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[bookmark: _Toc503371642]INTRODUCTION

Communication is the most important word in the organizational activity that sets tones in every other activity. Without a sound communication process, it is impossible to have an organizational success. As a matter of fact, the organization as a whole is big communication medium where each part acts as one towards achieving a common goal. Thus, the need for proper communication does not demand any special word to be described. However, the communication is a two-way process. The employer and employee both play a very important role here. Interestingly, the importance of employer communication skill set has been overlooked. This assignment focuses on employer communication skill set primarily. 

[bookmark: _Toc503371643]RESEARCH-INFORMED LITERATURE

Communication is one of the important tool that determines the success of the workplace environment. In order to obtain the main goal, the objectives need to achieve first and before achieving them the proper and clear understanding of the subject is most important. Without the clear understanding the goals and objectives remain blurry to the people in the workplace, and thus people failed to achieve them. This solely depends on the communication process in the workplace. The better the communication process in the workplace the more it is easier to achieve the goals and objectives set for the employees. To know more about that, the first thing is to understand what is communication and what is communication process? The communication is a process where certain information has been delivered for an intentional cause to a predefined audience or person. The person understands the message and gives feedback and act thus. This whole process follows some certain steps. This steps altogether called the communication process. The communication process has some components named as sender, receiver, medium, external environment, encode and decode, etc. Here, the sender is the one who sends the message, and the receiver is the one for whom the sender started the communication. The receiver receives the message and gives the intended feedback. Encoding is the distinctive process through which the sender wrapped the information so that the receiver would grasp the information easily and decode is the step where the receiver understands the information. The total process being done by a medium. This is the communication process. 

The communication process clearly defines the relationship between the sender and receiver. In the communication process, the sender plays the most vital part. Because the sender initiates the message, encodes it to be understood by the receiver and almost every time choose the medium of the message. So, it seems in the communication process the sender plays the most critical part of the process. This clearly defines the importance of the role of the sender. In the workplace environment, the part of the sender being played by the employer themselves. It is the employer who needs the importance of serving information. Encodes it according to the knowledge level of employees, choose the medium and communicate with their subordinates in order to carry out the decision-making process. So, it clearly shows that in the workplace communication the communication skill set of the sender is most vital. Whereas the employee communication is most talked subject, but the reality is rather different. The top management or the leaders are the senders or the decision makers in the organization. They must understand their contribution to the whole communication process. As the message initiates from them, they must have knowledge and understanding about how and what way a certain message has to be delivered so that the employees can get the message easily and thus shape their activity revolving the solvation of the situation. A clear and noise free communication medium is prerequisite here, and the employers must determine which medium is perfect for a certain communication process.

[bookmark: _Toc503371644]KNOWLEDGE AND UNDERSTANDING OF THE SUBJECT

Workplace communication is a two-way process. Here the two parties are the decision makers and the executors. The decision makers are the one who articulates decision according to a certain problem and chooses the medium to communicate, and the executors are one who receives the message and acts accordingly. The senders or leaders here play the most crucial part. The leaders must understand their contribution to the whole process. Although the need for employee communication skill seemed more important in the literature and another study it the Leaders communication skills, however, is most important. A great leader is a great communicator. The person who can communicate well, able to let the responsive audience understand the need and demand for a particular activity or decision. A decision well understood can easily installed in the mindset of the subordinate or the responsive people. A good leader is able to that. A good leader never makes a decision rather offer a decision and later explain the need for such a decision in the work environment. A proper explanation later helps the employees understands the need for such decision and most importantly their involvement in it. The explanation from the leader let them have a sense of ownership towards the problem, and thus this in turns motivates them to solve the problem on their own. And thus, the workplace synergy is formed, and the problem becomes easier to withdraw. There are two obvious part of good communication skill. Listening and speaking. Listening regards as the most important part of the communication. A good communicator always listens first and thus respond. A good listening offers a communicator to understand the knowledge level of the receiver, and according to that information, the communicator instantaneously makes a decision about the encoding part of the message. If not, the encoding part overlooks which ultimately jeopardized the whole situation. A good leader is the master listener. He listens to the problem and thus encodes his message to employees, offer them to the employee and then listen to employee’s views against them and then articulate his message to let the employee understand what are to be spoken to them. Talking itself is not the whole thing. There is a big difference between talking and communicating. Talking does not involve knowledge while communicating is the very thing which shows the depth of the knowledge of a certain matter. In order to create a great workplace communication environment, the leader must find themselves as a good communicator. It eases the situation and helps to build a good culture throughout the organization. Often a good leader shapes the organizational culture of the organization. So, it can clearly understand now, how intense the quality of a leader to be a good communicator. 
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[bookmark: _Hlk503364034]To know about the employer-employee relationship, there are a number of theories available. These are as follows:

[bookmark: _Toc502738477][bookmark: _Toc503371646]CRITICAL THEORY:
This theory tells about the adverse relationship between employer and employee because of their different interest in the same organization. 

[bookmark: _Toc502738478][bookmark: _Toc503371647]INFORMATION THEORY:
Information theory determined its focus on the information flow within the organization. It tells that the receivers own the responsibility of the rectification of a message. It does not matter how the sender sends the message, but the receiver must understand it properly.

[bookmark: _Toc502738480][bookmark: _Toc503371648]GROUPWARE THEORY:
This theory shows more of the present time attitude in the workplace. It often seemed the nonverbal and informal communication becomes dominant than its counterpart. 
The two-communication network in the workplace:
1. Formal Network.
2. Informal Network.

[bookmark: _Toc502738481][bookmark: _Toc503371649]FORMAL NETWORK:
The network that is visible and has an organogram and follows thus exclusively is called formal network. The formal network has been used for official purpose mostly. There is always a record leftover for a formal network like email requests, complain box et. 

