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[bookmark: _Toc16103312]Executive Summary


For the success of every organisation there must be communication appropriate to the workplace environment, this improves engagement and employee satisfaction. By encouraging positive workplace culture and improve productivity performance, using methods of communication specifically designed to optimise the functions of internal and external relations.
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The purpose of this report is to point out the importance of effective communication for continued success within organisations, the importance of two -way consultations, employee voice, and effective methods of communicating using trusted models. While giving recommendations and an action plan for improving performance and expansion of organisation in question.
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The definition of communication is ‘the act of transmitting information with ideas, emotions, and thoughts by using signals, signs, words and actions.
The Shannon and weavers’ model of communication was invented in 1948, this model was designed to develop the effective communication process. The model was first developed to improve technical communication, but later was applied to the field of communications.
This model deals with various functions, the sender of information, sends intended message via a chosen medium, like email, through an encoded transmitter, through a channel or medium where noise can be present, then decoded on reception before reaching intended destination, the receiver, who then sends feedback via the same channels. 
Noise refers to interference’s with signal waves, this can affect the flow of transmission or the content of the message, even network failure. Encoded refers to the message being converted into binary data, which travels through cable systems. Decoder refers to the message data being converted into words understandable to the receiver, if noise interferes with this process the communication will not be effective.
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Jenifer, R.D. and Raman, G.P., (2015) For communication to be effective we have to be able to understand what others are communicating to us, by understanding the language, hearing the message well, being able to see the messages meaning, understand words being used, while being able to use information given, and sometimes recall messages in there full context, without creating a misunderstood message, which can develop in to a costly mistake for an organisation. Understanding the culture of others and language aids in effective communication and productivity.
Employees must be able to hear the intended message, have good reading skills and memory to be able to recall information while understanding. Both manager and employees are obligated to communicate for the sake of the organisation, this builds rapport with employees to raise performance, minimise obstruction of goals and understand levels of expectation to meet requirements. (Femi, A. F, 2014).
Further- more for organisations to operate at optimal levels, culture and language of individuals must also be taken into consideration, for communication to be exact in context and meaning. For example, individuals that speak English as a first language are just as likely to misunderstand a poorly put together message as individuals whom English is a secondary language. Within organisations there must be communication relevant to the occasion.
 
[bookmark: _Toc16103316][bookmark: _Hlk15936644]Two-way communication 


This theory has been applied to organisational communication strategies, to develop ways to improve performance, Hall, A., (2016), It is important to be clear in communication within organisations, especially between managing director and employees on all levels, in this generation of new age workplace settings where employees disengage. Two-way communication between employees and managing director builds workplace relations, creating a positive productive environment. It is vital to any organisation that managers effectively motivate employees to better performance while giving equal rights that satisfy all employee’s needs. Regular consulting on workplace performance, and swot analysis will minimise future problems.
[bookmark: _Toc16103317]Consultations


