 EFFECTIVE COMMUNICATION IN THE WORKPLACE
Communication is one of the most important driving force in the workplace. Without an effective communication model in place, any workplace would find it very hard to thrive in the business world. Effective workplace communication indicates an organization's high-performance culture, as it is pertinent to the organization's success and progress in the business sphere, it defines organizational goals and helps coworkers collaborate effectively. Effective communication in the workplace is an utmost key to achieving all business goals, as it provides the avenue for employees to contribute their own piece, thereby giving them a high sense of responsibility, as they sense that their inputs are highly valued within the organization.

Workplace communication involves the exchange of ideas, expressions, thoughts and information within the working environment, this exchange might be internally (within employers and employees) or externally (between workers and clients of the organization) (Alessandra, T & Hunsaker, P. (1993). Effective communication is not limited to transmitting and receiving a message alone, designing and maintaining a positive work space is what translates to an effective workplace communication. The importance of communication in the workplace cannot be overemphasized. This includes and not limited to the following:

· Communication in the workplace avoids confusion through the provision of clearly stated instructions.

·  It defines the purpose of the workplace, its departments and stakeholders through vision and mission statement, job description, delegated tasks and assignments, etcetera.

· It builds a positive company culture through the clearly stated company goals, policies and so on.

· Effective workplace communication creates good interpersonal relationship amongst employees and other stakeholders of the company.

· It also gives room for transparency and accountability.

The importance of a healthy internal communication within an organization cannot be overemphasized, however, it's not a process that is achievable without relentless effort from both the employers and the employees. To build a reliable and productive company culture, great effort, time and contribution towards moulding a strong internal communication structure is required, the positive result of these is the organization's rapid growth in the business world (Collins, J.C. and Jim, C. (2001)). With a better internal communication model in check, employees get to understand company's policies better, and they also get to understand their job descriptions and the things required of them to move the company forward. Also, with great internal communication practices within the organization, employers get to understand what is required of them to improve employees' morale towards a greater productivity. However, the relevance of an effective external communication to organizational growth cannot be underemphasized. It is important that companies communicate with their clients regularly, so as to discover their SWOT (Strength, Weakness, Opportunities, Threats), communicating effectively would build in their clients a sense of commitment towards them (Cheney, G. (2011)).
Globally, companies have awoken to the relevance of effective internal and external communication practices within the workplace to the relative growth and development of their business, this is why these organizations strive so hard to put in place reliable communication models within their workspaces tailored to suit their corporate goals and beliefs. To succeed as an employer, manager, stakeholder or manager, great communication skills and insights are required, and these has to be displayed effectively in the aspects of; feedback providing, monthly meetings, yearly performance reviews, team building activities among others as regards teamwork and team building (Belbin, R.M. (2010)). Research has also revealed that employers prioritises communication skills over other administrative skills when hiring employees for their organization, they expect new hires into the system to excel all round in the aspects of public speaking, listening, verbal communication and nonverbal communication(Blanchard, K.H., Hersey, P. and Johnson, D.E. (2000)). This is so because, even though each employee has a job description specific to him/her alone, employees of the organization are still required to work together effectively as a team towards achieving the companies goals and objectives, doing this requires effective workplace communication models in check (Adair, J.E. (2009)). 