[bookmark: _Toc502738482][bookmark: _Toc503371650]INFORMAL NETWORK:
The informal network is the direct violation of formal network and seems more effective in present time in the workplace. The informal network does not follow any formality, and it reduces the unimportant time and position lagging and reach out the intended people directly. This is very common in the modern office place. 

[bookmark: _Toc502738483][bookmark: _Toc503371651]HERZBERG THEORY
Herzberg focuses on the morale boost of employees at the workplace. The theory he offers has two parts. 
· Motivator factors. 
· Hygiene factors. 

[bookmark: _Toc502738484][bookmark: _Toc503371652]MOTIVATOR FACTORS
These factors offer the most in net emotion involving the job. This factor offers an employee to gain more personal recognition from its job by himself. For example work challenge, recognition, critical responsibility, dignified work, authoritative power. 

[bookmark: _Toc502738485][bookmark: _Toc503371653]HYGIENE FACTORS
Hegelian factors are most basic needs from a job an employee seeks. These are job security, salary, fringe benefits, work condition, good pay, etc. 

[bookmark: _Toc503371654]SHANON-WEAVER model of communication:

Claude Shanon and Warren Weaver came up with a communication model named an ‘A Mathematical model of communication” in 1948. This model later considered as the mother of all communication model. This is known as Shanon-weaver model. The model has six components. 
These are:
· Sender (Information source): Sender is the one who sends the message. The sender initiates the total communication process. The sender is also known as an information source. 
· The encoder (Transmitter): Sender uses machines or some other medium to convert the message in order to be understood by the receiver. They also are known as the transmitter. 
· Channel: Channel is the medium through which the communication process has been taken place. 
· The decoder (Receiver): Decoder is the machine that decodes the message for the receiver. This does not have the machine literally but the something that decodes the message for the receiver. 
· Receiver(Destination): Receiver is the one who receives the message. The whole massage initiates because of the receiver’s guidance of information.
· Noise: Noise is external disturbances that might take place while processing a message. 

Level of communication problems:
· Technical problems: If there is problem appears in the channel. 
· Semantic problems: If there is a variation of meaning in the sent and received the message. 
· Effectiveness problems: The effectiveness of causing a reaction because of the message. 

Advantage:
· The concept of noise helps to identify and be aware of the disruption caused by external sources. 
· This model takes communication as a two-way process. 
· This model showed that communication could be quantifiable.

Disadvantage: 
· This communication is regarded as more interpersonal than group and mass communication. 
· The receiver is the passive part of this communication as sender initiates and send the message 
· In this communication, feedback is regarded as less important. But it is very important in the communication process. 
· This communication is mathematical, and human communication is not mathematical by nature. 

[bookmark: _Toc503371655]PRACTICAL IMPLICATION

The practical implication of communication skill is very much evident in the yearly result of company history. Most of the company perish or failed to deliver their intended services because of the communication problems they faced altogether within the company. The communication process has to be very smooth and easy. A simple alternation might create a huge difference in the end service. Below is some situation that has been observed in a practical situation. 

Employers have lesser communication skills: Due to a lesser understanding of the need for communication the employers often miss out the very important factor of their own responsibility of the communication process. They often think it is the employee's responsibility to enrich them with right information but it turns, it is their decision which led the employees behaving in a certain way. 
Employers obnoxious attitude: The style of leadership within the organization is very crucial. Democratic leadership is more charismatic than the autocratic leadership. A decision is actually the solution to solving a particular problem. There are elderly employers who are reluctant to change with the new method of leadership and communication. This creates a huge gap in the company. 
Formal network often jammed the communication process: The formal network of the company often consumes unnecessary times. Information from the bottom level of employees to the CFO can be transferred through the informal network. The manager then takes necessary action promptly. But the formal network does not allow that. An open door policy in this case always plays a very important role.
The different decision to different team towards a single problem: An organization has different teams within their structure. For example finance, marketing, IT , R&D, etc. These teams have different authority and activities. A manager gives decisions according to their activities. Lack of proper communication channel the decision often mixed up.  
Lack of knowledge of the employer about the communication methods: The employer often feels the lack of understanding of the new communication method and thus failed to act. 
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Below are the skills for the successful professional practice of communication at the workplace: 
· Communication friendly Environment: Managers should introduce a very communication-friendly environment. In such environment, the employees should feel free to communicate. 
· The inclusion of open-door policy: There should be an inclusion of open door policy.
· Encourage social interaction: Manager should encourage the social interaction within the employees at the workplace. This reduces the noise in between them.
· Keep the communication consistency: The communication consistency is very important. Managers should focus on to maintain that.
· Coordinate different part of the organization: Manager should coordinate different part of the organization. A good leader always acts as a coordinator amongst the teams within the organization. 
· Meeting with all subordinate: Manager should arrange meetings with subordinates in order to get their views about a certain situation. 
· Channels for anonymous feedback: Managers should have a channel open for the employees for anonymous feedback. This will help the employees be more themselves in case of any urgency.
· Democratic leadership: The democratic leadership offers more charisma. So, the manager should opt for the democratic leadership style. 
· Keeping communication record: The communication history must be recorded for further clarification and obtaining development activities. 
· Use of social network:  Managers should maximize the utilities of the social network. There is a lot to understand from this network. This will give the managers a very good insight into the employee's attitude towards the organizational development. 

[bookmark: _Toc503371657]CONCLUSION
Communication is one of the main ingredients in the organizational perspective that determines the maximum success. But it is the only ingredient which can jeopardize every activity been taken by the organization. Everything has been done well, but the slightest communication gap ruins the whole objective of a project. It is high time, the employers or the leaders should understand their own responsibility towards the organizational communication process. The more responsive they are, the better the result will be. 
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