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Nowadays, communication in the workplace has become part of daily business activities and is crucial to the success of both large and small businesses (Adair, J.E. 2010a). It has been argued that the quality of a company’s internal communication often determines an organisations effectiveness and, thus says a lot about the company itself and its employees (Adair, J.E. 2010b). Good communication helps businesses to have a competitive advantage and to differentiate from other businesses (Brennan, 1974). Because of these reasons, It has therefore becomes a pre-requisite for managers and leaders to have effective communication skills as this empower them to get the best out of people. This report will look into the various forms of communication in the workplace, why it is important and how communication can be improved in the workplace.
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According to Adhikary, N.M, (2004), Communication in the workplace is a process that helps businesses to bring people into a common level. Generally, there are two main forms of communication in the workplace which includes verbal and non-verbal forms. Whether using verbal or non-verbal form of communication in the workplace, these two forms need to be improve as time involves in order for people to understand you and for you to understand them (Adair, J.E. 2010c).
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In theory, verbal communication is the use of sounds and words to express ourselves, instead of using gestures or body language (Maund, A. et al., 2017). Moreover, although slight different, written communication is a subcategory of verbal communication. It involves letters, emails, books and resumes etc.

There are various forms in which verbal communication transpires in the workplace which include, but not limited to; face to face, meetings, presentations, workshops, conversations or via the phone etc. These are important modes of verbal communication which we use daily in the workplace in order to meet key objectives set by management.

For instance, being a manager at my workplace, I am sometimes required to communicate positive and negative feedback to members of my team. I find that giving negative feedback can be challenging not knowing how the employee involve will respond. For this reason, I find it helpful to establish the right time to meet, provide all relevant information to the employee prior to the meeting, and also to handle such discussions with high confidentiality and sensitivity. I applied the same communication skills when dealing with customer complaints by face to face meeting or via the phone in instead of letter or email. 

According to Adair, J.E. (2010d), the success of this type of verbal communication in the workplace depend on the communicator skills, the systems and policies put in place by the company to ensure everyone adhere to them. From a personal experience, I found preparing in advance, listing attentively to what the person has to say before responding, ask questions and without becoming judgemental is crucial in such communication to avoid misunderstanding.

In essence, a good communicator should know how to ask the right questions, and then listen attentively. These type of skills help both manager and employers to builds a well-developed communication atmosphere that will increase performance and productivity in the workplace.  Furthermore, given the important of maintaining a motivated workforce, there is a need for managers to have good verbal communication skills in order for employees to come out of any discussion feeling motivated and valued.
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The human body is capable of producing different expressions, which are recognised as non-verbal communication (Lavan, 2002). These expressions have been interpreted by experts as parallel to different emotional conditions. They give us information to make decision on how we feel about others. It includes facial expressions, eye contact, body postures and space we maintain during interaction with others (Maund, A. et al., 2017). Other nonverbal communication includes; what we wear and how we wear it, and the tone of our voice.

Generally, it is important to have good non-verbal communication skills in the workplace because it helps to avoid misunderstanding. For instance, depending on the tone of a person voice, this can be interpreted as aggressive, confidence, or a sign of nervousness. This is particularly true for occupations such as sales, teachers, doctors, police and lawyers etc. as they spend large amount of time using non-verbal modes of communication in the workplace.


The use of non-verbally communication has been particularly important in the field of crime prevention where trained physiologists have been successfully used to convict or vindicate suspects. These physiologists analyse suspect body cues during interrogation to help determine whether they are lying or not. 

Most recently in my workplace, I have experienced situation where a manager concluded that a particular employee is being rude because they failed to make eye contact while discussing work related issue with them. However, in this situation, it happened that the employee is an introvert person (a very shy person) which explained the lack of eye contact but has been interpreted incorrectly. To avoid this type of misunderstanding in the workplace, companies these days are investing on communication training for their employees and seeking people with good communication skills. 


