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Introduction

This report will be looking at problem solving tools and techniques to identify and propose solutions to work-based problem.  It will evaluate these problems and recommend possible solutions
 
Problem solving is the act of defining a problem, determining the course of the problem, identify, prioritizing and selecting alternatives for a solution and implementing a solution. (Quality Resources)
 
In the workplace there are several problems including:
a)      Interpersonal conflict
b)      Communication problems
c)      Gossip
d)      Harassment
e)      Discrimination
f)       Low motivation and job satisfaction
g)      Performance issues
To narrow down, this report will be focussing on workplace communication problems.  Communication is the imparting or exchanging of information by speaking, or writing, or using some other medium (Wikipedia). Communication can also be defined as sending or receiving information, such as telephones and computers (satellite communication)
Communication problems in the workplace can have a negative impact on morale, productivity and interdepartmental working relationships.  When left unchecked, ongoing communication problems can potentially cut into profits increase, decrease turnover and lead to mistakes that will negatively impact the company’s public image. It is therefore very important for effective communication to take place at work so that there is clarity and understanding of situations and events.  There are several tools of communication some of which this report will mention:- Mail, Email, Telephones, SMS/Text Messaging, Cell and Date plans, Videos and Web Conferencing, Social Networking Site, G-Suit and Microsoft 365/Office

As this report is focussing on communication as a problem in the workplace, it is vital to note there are many causes of communication problems and the main reason why communication becomes a problem in the workplace is when it fails or fails to reach it’s recipients on time and in the correct manner.  Communication failure is therefore a message that is unintentionally misleading, ineffective or offensive. 
 
Causes of Communication Failure

In this present workplace dominated by quick and fast technology a quick reply via text or email may cause details to be lost, overlooked or misunderstood.  For example, answering “Yes” to a series of questions in an email isn’t clear.  Likewise responding to “Ok” when asked if you can review a document doesn’t address the question of where the document resides, what kind of review is requested or when edit needs to be returned.
 
Another communication failure is Assuming Someone Else Has the Ball.  Another communication problem at work is when someone is assuming that someone else is handling things.  For example when you are part of a group brainstorming session, a group email or group project, there is always a potential to assume someone else has a task covered.  When this happens it is inevitable that information will drop which will lead to finger-pointing, blame game and missed deadlines.
 
Self-Edit- this is a good business technique in both verbal and written forms of communication.  Failure to consider what you are about to write or say can lead to breakdown in communication either because you are not fully articulating your thoughts or because you react without thinking which leads to hurt feelings and misunderstanding.
 
Being unprepared can also lead to communication failure in the workplace.  When you are unprepared, mistakes, misunderstanding and even misdirection of project or task can occur thereby giving misleading information in the communication flow.
 
Using the wrong communication tool can also cause communication failure in the workplace.  There are times when an email is appropriate and other times when phone call or in-person meeting is more suitable.  Misjudging the situation and picking the wrong tool can lead to a breakdown in communication and create confusion, misunderstanding and hurt feelings.
 
Also sometimes saying too much can cause breakdown in communication.  Sometimes we overshare when we speak before we think.  Other times we gossip and exchange in appropriate information.  Sometimes sloppiness results in oversharing or releasing personal or sensitive information.  For example accidentally hit reply to all or forward in an email conversation in which you and colleague are talking derogatory terms about a customer.
 
It important to note that there are several causes of communication problems in the workplace but this report has limited its findings on the ones listed above. Having discussed stated communication problems above, this report will now look at measures of resolving communication problems in the workplace.
 
Stoppler (2005) explains that communication in the workplace will always exist to some extent.  Therefore, managers and employees must find ways to resolve these conflicts.  There are several ways to resolve these workplace communication problems.  This report will be focussing on resolving the stated problems above.

Tools for solving the above discussed communication problems at work

In the case of emails or text messages, being lost or overlooked as the first communication problem stated above, it is best to make email requests clear and detailed and make responses complete and comprehensive.  For example, before you press send, make sure you ask yourself whether you have answered each and every question in full.

In order to prevent the assumption that someone else is handling things, there needs to be a point person to set and clarifies roles at the close of discussions or debate. A group email that clarifies who is doing what and when, streamlines group initiatives and encourages proper and good flow of communication.

It is always important to self-edit as not doing this has caused lots of communication problems at work.  Before sending any information check for contents, spelling, grammar and validity.  Check also that your tone to ensure the recipient can’t misconstrued your words.  If you are speaking in a heated environment, choose your words carefully before saying them.  In doing so your recipients would understand what is being said and possible communication problems would minimise.

