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Effective Communication Skills in The Workplace
[bookmark: _Toc534841351]Introduction
It can be said that communication in the workplace is what keeps it business running efficiently, on the other hand, some may say that it is up the individual employees’ skills and hard work. Communication can be defined by the oxford dictionary as ‘the exchanging of information by speaking, writing…’ or by the lay person as a way social contact between individuals. Whichever way one wants to look at the definition, it applies the same way in the work place. 

Communication can affect the workplace in numerous ways, for example, employee morale. In these circumstances, if managing is poor could lead to an increase of people quitting their position and therefore leaving the company with a bad reputation afterwards. This has been an issue as of recent with an increase of online review platforms allowing people to post their experiences whilst working for a company i.e. glassdoor, indeed, trust pilot, etc. A few ways in which communication is shown within the workplace can be through ‘work rotas’ which allows employees to know when they are due to work. This then allows employees to know when they can book holidays, estimate their pay and also gives them awareness on their schedule. For the purposes of this essay, we will be assessing how effective employers are at communicating with their employees. The essay will also demonstrate the importance of communication in the workplace whilst referring to a number of real-life experiences. To conclude, the essay will illustrate ways in which employers can improve their communication skills in the work office. 
[bookmark: _Toc534841352]Why is communication in the Workplace important?
Communication in the workplace is extremely important as without it, a company would not run efficiently. A key communication skill that is vital in the workplace is being a good listener and this can be beneficial in a number of ways. One way in which good listening skills would make an impact in the work place concerns the relationship between the employers and employees. It can allow room for a solid rapport between the two when discussing matters of the workplace including any concerns or positives. For example, an employee is having a difficult time balancing personal life and work life which leads to mental strain. The employee should be able to confide in the employer about this so that they could do something to keep the employee happy, i.e. some days off, reduced hours, etc. This also links to another communication skill of being empathetic in the workplace. It is important to learn to when to speak to a colleague and know when they are not in the right frame of mind to speak. The workplace will run more efficiently without any erratic outbreaks between colleagues.

 Another important skill to illustrate in the work place is being straightforward and direct. As an employer, you must delegate work for your employees must do and if you’re not straightforward, the work ethic and schedule will become disastrous. There is also a risk that employees may begin to try and run the company however they want because there is no directness from superior authority. 
It also applies the same way in the instance of employees. For example, if the employee is not happy with the way in which things are being run in the office, they must be able to speak up and discuss what is bothering them in order for the employers to aim to improve the company for the workers as well as themselves. The benefit of being straightforward will enforce clarity in the office and will reinforce courage in the employees in the company.  
[bookmark: _Toc534841353]What can improve communication in the workplace?
There are different types of ways in which the employers can improve communication in the workplace, depending on whether it is a large, average or small business. In order to improve the workplace, I believe that it is important to take into account all the factors mentioned above and more. For the purposes of this report, I will be referring to how the small and average business can improve and adapt the communication in the workplace.

In an average or small business, an employer could have up to 250 employees and could find it difficult to run this business if there is no solid structure (Rhodes, 2018). One way in which employers could improve communication in the work place is by implementing periodical review meetings between the employees and themselves. They can do these meetings in a number of ways; one to one and collective meetings. A rule can be implemented into the business which states that every month, the employees are entitled to 1 to 1 time with their employers to discuss any concerns that they have within the business. This would surely boost communication in the work environment, however, there is a difficulty here as you may have a low ratio of employers and a high ratio of employees. For example, if for every 50 employees there are 2 employers. This will make the monthly one on one meetings difficult to partake in, on top of any other workload and this is why this may not work in some offices. In order to eradicate such trouble, employers could apply a system which allows an incentive of promotion for regular employees allowing them to excel in superior roles in the office. For example, the main employers can create small groups of between 10-15 employees and allocate 2 employees who have shown excellent work ethic consistently to be the leader of the team. this is another good way to delegate roles in the office and creates a fair system in the work place. This is a benefit because this can promote the communication skills as employees may be more comfortable talking to another employee rather than the big boss. Another benefit is that this superior role could be voted for between the board of directors allowing those in charge of the small groups to be rotated every 3-6 months. This would promote equality. 

