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[bookmark: _Toc502321353]Introduction
Communication is considered as an integral part of workplace in organization. Communication share information, let access of information, keeps updates employees and decision units of organization. And this study is about practical experience of communication in the workplace. In this study the author defined formally what is communication and shown the basic components of communication whether it is for formal or informal purpose. The author described different communication model including transactional, interactive and linear communication models. Then the author gave a number of factors that have to be considered by the employer in the communication and to make it effective. At last the author said about how workplace communication and performance can be improved.












	
Organization is the gathering of people from different level (Reed, 2010). Employer, management, executives, employees of higher and lower level is frontline employees and so on. For organizational purposes these parties need to communicate and coordinate different issues to reach the goals defined. Communication spreads information, let access to information, keep updates all the parties in and out of organization and helps to design decision and statement regular basis (Reed, 2010).
Without communication activities like correlation, coordination, team-working, proper bonding, mutual respect and sharing are not possible within an organization. It is heart of daily activities within an organization. 
[bookmark: _Toc502321354]What is communication?
Formally communication can be defined as the exchange of information, feelings, opinions by speaking and writing or using any other medium (Hwang, 2011). Communication also means sending and receiving information using verbal and non-verbal medium. Communication is not possible with only one single party rather communication need to have at least two parties. One party is sender and another is the receiver of the delivered speech, feelings, opinions or necessary information.


[bookmark: _Toc502321355]Basic Components of Organization Communication
A formal communication has number of integral part attached with it. These are called literally components of communications. So here these are:
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Figure: Organization Communication
Source: (Coombs, 2014)
Context
Simply context can be subject of communication (Coombs, 2014). Say for example, it can be for business purposes. So here business related activities can be shared. Or subject can be the personal issues. In workplace supervisor may provide any instruction to its subordinates about the give task.
Sender
Here sender is the person who wants to share something to the receiver. Sender is the source of information, feelings or opinion that will be communicated (Coombs, 2014). Say for example, in workplace if manager provide any direction to the team-member, here manager is the sender.
Message
Message contains the information that sender wants to communicate or share (Nakano et al, 2012). Message can be verbal or non-verbal. It can be writing message, voice message or any other information. Message should be concrete, precise, to the point and easy to understand by the receiver.




Medium
Medium is the bearer or carrier of the message (Nakano et al, 2012). Medium carries the information and reach the destination point. Medium can be electronic media, off-line media and so on. Say for example, in workplace manager generally use direct conversation to instruct the subordinate employees or can mail for more formal communication.
Receiver
Receiver is the device or person to whom the information is sent (Kumar, 2010).In workplace subordinates employees can be receiver of message or sometimes higher executive can be receiver of complaints, problems face by the employees.
Feedback 
Feedback comes from receiver. Receiver’s opinions, feelings, information about the received message are feedback (Kumar, 2010). Say for example, if sales manager set target and inform sales person and then sales person face problem he/she can send feedback and communicate again.

[bookmark: _Toc502321356]Models of Communication
In practical work field/place there are a number of model that exists. These models are used by employer to communicate with their employees or subordinates. Most used some models are discussed below:
· Linear Communication Model
· Interactional Model of Communication
· Transactional Model of Communication
Linear Communication Model
In linear communication model, communication is considered as the one way process where receiver exist but cannot provide any feedback (Rawa, 2013). It usually use for mass communication. Say for example, Radio and Television are medium of such model.
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Figure: Linear Communication Model
Source: (Rawa, 2013)










Interactional Model of Communication
This model also named as interactive or interaction model of communication where sender and receiver both are present and active in conversation (Watzlawick et al, 2011). Here components are sender, message, receiver and feedback. This mostly used in workplace where feedback from subordinates considered integral for communication.
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[image: ]Figure: Interactional Model of Communication
Source: (Watzlawick et al, 2011)
Transactional Model of Communication
This model exchange messages between sender and receiver and each of the parties take turns to sends or receives messages. Both of the parties; sender and receiver are considered as communicators in this model of communication (Tsarenko and Rooslani, 2011). In workplace this model used in communication between higher levels of executive who have need instant feedback for decision making.




