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[bookmark: _Toc503182194]EXECUTIVE SUMMARY
Effective communication in the workplace is considered to be an important element for success for organisations. However, employers are often reluctant in encouraging employees to increase their organisational communications as they think too much communications will affect the performance of the organisation. But it is a mistake and the employers should understand that no communication can affect the performance of the organisation. Rather, it can encourage the employees to perform better in the workplace. There are various methods for encouraging better workplace communications. Setting proper policies and procedures for organisational communication can help in establishing a system for organisational communications. Moreover, providing the employees with platforms for organisational communication can encourage them to maintain regular organisational communications. This report has evaluated the importance of effective workplace communications. It has also proposed strategies for improving workplace communications. 
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[bookmark: _Toc503182195]1. INTRODUCTION
Workplace communication plays a critical role in ensuring an efficient workplace in modern organisations. No organisation can ensure smooth and sound performance without ensuring effective workplace communication (Dawson, 2002). It is extremely critical for the employers of the organisation to communicate with the employees freely and fluently in order to ensure an efficient workplace. However, employers often find it difficult to communicate regularly with the employees as it takes much of their time and energy. But, effective workplace communication is extremely vital for the overall performance of the organisation. It can increase the performance of the organisation significantly through motivating the employees (O Hair, Friedrich and Dixon, 2004). The employees feel important in the workplace when their employers communicate regularly with them. In addition to this, effective communication can ensure efficient performance from the employees as the employers will be able to guide the employees in performing their roles and responsibilities in the workplace. This report aims to analyse different aspects of workplace communications and the ways of improving the level of workplace communication. 
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Maintaining regular communications with the employees is extremely important for the organisation. But employers often find it difficult to maintain regular communications as it can require spending too much time and resources. Employers have different important roles to play within an organisation (Dawson, 2002). They often consider communication with the employees as less important activity compared to other activities they need to perform in order to run the organisation. As a result, they ignore communicating with the employees on a regular basis. Moreover, maintaining regular communication requires additional time for the employers. But it is difficult for them to manage as they remain too busy in managing the organisation. In addition to this, effective workplace communication requires the availability of different communication technologies which many organisations fail to provide in the workplace. As a result, the employers cannot easily communicate with the employees.
The importance of workplace communication is widely recognized nowadays. However, many employers are still unaware about the benefits of maintaining effective workplace communication (O Hair, Friedrich and Dixon, 2004). They consider other managerial responsibilities to be more important than communicating with the employees. As a result, they often neglect the practice of maintaining effective workplace communication. They consider other activities to be more important and therefore they spend much time and energy in performing those activities. As a result, employees do not receive much information from the employers (Holtz, 2003). It becomes difficult for the employees to get guidance from the employers in performing their roles and responsibilities in the workplace. Moreover, the employees cannot inform the employers about their task updates on a regular basis. It decreases the motivation level of the employees.
Employers remain extremely busy in managing the organisation performing different important activities. It is hard for them to secure enough time to communicate with the employees (Dawson, 2002). As a result, workplace communication remains ignored by the employers. It affects the motivation of the employees as they do not get much opportunity to communicate with their employers. They cannot share their needs and expectations with the employers. As a result, the employers cannot satisfy the needs and expectations of the employees. Finally, the motivation of the employees gets seriously affected as they do not feel important in the organisation (Holtz, 2003).  
It is critical for the organisations to have suitable policies for workplace communication as well as mediums of communication in order to ensure effective workplace communication. But many organisations fail to provide the employers and the employees with suitable policies and mediums of communication (O Hair, Friedrich and Dixon, 2004). As a result, the employers and the employees often remain unaware about the communication. They also remain unable to maintain communication due to the lack of medium of communication. It is important for the organisations to provide the employers and the employees with platforms for open communication so that they can communicate with each other according to the policies of the organisation effectively (Holtz, 2003). 
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[bookmark: _Toc503182198]3.1. REALISING THE IMPORTANCE OF WORKPLACE COMMUNICATION
Effective workplace communication is extremely important for the smooth performance of the organisation. It is necessary for the employers to understand the importance of workplace communication first in order to implement measures for ensuring effective workplace communication (Dawson, 2002). If they understand the needs for ensuring effective workplace communication then they will be able to establish methods of workplace communication. Otherwise, it will be difficult for the organisation to ensure effective workplace communication (Holtz, 2003). Moreover, the organisation needs to teach the employees about the benefits of maintaining effective workplace communication. It will motivate them to participate in communicating within the workplace effectively.
It is important for the organisation to realize that communications among the employees can improve the performance of the organisation. Even simple gossiping among the employees during the lunch break can improve the performance of the employees. Moreover, the employers can encourage the employees significantly through simple gestures of communications. It will encourage the employees to work hard in the workplace as they will feel important in the workplace (Holtz, 2003). They will also share their needs and expectations with the employers. As a result, the organisation will be able to satisfy their needs and expectations. It will result in lower employee turnover rate in the long run. 