Consultations are vital to every organisation for strategy planning and problem solving. There are various types of consulting, which aid in development in:
· business skills and knowledge. 
· Marketing strategies and techniques 
· Financial advice
· Human resources
· Risk and compliance
· Operation methods
These strategic methods are important for organisations to grow and operate more efficiently, as they allow businesses to see the scale of work needed to improve productivity and performance.
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Wilkinson, A., Dundon, T., Donaghey, J. and Freeman, R., (2014), study states the impact of employee voice on organisations improves performance on every level. Giving the employee a voice to communicate issues with improving performance, or a say in the organisations decisions gives the employee a sense of worth to the business, while employee engagement on such topics shows the level of commitment to the job. This also enables employee relations to develop creating an enjoyable working atmosphere.  
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Hirtle, C., (2016) employees that feel overworked are 31% more likely to consider looking for new employment than their colleagues who feel comfortable with their workload, to add to that employees who give their work culture low ratings are nearly 15% more likely to think about a new job than their counterparts. This is due to employees disengaging with the organisation, perceiving the workplace as a negative environment, supervising managers have a position to engage with employees bringing positive workplace culture.  
[bookmark: _Hlk15937340]Men, L.R., (2014) Strategic internal communication puts emphasis on leadership influences within organisations. Good leadership can positively influence the organisations internal communication, and employee relation satisfaction, which is linked to improved productivity. This structure uses information rich face to face channels to communicate with employees to inspire, empower, and give value to the employee, this strategy is most effective in employee relations.
Maduenyi, S., Oke, A.O., Fadeyi, O. and Ajagbe, A.M., (2015), states organisational structure facilitates proper working relationships among sub-units within the organisations, improves company efficiency, by providing clear structure to tasks divided among employees, which will increase productivity overall. Management should critically analyse effectiveness and efficiency of the organisation on a regular basis, by ensuring proper structures are put in place and implemented with set goals to reach for each individual employee.
CONTROL: refers to instruction such as conduct rules, being on time, employee manner, job description. These are formal guidelines that employees are expected to follow, an example of this would be that employees are to report job related grievances to their manager for direction in resolving the issue, Informed communication aids in controlling employee behaviour.   
 MOTIVATION: refers to the act of clarifying to employees what is to be done, how well they are performing, and what can be done to improve performance overall by giving incentives for good performance in forms of pensions, discounts and reward schemes. Employees set specific goals, work towards them and receive feedback from management.  
INFORMATION: refers to being well informed in your field of work understanding job expectations, while being able to communicate information well to have all employees on the same page. Every employee of an organisation has their job description duties to maintain which are interconnected to keep the business performing to an optimal level. 
[bookmark: _Hlk15942221]EMOTIONAL: refers to good service manner, good teamwork environments, understanding individuals while having a professional front with confidence. Having support within the work environment is important to create good work relationships, this is a fundamental mechanism where members share frustrations, feelings of satisfaction, this provides a release of emotional expression and fulfilment of social needs (Robbins, S.P., Stuart-Kotze,R., and Coulter, M 2000) cited on (Moodle 2019).
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Remland, M.S., (2016) body language is vital when it comes to others opinion of you. If we do not verbally communicate our state of mind, others will make their judgment based off our body language/ non-verbal communication. 
 65% to 93 % of all communication is made up of non-verbal cues. Verbal and non-verbal differ in that verbal is considered linguistic, vocal referring to the message being conveyed. Non-verbal is referred to the way the message is conveyed, tone, accent, pitch, so non-verbal communication is understood as the seeing and receiving of thoughts and feelings via non-verbal behaviour. 
Presentation of non-verbal communication or verbal communication displays meaning in different ways depending on the cultural or biological origins of the individuals, but study shows basic emotions such as happy, sad, angry, and disgust are recognised across all cultures.
Managers and employees should aim to improve non-verbal communication to promote good team-work relations and self-worth or commitment to the organisation, effectively improving productivity and performance overall, while addressing employee engagement and retention.


[bookmark: _Toc16103321]Conclusion and recommendations



The report concludes that employee relations within organisations is vital in employee retention, improved performance and productivity overall. Its recommended to Utilize the communication methods presented in this report as basic framework and structure to your resolve. By adhering to the recommended, aids and solutions, employee engagement will be minimised, allowing future development of the individual’s skills to better the organisation.

we recommend strategic internal communication, with this, employees and managing staff build positive workplace culture, while assigning each employee to work where they excel most. Further- more, regular swot analysis on employees will develop low level skills and abilities in their field of work, creating a more equal productivity level overall within the organisation, in- turn developing equality among employees.    
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· Managers are to implement methods of strategic internal communication and improve non-verbal behaviour. 

· implement the four basic functions of communication for control of the employees and organisation.


· Implement organisational structure to improve performance and productivity.


· Improve manager duties with emphasis on employee relations.

· Promote employee voice to improve employee satisfaction and individual performance with regular employee swot analysis.


· Set targets to aid in encouraging, motivating and inspiring employees within the workplace environment.

· Review progress on a regular basis for collection of performance data, to be analysed for future improvement on problem areas within the organisation.
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