Another way in which employers could improve the quality of communication in the workplace is through fun engagement. Employers could put into place some kind of ‘relaxation day’ where once every 3 months where they organise an informal get together. This event could take place in a restaurant, mini snack bar at the office where employees and employers can mingle and give anonymous feedback about how they feel the office is run. Following on from this fun day, employees could then set a challenge for the employers to see how their employers respond to the feedback and review the progress. For example, if there is a common theme from the anonymous feedback, i.e. an unfair delegation of workload, the employers should work together to eradicate this issue before the month ends and the employees can give feedback on how well the employers have tried to meet their target. This will most certainly boost the morale and the effective communication standards in the work place. In my opinion, after working in several companies which specialise in a variety of sectors, I believe that these methods of communication would be effective because it allows the employees to feel more valued by the employer rather than feel like overworked puppets. 

[bookmark: _Toc534841354]Experiences of Communication Skills in the Workplace
I worked on the Next Day Delivery project several years ago in a large retail organisation. I lead a team of eight analysts, where there were some new members of the team who were based offshore in India with a six-hour time difference. It was really challenging scheduling team meetings initially as we could hardly get the full team together at the same time, this led to delays in sharing vital information among the team. There were emails that needed immediate attention but were left for several hours unattended due to time constraints. It got to a point the offshore team didn’t quite feel part of the team as they were not involved during important decision-making meetings – though they were motivated and very productive, they still needed to be involved in the team activities to maintain the right work attitude and fully perform the role required of them. 
As the team leader, I went about resolving the issue by creating a rota for some team members to start work earlier than the rest of the team in order to catch the offshore team before the close the day so as to get a proper update and handover the responsibility of information to another member of staff. Also, taking the time to thoroughly explain to the new remote workers about policies and protocols, making sure they know how and how often to use company preferred communication channels. Assembling the entire team to talk with (and at least say hello to) remote workers via a weekly video conferencing on skype which allowed team members to put a face to the names they only saw on emails. Within a few weeks the communication gap within the team had been bridged and the work ethics were stronger, we related better and the project was successfully completed and signed off within the stipulated deadline.  
A friend went to work in Doha, Qatar as a Nursery teacher a few years ago and was shocked as it was totally different culturally from the UK.  Arriving at work the first day, she went and sat in what she thought was the staff common room and noticed there were only men in the room. They all looked horrified and got up one by one and left. She was confused and within a few seconds the headteacher came into the room and ushered her out of the room and explained that men and women never sat together in public anywhere in that country even if they were husband and wife! The room she had unknowingly entered was only for the male staff. This was strange to her as she initially thought they were cold, unfriendly and hostile towards her not knowing it was the culture of the land.
She had to have an ‘induction’ from another staff about the communication rules of the school as well as the country and it took her a while to fully understand and get used to the rules of the land. But a few years down the line, she was fully settled herself and was now in charge of carrying out induction for new members of staff from foreign countries. The communication skill carried out here is of an important nature in regard to this essay. This is because, with the difficulty of the language barrier and differences in lifestyle, this gesture came as a culture shock to my friend and in order to overcome it, she had to be approached by a lady who was willing to communicate in a, friendly, straightforward and empathetic manner and the issue was solved. 
[bookmark: _Toc534841355]Conclusion

To conclude, it is evident that communication skills are one of the most vital things should be in place in the workplace. Looking through all the experiences and scenarios mentioned above, it should be part of every employers aim to implement efficient communication skills within the professional office. Employers should ensure that their employees are actively participating in making sure that their communication is just as important as their workload. For future purposes, employers should also let try and develop these skills in their employees if some of them are struggling with it. If all of this is instilled into the company, the business will run smoothly, employees will be happy, and reputation will stay intact.
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