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Organisational communications must have some procedures to follow in order to ensure effective communication (Dawson, 2002). It is therefore important for the organisation to establish communication policies and procedures for the organisational communication. Everyone should know when to communicate and how to communicate with each other. In addition to this, everyone should know to whom they need to communicate for what purpose. It will ensure systematic communication within the organisation. As a result, there will be sound communication within the organisation (Holtz, 2003). Everyone will be aware about the communication procedure and it will bring system within communications.
An organisation that does not have proper policies and procedures for communications cannot ensure effective organisational communications as the people within the organisation will not be able to communicate with the right person at the right time for the right task. It will affect the performance of the organisation (O Hair, Friedrich and Dixon, 2004). For instance, employees need to communicate with different managers for different reasons. If they do not know to whom they should communicate for what purpose then they will often end up communicating with the wrong managers for the wrong purpose. It will consume organisational time and resources while affecting the performance of the organisation.
[bookmark: _Toc503182200]3.3. PROVIDING A PLATFORM
It is important for the organisation to provide a platform for the organisational communication in order to ensure effective organisational communication (Holtz, 2003). It is important for the employers to keep their doors open for organisational communications (O Hair, Friedrich and Dixon, 2004). They should encourage the employees to share their feelings with the managers. They should allow the employees to communicate their needs and expectations with the managers. It will allow the organisation to understand the demands of the employees. As a result, the organisation will be able to satisfy the needs and expectations of the employees through offering proper benefit programmes for the employees.
In addition to this, the organisation should provide the employees with medium of communication so that they can share their feelings with each other within the organisation. It will encourage the employees to spend much time within the organisation. It will also encourage the employees to inform the managers about different task related updates on a regular basis. Emails are often used in organisational communications. However, the organisation should provide the employees and the managers with their private email systems in order to ensure effective organisational communications (Holtz, 2003). Moreover, the organisation can develop organisational intranet system to make organisational communication more efficient. It will allow the people within the organisation to remain in constant contact with each other. It will also encourage the people to share their feelings with each other on a regular basis. Digital platforms such as Slack and Asana are great for ensuring a more engaged organisational communication system. The organisation can also issue usual organisational newsletters to keep the employees linked with the organisation.
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Organisational communications can result in positive outcome for the organisation as the performance of the employees will get increased through effective organisational communications (Dawson, 2002). It is therefore important for the organisation to encourage the employees to get connected with each other within the organisation. It will help them share their problems in the workplace with each other. As a result, others may extend their helping hands in solving problems for their co-workers. It will enable the employees to learn new things within the organisation (Holtz, 2003). It will also improve the overall performance of the organisation through the performance improvement of the employees.
Moreover, interactions among the employees can help them enjoy their workplace environment. They will feel free in the workplace and as a result it will not seem boring for them to spend time in the workplace. It is critical for the organisation to ensure a joyous workplace environment in order to motivate the employees. Encouraging interactions among the employees can help in making the workplace enjoyable to everyone. They can share their sorrows and happiness with each other. As a result, the workplace can become a family environment for the employees. It will encourage them to perform better in the workplace as they will not feel bored in the workplace. It will make them more efficient in the workplace.
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Ensuring effective organisational communication is not an easy task as there are numerous employees working in the workplace. Moreover, employees generally fear about communicating with the employers in the workplace. It is therefore important for the employers to encourage the employees to maintain regular organisational communication. They can do it by setting example in front of the employees. The employers can establish themselves as the role model of organisational communication through initiating effective organisational communication. They can greet the employees cordially when they meet each other. A single gesture of thank you can encourage the employees significantly in the workplace. In addition to this, the employers can organise weekly or monthly meetings in order to listen to the problems and opinions of the employees. It will allow the employees to share their feelings with the employers. It will encourage them to increase their organisational communication as they will understand that the organisation values their opinions.  
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Organisational communication is extremely vital for the effective performance of the organisation. It can contribute to the overall improvement of organisational performance as the employees will be able to perform better in the workplace. Moreover, it can help the employees to solve various issues within the workplace through effective communications. However, it is important for the organisation to ensure proper policies and procedures for organisational communication as chaotic communications can affect the working environment (Dawson, 2002). For this, the managers should have proper policies and procedures for organisational communications. In addition to this, the organisation should provide the employees with suitable media for communications in order to encourage organisational communication. They should have all the devices working for the organisational communications. Modern technologies have made it easier for organisations to ensure effective communication with minimal costs. The organisations can use these technologies in order to ensure effective organisational communications. 
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