In addition, culture also plays a key role in the way we communicate non-verbally with each other in the workplace. Employers in diverse society such as the UK need to be aware of this and ensure that policies and processes are in place to avoid miscommunication in the workplace. In some Asian cultures such as China and Japan, eye contact is not considered an essential when interacting with others, but instead often consider as inappropriate. This is also the case for Middle Eastern Cultures where eye contact is considered less suitable for women compare to western cultures. There are strict genders rules in Middle Eastern culture, whereby women are not allow to make eye contact with men as this could be misconstrue as a romantic interest.

However, in Western cultures, making eye contact is considered a desirable attribute and shows the person is paying attention, respectful and a sign of confidence (Adair, J.E. 2010e). For example, in an interview, making appropriate eye contact can also be perceived positively, while behaviour such as fidgeting expose nervousness and speaking loudly or too quickly can be interpreted as you being an aggressive person.  In essence, there is a possibility that someone living in the UK with a Japanese upbringing could be misconstrued for not making eye contact hence why employers should be mindful of these differences.
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It is often common that management across sectors are experiencing challenges from lack communication. Due to the high cost associated with lack of communication in the workplace, there is a need for companies to develop and implement strategies that help to enhance communication skills such as listening, preparations, mental, physical, and behaviour aspects necessary for communicating effectively (Hybels & Weaver II, 2007), as these are key attributes for effective management and help to prevent costs associated with lack of communication.

Good communication in the workplace is important because its enable managers to understand and to overcome challenges that employees are facing (Smith et al., 2005). It also helps companies to maintain professional relationship and to achieve competitive advantage by improving their communication through behaviour modelling and training (Adair, J. E., 2010f).

Moreover, good communication in the workplace is important because it helps to enhance employees’ moral, increase productivity, trust, understanding of responsibilities and commitment if they are able to communicate their views at all levels of the organisation. Organisations that encourage employees to express their views are subsequently empowering their workforce to feel valued and motivated, which can lead to increase performance and productivity.  

Furthermore, communication in the workplace also helps to create relationships with the team and improve the image of the company. It also means that managers and employees feel valued and empowered, which ultimately may lead to better leadership and a successful business. For example, effective communication in the workplace allows managers to have command on employees and can get more effort from them by using positive language to encourage them. In addition, good communication in the workplace enhances the information, knowledge and raises awareness about the business activities, and helps to improve employee’s ability to understand circumstances about the business which is also important for building confidence, performance and productivity.
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Poor communication in the workplace is a principal barrier to modern day businesses and their operations. For this reason, the development of employee’s communication skills is now very important part of management task in order to improve and enhance employee’s motivation. Adair, J.E. (2010g), put forward six principles of effective speaking as a means of improving communication in the workplace. These principles include: 

· Be clear: be clear and to the point when communicating in the workplace. For example, if you are making a request for action from a manager, make sure the request is clear and precise.
· Be prepared: think about what you want to say before bringing up the issues, give it consideration. Think about what you know, what you suspect, what you are concerned about. Make note when necessary.
· Be concise: get right to the point and try not to talk around a subject. This dilutes your effectiveness when the main point finally arrives.
· Be Simple: effective communication needs to be simple and understandable by everyone involved.
· Be vivid: Vivid Communication offers one-to-one coaching to support everyone or leadership development and helps to improve performance in the workplace. This involves setting goals, support structures and coaching techniques that really make an impact.
· Be natural: effective communicators are natural. When we communicate naturally, it helps participants improve their ability to communicate better regardless of their communications approach
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In conclusion, there are several advantages of establishing a good communication in the workplace. I addition to this managers need to have conscious awareness and approach to cultural differences in our non-verbal and verbal messages sent out and received the way we intended it to be. Good communication in the workplace improves productivity, profit margin and improves the knowledge of the employees regarding business dealings. However, lack communication in the workplace can lead to poor performance, demotivated employees, poor customer services, decrease skills low productivity.

Finally, given that our communication skills changes over time, I have learnt to use strategies like active listening as a way to achieve a flexible and effective communication. I believe good communication skills in the workplace together with a positive attitude open the doors to successful career.
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