think this is a really big challenge for businesses.
The other thing, of course, I think we are all up for this, we have all seen this something as simple as emails really helpful, but not helpful to human relationships if you are sitting next to a person you do not talk to them and you are emailing them. We need to abandon this practise and we need to start talking to people that we sit next to people across us emails are not the best way.
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Figure # 1
Businesses losing money due to ineffective communication and collaboration.
Businesses lose an average of £11,000 per employee every year due to ineffective communications and collaboration.
A survey commissioned by Mitel has today revealed the bottom-line impact of subpar communication and collaboration capabilities, which is costing businesses millions in lost productivity.
This is first in a series of reports examining the cost of inadequate enterprise communications and collaboration capabilities. The independent survey, conducted by Webtorials, analysed the ways people interact both inside and outside an organisation.
Responses from participants across North America and Europe uncovered preferred methods and tools for communicating, as well as the yearly impact of losses in productivity costing £11,000 on average, per employee.
Employees spend most of their communications time reading and replying to email. This suggests email remains the default tool despite the fact new enterprise applications that combine collaboration, chat, video and voice in a consistent workflow are becoming more prevalent.
Lack of interoperability across platforms continues to make email the “go to” mode of communications, even as it is being stretched beyond its initial purpose.
‘This study underscores the alarming cost of poor communications and collaboration, and how companies of all sizes are artificially constrained by the very tools that were intended to improve their ability to be productive’.
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There are many different kinds of problems that you can find when you are trying to let the staff or a particular group know who you are or what you are doing. Some problems have to do with your presentation of your message, and others are dependent on other people perceptions of what you are doing and what you stand for.
Because these issues are different, they call for different kinds of resolutions. In this section, we look at some of the problems you might face in trying to let the community know about you. Later we offer some ways to deal with them.
·  Your message is not reaching your target population or staff. For some reason, the people you are trying to reach are not hearing about you and what you have to tell them.
· People do not understand or misunderstand your message. Either folks have no idea what you are trying to say, or - worse - they think you are saying something other than what you think you are saying. This could include members of the target population not understanding that your message is meant for them, or it could lead to the next problem if they misunderstand in a particular way.
· People take issue or disagree with your message or find it offensive in some way. The differences between you might be political or philosophical, or you might have used some language that people believe is offensive or threatening. In any case, you now have antagonists out there who are upset with you.


Analysis

At this point, we have to analyse the internal communications and external communications and find the right channel for to reach our targets.
At the present all the communication is done through the emails, blogs and post. Everything is done in the complete absence of human presence.
The communication face to face can find out if employees have received and understood key messages you want to deliver, and/or if the channels you are using are effective at delivering those key messages. The results can help you modify and focus future communications, while also reinforce to employees that you care enough to listen – and take action on their feedback. 
  [image: how-to-fix-poor-communication-in-the-workplace]







Conclusion and recommendation

As soon as possible the organization must develop a communication plan can help focus your message and reach your target audience or staff. A plan can also influence the efficiency and simplicity of your communication methods. This section looks at what a communication plan entails, how and when to create one, and how to use a communication plan to raise awareness about your issue or project.
Developing a plan for communication we must consider some process:
· IDENTIFY THE POURPOSE What you might want to say depends on what you are trying to accomplish with your communication strategy.
· IDENTIFY THE AUDIENCE Who are you trying to reach? Knowing who your audience is makes it possible to plan your communication logically.  You will need different messages for different groups, and you will need different channels and methods to reach each of those groups. There are many different ways to think about your audience and the ways they could best be contacted.
· THE MESSAGE when creating the message, consider content, mood, language, design and channels of communication.

 
Communication can take many forms of channels that could be efficient, including:
· Word of mouth
· Arranging a press conference
· Create interactive Website
· Develop a creative promotion in public areas
· News stories in both print and broadcast media
· Press releases and press conferences
· Prepare public service announcement 
· Outreach and presentations to other health and community service providers and to community groups and organizations
· Special events and open houses that your organization holds
Another tip for a natural communication
· 1. Establish and maintain eye contact
· Eye contact plays a crucial role in communication. Looking at another person is a way of getting feedback on particular point. It is also used as a synchronizing signal. People tend to look up at the end of their sentences, looking for feedback and giving their partner a chance to take over the conversation. There is often eye contact during attempted interruptions, laughing, and when answering short questions. We also look up at the end of grammatical breaks. Hitchhikers, salespeople, charity-tin shakers, and other maximize eye contact to increase attention.
· A lack of eye contact, on the other hand, signals embarrassment (we look away to break the conversation), punishment of bad behavior or a lack of fluidity in our thought process. People look at each other 75% of the time when talking but only 40% of the time when listening. One looks to get, and keep, the attention of others. The socially dominant, the bright, and the extroverts look more when speaking than the socially awkward. These are just a few examples, but there is a whole lot of literature out there on the importance of eye contact and it is meaning [1].
· 2. Try to send a clear message
· There is a huge difference between just saying something, And saying something with intention. Say words which are meaningful and will drive the point home. Keep the goal in mind - whether you are in a job interview, business meeting or having a conversation with your partner. When you know where you’re going with your words, it is much more likely that your message will come across crystal clear.
· 3. Be receptive to what others say
· Many of us go into conversations with a clear agenda of what we want. While it is good to start speaking and listening with a clear goal, remember to be flexible. If they don’t say exactly what you’re expecting to hear - adapt. While they’re speaking; nod, smile or make affirmative verbal noises (mmhmm, yes, I agree). It helps to be an active listener, and to not tune out when the conversation isn't going your way. Even trying to understand what the other is trying to say or what they feel - no matter if your interpretation is correct - is enough to increase partner satisfaction [2].
· 4. Wait for the other person to finish
· We all know someone who likes to talk without listening; who seems to think that what they have to say is as fascinating to everyone else around them; who doesn’t seem to understand that listening is an important part of communicating and connecting with others.
· The best communicators know that there is a kind of give and take between talking and listening a sharing of who is speaker and who is listener based on mutual respect and caring about each feelings. Some people talk about themselves because they genuinely think they are more interesting than anyone else they know. But many people are overwhelmed by their own feelings and push them away. Either way, monologs send the wrong message to your listener, while a two-way conversation brings people closer.
Never underestimate the power of good communication. Often, people in management or with power - a politician, doctor, or a strict mother - are excellent communicators. Listen to your speaking partner, give them signals that you are engaged, and speak with a clear message. You will see the difference.





Do not forge to be a human
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