As using the wrong communication tool would also increase communication problems in the workplace, it is vital to carefully choose the correct tool when conveying information.  For example if it is an exchange of sensitive information every day, then email will be preferable.  If it is to untangle a sticky situation rife, with misinformation, a phone call or skype session allows for a more effective back- and forth exchange.  If it is a delivering of a bad news or having a serious or contentious debate, a serious approach is the best choice of communication.  This will allow one to read body language, gauge temperament and make personal contact.

Sometimes in passing information to our recipients we tend to say too much than necessary thereby oversharing before we think.  It is good to emphasize the need for confidentiality in the workplace.  It is necessary to hold sensitive meetings behind closed doors and refrain from putting highly confidential or sensitive information in emails and also stop gossips.  

Communication in the workplace is no doubt an important element for organisations’ success.  Any time one party misunderstands 0r misc0nsstues the w0rds or actions of another, it has the potential to create conflict.  Poor communication is very frustrating in the workplace and can leads to poor performance, lack of teamwork, low morale and reduce profits.

Aside of the solutions discussed above, this report would also like to recommend the following tools to solve workplace communication problems:
The first concept that can be utilized is to be specific. Often misunderstandings and poor communication arise when there is a lack of specificity.   Therefore this report suggests that specificity must exist even when an employee is attempting to voice a complaint or pre-set negative feedback

Another way to resolve communication conflict involves listening.  This report suggest that when co-workers are having a disagreement they should confirm what the other person is saying; in doing this the situation can be diffused

The third tactic that can be used to involves depersonalizing the situation.  This involves taking the attention or blame off the other and placing emphasis on the problem.  In doing this those involved in the conflict have a better chance of communicating effectively and resolving the problem.

The fourth tactic involves moving to a secluded area.  This allows the workers involved in the communication conflict to resolve the conflict without the opinions of onlookers or instigators.



The final tactic this report recommend involves bringing a mediator in to help in the communication problem.  A mediator would be an unbiased third party that could aid the workers in talking the situation out.  It is however important to mention that a mediator would only be need in the most extreme cases of communication problems


It is essential for organisation to develop a smart communication to improve effectiveness of communications.  Without a thoughtful evaluation, there is no way of knowing if the plan is working or adjustments needed. Knowing the effect of your communication activities and fine-turning those areas that need improvement will help you reach the outcomes you seek, Evaluation can help organisation effectively engage with audience internally and externally.  It can also help organisation to identify and connect with audiences and ensure that messages are resonating with recipients.
Evaluation can also help through implementation find ways to gather feedback from and learn how recipients are responding to messages.  Throughout implementation, evaluation can help find ways to change – strategies and tactics may change as well in working to generate social change, unexpected events, opportunities and treats will be inevitable and may affect work.  Evaluation will help collect valuable information at these critical times so that a tactical and strategic adjustments can be made to minimise or solve communication problems.  Evaluation can also help you determine whether your changes are putting you back on the path to success or not.  Evaluation can also help to determine whether your communication investments could be redistributed more effectively or to achieve the desired result.

There are lot of benefits an organisation will have with a good communication skills in place 
Such as trust amongst employees resulting in increase in productivity.  If communication is poor staff will be demotivated and lost confidence in their organisation.  When employees have the chance to express their ideas openly they are more likely to present their ideas without fear of ridicule or retaliation, and innovation is highly dependent on this. Organisation that promotes effective communication is more likely to be innovative.  When strong communication line is develop, it will lead to growth both internally and externally.  When the executives are good communicator they will be able to manage their team well.  It will be much easier to delegate tasks or activities, manage conflicts, motivate and build good relationships 
Effective communication not only talks to people, but give them the opportunity to talk to each other.  Strong communication channels are therefore very essential. 

Conclusion 

This report has examined problem solving tools and techniques of workplace communication and propose solutions.  The report identified communication problems at work and has looked at the tools and techniques to identify and solve these problems.  The report has also given a recommendation of alternative ways of solving communication problems.  The report indicates that these if communication issues are serious they must be addressed by managers and employees alike.  Good communication skills are essential to longevity of an organisation and problems that arise involving these communication skills must be resolved quickly and effectively.  It is therefore event that effective communication in the workplace is an essential tool for increase in productivity and good relationship between employers and employees.
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