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INTRODUCTION
Based as much as possible on your own and/or friends’ real life experience, discuss how well employers perform at communication using your findings, and what you know from theory, reach some firm conclusions as to how workplace communication and performance of employer can be improved.







DEFINITION OF COMMUNICATION  
Communication is the exchange of thought, information or ideas that result in mutual understanding between two or people. The process requires at least one sender, one receiver and a message that is transmitted within a communication medium. It originates with sender’s idea or concept. He or she encodes the idea into meaningful symbols in the form of words, pictures, or gestures (ie language). The sender then select a medium to transmit those symbols so the receiver can access them through one or more senses. According to Griffiths and Dunham (2015).  
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Channel of communication 
Communication can take place through verbal, face to face, telephone, use of intermediary or internet conference. 
OR
Nonverbal, facial expression, body language, physical distance, magazine, newspaper, TV, Cinema, emails etc. 
Effective communication is an act of creating an understanding. It takes place when the receiver accurately understands the message transmitted by the sender, however this does not always happen perfectly, a crowd of potential problem can hamper the process and block understanding.
The use of verbal communication is the most common ways idea and information are passed through between workmates and individuals. Information on how projects and works is to be done are passed to one another through verbal communication. Management also use verbal communication to carry out their day to day responsibilities, because of the problem of understanding or the meaning of what is being communicated in the early stages of group development, team members have to learn the most effective way to interact with and understand one another in a workplace. Among other measure, observing a members consistent pattern of verbal statements over a period of time is one possible way to understand or effectively communicate with their member or group.
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Nonverbal communication
As messages are being communicated verbally, nonverbal communication is also taking place. Nonverbal signs from the speaker such as smiling, eye contact, or fretfulness help listeners interpret the meaning behind the words a person is using to communicate a message. Nonverbal cues such as physical appearance, facial expressions, level of eye contact, body movements, vocal qualities and the physical space between members all contribute to the way a message is interpreted. A perfect discernment of nonverbal communication help the listener understand the intent of the speaker and is strongly related to social acumen and interpersonal understanding (Goleman, 2006). Nonverbal cues not only help members interpret verbal messages, they also help regulate the flow of what is being communicated (Goleman, 2006).
If speakers receive positive nonverbal feedback from work colleagues while they are speaking, like head nodding, eye contact, or smiling, they will continue with confidence that they are being heard. Speakers signal the end of their communication by relaxing their body posture, reducing verbal volume, or leaning back in their seat. These signs prompt others to respond or complement their own thoughts. A more direct invitation might be to nod or gesture towards a particular member with an open hand, palm facing up words.
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Listening
Listening is very important in our communication process. According to Crockett (2011), the average person remembers between 25 and 50% of what he or she hears. Our poor memories are not to blame, rather, most of us simply do not listen well. The diversity and environment of today’s workforce makes listening more difficult in many workplaces, it is not exceptional for work team to consist of people from several countries or ethnic backgrounds as well as varying level of technological communication knowledge and practice. Even if everyone speaks English, some might use different dialects and speech patterns. Maximizing performance in such a multicultural and highly technological workplace means learning to 
listen. The saying that success also depends on listening to employees might seem just as basic but this is not as easy as it sounds and due to poor listening a business leader regardless of industry are often ignorant to what employees are concerned about and why. According to (Stengel et al. , 2003), the most basic principle in the consumer products industry is ‘listen to the customer’ without an intimate knowledge of ever changing styles and tastes, you are likely to lose out to competitors who are more tweaked in. Listening is an important and complex part of the communication process. Active listening is the key to exactly understanding what another person is saying. It requires effort and discipline, yet members are often engrossed or unfocused and thus do not give full attention to one another (Mckay et al. ,1995).
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An accurate understanding of others is needed before a meaningful response can be made. Effective listeners suspend judgement in order to first understand the viewpoint of the speaker, this advanced developmental skill requires listeners to attempt to get into the shoes of the speaker and see the issue through his or her eyes before responding (Kegan, 1994). Also in other to improve our listening ability in workplace, listeners should pay attention to their deportment, specifically, they use their physical attitude to help them focus on what is being said. It also creates an interpersonal vibrant that signals to speaker that the listener is paying attention.
