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[bookmark: _Toc501635908]Introduction:
According to the analysis conducted by Turner et al. (2010), workplace communication is an essential part of the business, as it allows the employers to operate their functions leading to gain productivity. By communicating up and down to the communication chain in an organization, the employer can experience high morale, productivity and commitment. With the help of effective communication carried out by the employers, the productivity of workers can be improved. In addition, the workplace communication also facilitates employers to provide high job satisfaction to their employees. Carrying out effective workplace communication facilitates the employers to reduce the absenteeism issues and turnover rates in the business. 
This particular report has discussed the effective communication of employers in order to manage the business. Different theoretical perspectives of the workplace communication have been used in the report relating to the real-life examples. The final section of the report has discussed how the workplace communication and the performance of employers can be improved effectively. 
[bookmark: _Toc501635909]Concept of workplace communication:
Keyton et al. (2013) have defined workplace communication as the process of exchanging verbal and non-verbal information within the workplace. For achieving the organizational objectives and goals, the employers must focus on the workplace communication. Workplace communication is very crucial for any business, as it increases the efficiency and productivity. In the modern era of business, cultural diversity is often followed in the organization. By employing workplace communication, the employers can improve such cultural gap residing among employees. It has been seen that the lack of workplace communication creates communication gaps between employees, which reduces the productivity of the business. 
The most important aspect of workplace communication is that the employer can convey their goals and objectives to the employees through effective communication. Maintaining open communication at the workplace always facilitate the employers in identifying employees’ issues faced during the work process. Moreover, the employees also involve them in the HRM decision-making process if the employer prefers open communication culture at the workplace (Zhang and Venkatesh 2013). Conducting effective communication with the clients plays a crucial role in developing the organization and obtaining success out of it. Due to the globalization, most employers try to manage the intercultural communication at the workplace in order to maintain the cultural diversity leading to generate numerous profitable outcomes. 
As per the analysis made by Harvey and Allard (2015), effective workplace communication is based on professional or interpersonal relationships, which are developed through active listening, and proper participation in the situation. Nowadays, a number of organizations focus on maintaining the workplace communication in order to manage the business operations effectively. For example, the management of Tesco, a supermarket giant in the UK, always promotes the workplace communication through the effective participation of leaders and managers. There are various methods of conducting effective communication at the workplace such as open meeting, emails, using presentation, face-to-face communication, training communication, non-verbal communication etc. 
[bookmark: _Toc501635910]Steps in workplace communication:
For conducting effective communication, the management of the organization needs to follow certain steps. The first step to the effective communication is ‘creation’. In this particular process, the message is created by the managers or leaders at the workplace. The sender of the message decides in this stage which platform to be used for the communication. If the medium is written then the clear and concise messages, need to be used, while the clear spoken message needs to be used in the oral communication (Wrench 2013). 
The transmission of the message is the next stage of effective communication. The employers need to transmit the message in a clear way so that the recipient can understand the message. The transmission of the message could be face-to-face interaction or written communication. If the employer needs to communicate with a large section of employees regarding any formal notice or employment legislation, then the written form of transmission is used. In order to get a quick response, the employer can use the face-to-face interaction with the employees. 
The third stage of effective communication is ‘reception’, wherein the recipient takes the responsibility to receive the message. The recipient can receive the message in any format, whether it may be oral communication or written format. The receiver needs to listen or read the message carefully. In the fourth stage of effective communication, the receiver must translate the message into understandable terms (Kapoor and Solomon 2011). In this stage, the recipient must turn the complex content into manageable and meaningful components. In the final stage of the effective communication, the recipient responds to the sent content to the sender of the message. The response can be verbal or non-verbal depending on the situation. If the employers use face-to-face interaction with the employees, then the response is made quickly. On the other hand, non-verbal communication may take time to get a response from the recipient. These stages of effective communication are followed by the employers in order to manage workplace communication. 
[bookmark: _Toc501635911]Theoretical perspectives on workplace communication:
S. F. Scudder proposed the communication theory in 1980 (Lutgen-Sandvik and Sypher 2010). According to the communication theory, all living existing in the universe communicate. However, the process and medium of communication can be different. The five theoretical frameworks of the communication theory include mechanistic, psychological, social, systematic and critical framework. The mechanistic framework says that the communication is the simple transmission of the information from one party to another. Psychological framework indicates that communication is the process of sharing feelings and thoughts of the sender to the recipient. The outcome of the interaction between receiver and sender is the concept of the social framework. The systematic framework discusses that the communication is communication is new and different message sharing the process. The critical viewpoint suggests that the power and authority of someone are expressed through communication. 