Figure: Transactional Model of Communication
Source: (Tsarenko and Rooslani, 2011)
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To make a communication effective and purposeful, some factors need to be considered by the employer in workplace. Some of these factors are given below:
Active Participation
Active participation of both sender and receiver; employer and employees are the must to be an effective communication. It makes communication instant, speedy, time effective and each party stay aware of other (Gichovi, 2013).
Simplicity
Simplicity makes communication easier. Using common sentences, conversations, words for communication make it simple to understand and receiver get flexibility to sends feedback (Gichovi, 2013). Otherwise because of not understanding core message, communication can be violated from purpose.
Straight Forwardness
This actually needs in formal communication. In workplace it also needs because here every single moment is important and straight forwardness make communication more concrete, precise and purposeful (Gichovi, 2013).
Feedback
Feedback is necessary for sender. Because every sender wants to know the feelings or opinions of information sent to receiver. It makes sender more purposeful and give chance to share further opinions.
Proper Medium
Proper medium can be something that is cost and time effective and able to deliver message properly to the destination (Tay et al, 2011). The success of communication depends on medium. Otherwise main purposes of communication will not possible to be achieved.
Presentation 
Presentation of message is another important factor to be considered. Message of communication needs to be concrete, precise, straight forwardness, and avoiding words or sentence that can be negative for receiver to listen (Fan and Yan, 2010).
Completeness
Making sentence or message complete is another factor to be considered. Otherwise the purpose for which message is sent cannot be possible by receiver to understand.
[bookmark: _Toc502321358]How workplace communication of employer can be improved?
In workplace communication is the components or part that mostly determine the relationship between employer and employees, keep workplace more flexible and easier to work and communication keep updated all the time employees of management teams. Now this part will describe how communication and performance of employer can be improved. Several steps are given below:
Regular Check-in
Regular check-in employees working in the workplace is one of the most common but tough task too. Because higher level executive or management has less time to contact in-person but can do it weekly at least. This will make employees feel better to think that employer is concern about them and they can have chance to share (Myers and Sadaghiani, 2010).
Keeping Internal Information Available
All employees and employer should have access all the internal information, documents, decision statements. This initiative will make every employee knowledgeable, updated and can earn opinions from them (Myers and Sadaghiani, 2010).
Assess Communication Model
There are number of communication model including Linear, Interactive, and Transactional model of communication used in organization (Bennett et al, 2010). But not all model do better in all organization. That’s why the performance of communication model must be evaluated and assessed. Finding the limitations or changing can be the alternative to be taken.
Keeping “Open Door” Policy
Open Door or Open line of communication is the most effective way keep all the employees connected within the organization. This policy means that, all the employees from any level can have chance or access to reach executive from any level (Bennett, et al., 2010). For this why communication will not be interrupted because of different level.

Using Social Media
Now-a-days social media is the most cost and time effective way to communicate. Anyone from anyplace at any time can communicate through social media. Making groups or community in the social media can help employees to be connected virtually when all are out of workplace but in need (Laing, et al., 2012).
Available of Communication Media
Communication media is the prerequisite of effective communication. Using proper channel and media can deliver the right message to the right person on time. That’s why all possible communication devices and media need to be kept available to use and access.
Implementing Intranet Software
Using intranet for internal communication turned into a famous method. Here by opening account every employee can be part of this platform. All the necessary information, documents, statements are available here in this virtual platform (Carnevale and Smith, 2013). It is secret and more secure to share information and updates.

[bookmark: _Toc502321359]How workplace performance of employer can be improved?
Here workplace performance of employer means employer engagement, instructions, communications with employees. How this performance can be improved described below:
Keeping Access to Share
In most organization, lower level employees have no accessibility to share their opinions with higher level executives (Carnevale and Smith, 2013). This builds a barrier between them. That’s why employer should have attempt to keep it less and minimize it at level best.
Meeting Regularly
Physical travel and asking employees about their progress, problems, queries, and limitations is another method to be connected with employees that can be followed by employer. This provide chance employees to be engaged with employer easily.
Assess Work Environment
The performance of employees mostly depend on workplace environment. Workplace environment should have noise free, access of all necessary information, available of communication and networking devices. Employer need to keep all these requirements and make environment employee-friendly.
Being Ready in Need
Employer need to be ready always whenever it is need for subordinates. This circumstance will inspires and motivate employee to feel easy to ask anything the feel confused and hesitation (Carnevale and Smith, 2013).








[bookmark: _Toc502321360]Conclusion
For keeping employees updated, sharing and spreading information, make standard decision for organizational purposes communication is must. Communication is integral part of day to day activities within an organization. After completing this study, the author can be learned about what is communication means formally for workplace and organization. The author can have learn what are the basic components of communication took place in workplace. The author can have the practical knowledge about the different models of communication used in organization and workplace. The author can be learned about factors affective effective communication and how to improve the communication and performance in the workplace.
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