Active listener use probing skill to understand what is being communicated in workplace. A listener may need information beyond that which the speaker has already provided. A good question is often the facilitator to an information rich response, open-ended question lead to a deeper understanding of the issues at hand because they stimulate reflective thinking and can be used to identify underlying assumptions. Becoming a better listener takes time and effort, to improve our ability to listen in workplace the HURIER model provides a frame work for skill-based listening by defining listening as six inter related components. Hearing, Understanding, Remembering, Interpreting, Evaluating and Responding (Brownell, 1994, 1996). Hearing refers to concentrating on and attending to the message. The first step toward better listening is making sure you can properly hear the other person. Be sure that you limit any distractions that would prevent you from doing so. Understanding is the process of attaching meaning to the verbal communication, or grasping the exact meaning of the message, we often do this unconsciously. Understanding a message requires that we first hear the message, but it also includes being able to understand the speaker’s use of language and the basic context of the information. Remembering includes evoking the message so that it can be acted on. Listening not only requires us to be present in the moment, and attentive but also compels anticipating future communications. One way to help ourselves remember the message is to create an outline of the main points.
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Interpreting is the step where we make sense of the verbal and nonverbal codes to assign meaning to the information received or the sensitivity to nonverbal and contextual aspects of the message (Brownell, 1994). Interpreting is an important part of the collective process of communication. Ethically interpreting a message means you are not purposely letting your own bias or beliefs interfere with your interpretation. Evaluating is the rational assessment of the importance of the message (Brownell, 1994). Learning to evaluate a message without bias, distractions, apprehension, or gender and cultural differences takes time and patience. After interpreting and evaluating the message, you must decide how to reply or respond. 
Responding is the last step, in workplace workers are expected to respond or give feedback their colleagues or management in connection to message or instruction passed to them either verbally or nonverbally. Communication would not be collaboration if not for this vital step. Paraphrasing, summarizing, reflecting, and asking questions all demonstrate responsiveness. Using nonverbal cues such as head nods, emotional expression or verbal utterances is also a good way to show you are listening.

The six steps mentioned above when used in combination with active listening skill and barrier avoidance will result in development of our professional excellence and improve our communication skill in workplace. According to Nixon and West (1989), listening is the most basic communication skill and supersedes all learning process.  
Presentation
Organisations employ people of different backgrounds and ethnic group hence interpersonal communication becomes a bit difficult. In my organisation we have field staff, these are workers who engage with the community or residents and try to resolve their complaints or problems which they put across to the office through emails or telephone calls, most often communication between the residents and field staff and between the office get miscommunicated.
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Instructions from management are sometimes not carried out, whether through emails or through verbal communication, explanation is always required for the message to be understood.
In my opinion for effective communication to take place in workplace environment a monitoring team should be set up. This team should be responsible for all stages of communication, and feedback received or confirmation that message being transmitted has been understood. Records of all stages of communication kept as well as paper trail
A Team is defined as a group of people who exist to perform organisationally vital assignment and share one or more common goals, interact socially, exhibit task interdependencies, maintain and manage boundaries and are embedded in an organisational context that sets boundaries, constrains the team and effects exchanges with other units in the wider entity. Kozlowski and Bell (2003)
The importance of interpersonal communication in the workplace cannot be over emphasised, no matter how hard we try to communicate in workplace you are bound to experience difficulties to communicate effectively. Such problems as noise, cultural and language differences impede our ability to communicate.
Noise
Anything that distort the reception of a message is noise. Noise is the external background factors which can impact on the hearing of a message, eg the effort required to decode a message, motivation and interest in relation to the subject content. Anything which can affect whether we actually hear part of a message while the perceptual filters are internal factors which affect our interpretation of a message. Our own knowledge and previous experience about an issue, trust we have in the individual. They affect the accuracy of any decoding process that take place, and therefore the accuracy of the interpretation of any message. These distortions in communication are important when communicating across cultures. Cultural expectations can really distort the way message are given since the encoding will usually be very different.
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Conclusion
Based on available theory and workplace experience, I can conclude that Employers and workforce can improve their communication skill by the use of emails to reach member staff. Such form of communication has the ability to reach everyone at the same time whether at work or at home. Evidence of such communication can also be traced when needed and feedback received in form of acknowledgement.
Regular meetings are held when needed where face to face discussions are made, and any ambiguity explained and understood. Committees are set up in organisation to monitor and make sure that what was said and discussed are being carried out by member staff.
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