There are different theories of communication in organizations such as critical theory, information theory, post positive theory, and groupware theory. The organization must adopt the communication theory based on their structure and goals and objectives. Critical theory of communication assumes that the conflict is natural in an organization. Employees always tend to resist the departments and managers. The information theory identifies the process through which the information can be transmitted to the recipient with the fewer mistakes (Guffey and Loewy 2010). Adopting information theory would facilitate the employer in reducing the communication errors. The post-positive theory is used in such condition, wherein the order is considered as a natural condition of any organization. By using the post-positive theory, the employer can easily solve the conflict situation in the workplace.  The groupware theory suggests that the traditional communication may be changed with the advancement of technology. For conducting effective teamwork, it is important for the employer to use communication theory as per the objective of the organization. 
[bookmark: _Toc501635912]The significance of workplace communication:
The workplace communication is very effective for enhancing the productivity of employees. By carrying out an effective communication within the workplace, it becomes easier for the employer to communicate the goals and objectives of the business to the employees (Kupritz and Cowell 2011). In addition, with the help of effecting communication, the managers and leaders of the organization can provide adequate feedback to the employees about their performance in the work process. Consequently, it facilitates the employees in identifying the key areas of improvement. 
Another important outcome of the effective workplace communication is that it facilitates in enhancing employees’ job satisfaction. Research has shown that the effective group communication contributes to the company’s performance. It has been identified that the employees tend to be empowered while they are the part of the upward communication at the workplace. The upward communication allows employees to share their feedback and suggestions regarding the work process to the management and leaders. 
In recent time, most of the organizations have focused on the effective communication in order to reduce the employee turnover issue (Goutam 2013). Employees having the facility to communicate freely with their seniors tend to provide quality performance in the workplace. Effective workplace communication also facilitates the employers to experience low absenteeism and turnover issues. Managers can build a highly efficient team by using the effective communication. Workplace communication allows the management to work with the employees collaboratively in a harmonious manner. Using the effective communication also facilitates in increasing employee morale. When employees experience good communication coming from the managerial level, they tend to be motivated and dedicated towards their job role. 
[bookmark: _Toc501635913]Challenges of workplace communication:
Several barriers affect the workplace communication. Some of the common barriers to the workplace communication include physical barriers, language barriers, cultural barriers, emotional barriers and perception barriers. Physical barriers to the effective communication refer to the physical structure, construction and location of the workplace. If employees work in a remote location from the management, then the effective upward communication is affected. Due to the adverse impact of the globalization, the language barrier often becomes an issue to the effective communication. Employees with different native language face challenges to share their information with others, which affect the productivity of the business (Waldron and Kassing 2010). Employees of global organizations often face language barrier in communicating information to others. 
The globalization also is responsible for the cultural barriers affecting the effective workplace communication. Employees with different cultural background often face intricacies in carrying out an effective communication within the workplace. Sometimes, different emotional barriers including fear, inferiority, lack of self-confidence, and shyness can create difficulties for employees in effectively communicating at the workplace. Different perception of employees including values, attitudes and preferences can create various assumptions for employees (Guffey and Loewy 2012). Consequently, it can create the communication barrier at the workplace. 
[bookmark: _Toc501635914]Findings and recommendations:
From the theoretical perspectives of effective communication, it can be assessed that the employer must use a communication theory as per the organizational objective. For conducting the effective communications within the workplace, the employer can use the information theory. For solving the conflict situation at the workplace, the employer can implement the post-positive theory of communications. The employer must provide undivided attention to the employees’ concerns in order to maintain effective communication at the workplace. The management of the organization needs to conduct a frequent conversation with the employees so that the issues of employees can be identified effectively. For maintaining effective communication process at the workplace, it is important for the employer to listen to the incoming information of employees actively. The process of communication needs to be clear and understandable to the employees. For a leader in the organization, it is important to ensure that the communication effort inspires the team. 
The first step to maintain an effective communication at the workplace is to develop a communication strategy. The management of the organization needs to identify how to communicate with the employees regarding a particular concern. Creating a communication process is the second stage of developing effective communication. The third stage of effective communication is to multiply the message. The employer must over-communicate an important message to the employees so that they can effectively absorb the information. Different platforms can be used for transmitting a message such as email, newsletter, business website, intranet, staff meetings, social media, video conferencing etc. Depending on the demand of the situation, the manager needs to select the appropriate medium to convey the information to the employees. In the next stage, the employer needs to explain the importance of the message. They need to make employees understand why such messages have been transmitted to them. The final stage is to create a feedback process in the workplace. One-way communication does not work effectively. Therefore, creating feedback process can allow the employer to develop a two-way communication process at the workplace. Consequently, it facilitates the employer to receive the response of the recipients of employees in the organization. These processes should be followed by the employer in order to maintain effective communication at the workplace. 
[bookmark: _Toc501635915]Conclusion:
It can be concluded that the effective communication is imperative to maintain high productivity of the business. In this assignment, the importance of workplace communication has been analyzed. The workplace communication can be affected several barriers including physical barriers, language barrier, cultural, emotional and perception barriers. Based on the findings of the research, the researcher has provided some key recommendations for employers to improve workplace communication. The theoretical perspectives of communication have been considered when recommending different strategies to effective workplace communication. 
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