 Taking my workplace for an instance, we have a strategic communication plan that guides our day-to-day activities. At the beginning of work each day, we have a strategic meeting where all workers are expected to review their activities from the day before, table their challenges and possible suggestions. The members of the management board, in turn, review all reports from workers and try to pass on new information, as well as providing them enough motivation to carry on with their activities for the day. Afterward, each head of a unit conducts a review session with members of their respective units, to map out strategies through which they can achieve their given target. During this session, no one is left out, everyone communicates actively without hindrance to delivering effectively. Work for the day begins in earnest after this session, after being refreshed at various sessions of meeting; workers have enough provisions to work effectively towards achieving their set goals. My workplace makes available suggestion boxes at strategic positions within the environment, where anyone can anonymously share their views, thereby contributing to the effectiveness of the organization. Electronically, we attend to customers through the use of electronic mails and phone calls. Customers who would also like to visit our workplace to gather information are also well attended to through our customer service representatives. 
 Some of the communication strategies we adopt at my place of work are as follows:
· Regular Discussion Sessions: daily, meetings are been held from time-to-time to ensure proper running of the system. Holding these sessions make communication within our place of work more efficient, as workers are free to communicate their challenges and as well get appraisals from their superiors or unit leaders.
· Direct Communication: this exists between workers and superiors and as well as between employees and clients of the organization. This provides an avenue for each party to have a one on one discussion with the other. Individuals tend to discuss more freely in this situation, thereby providing room for customer/employee satisfaction.
· Electronic Mails: the use of e-mails as a means of communication has gained more ground within workplaces over the years. Many times, employers prefer to communicate an urgent situation to their employees via e-mails as this would make the message disseminate faster. E-mails are also used when a message is to be communicated to the public by having to hold a one-on-one conversation. Summarily the importance of electronic mails as a means of communication within the workplace cannot be underestimated. 
· Training: from time to time, the members of the management board tend to organize training sessions for employees, as this would help them develop more on their skills and as well as work on their weaknesses. Employers find this as a more viable way of communicating employees’ weaknesses to them rather than reeling it out directly in a way that would affect workers’ esteem.
· Presentations: regularly, members of each unit within the organization are required to make a presentation of whatever activities they carried out within a particular time, and how it has contributed to the growth of the organization. During presentations, each unit is required to state their goals, their strategies, challenges and whatever they have achieved.
· Non-verbal Communication: this is often used when workers are in the middle of serious work. This involves the use of polite gestures, facial expressions, body language as a means of communicating within the workplace. This form of communication requires the sender to pass the message in a way that would be easier for the recipient of the message to decode.
· Feedbacks: feedbacks are often used to assess the receipt of a message. To judge if one has truly communicated or not. Everyone within our workplace is encouraged to give feedback as this would be used in evaluating the dissemination of information. Feedbacks are used to assess if the receiver of a message was able to effectively decode the message or not.
The following are the tools we use within our workplace as a means of communication: facial expressions, computer systems, gestures, visual displays, use of information boards, body language, among others. Generally, employees are encouraged to communicate in a simpler manner that would be easier to understand, to create a receptive environment while communicating, to show confidence while communicating, to provide a listening ear to whoever is communicating, to be articulate and most importantly to be courteous while communicating (Keyton, J. (2010)). These golden rules have guided communication within my workplace for years and have yielded productive responses.
However, communication models within the workplace is expected to improve from time to time, putting this in regular check is a gain step towards achieving a committed and productive workforce. This act distinguishes a good manager from a great one (Alvesson, M., Willmott, H., Alvesson, P.M. and Willmott, P.H. (1996)). I would like to suggest the introduction of the Berlo's model of communication to improve the communication practices within my workplace. David Berlo determined to elaborate upon the Shannon-Weaver model in 1960, wanting to understand how communication between two people can be improved, he achieved his quest through the publication of Berlo's model of communication. Berlo did not only add a feedback culture to his model, he also provided a means of simplifying complex communication process between humans through the introduction of a multicultural interactive means of communication, allowing speakers and receivers from different cultural background communicate at ease.

Berlo's model operates based on the SMCR model, where;

S - signifies Source

M - signifies Message

C - signifies Channel
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R - signifies Receiver.

· Berlo's Model of Communication
S-Source: the source of the message/information is considered to be the sender, this is the main player in the game of communication, the sender is expected to transmit the message so well, ensuring that the receiver is able to receive and decode the message easily. The sender of a message is expected to possess excellent communication skills, knowledge of social systems and culture and the right attitude. The sender's communication skills would help him relate his message in a way that would have the appropriate impact on the receiver of the message. The attitude of the speaker has to do majorly with his nonverbal expressions, his body language, gestures and language among others, having the right attitude would communicate the right signal to the receiver of the message. Lastly the sender is expected to have accurate knowledge of the social system and culture of the receiver of his/her message, thus would enable him/her to tailor the message to suit the receiver's cultural background.

M-Message: the process through which the source of a message translates his thoughts and ideas into meaningful words is referred to as Encoding. Encoding a message involves the following elements; 

· Content of the message; which must be simplified and concise enough to enable the receiver decode the message at ease, 

· Element; this includes Hand movements, gestures, postures, facial expressions, body movements, among others which all contribute to the easy receipt of the message been passed across. These expressions provide more meaning to the message and as well as help in stimulating the receiver's interest. 

· Message Structure; the message has to be structured in an orderly manner, this would further make the message appealing to the receiver, and would in turn influence the receipts response to the message. Most importantly, the message needs to be coded appropriately tailored to suit the type and kind of receipt of the message, this would ease decoding the message once it gets to the receiver.

C-Channel: this has to do with the means of message transmission, the agents of transmitting the message from the source down to the receiver. Channel includes the five human senses, physical tools or software’s. Channel of transmission has to be carefully selected to suit the purpose the message is meant to serve, and as well has to make decoding easier for the receiver.

R-Receiver: this is the receipt of the encoded message. It is expected that the receiver is able to decode, understand and respond appropriately. It is expecting that the receiver suits whatever picture the source of the message has painted of him/her, because it is only then that there would be smooth line of communication, this implies that; the message was encoded, transmitted and finally the receiver is able to decode it and sends a feedback appropriately.

Conclusively, implementing Berlo's model of communication at my workplace would steadily improve communication at the workplace and consequently boost the growth and success of the establishment.
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