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[bookmark: _Toc512941124]INTRODUCTION
[bookmark: _gjdgxs]With the advancement of Information Technology, communication has become the centre of organisational success. The purpose of communication at workplace is to disseminate information required by employees to do their job effectively and to builds relationships of trust in the workplace. Without communication in the workplace, employees are left to workout things by themselves, which may subsequently leads to lack of direction, ambiguity and lack of opportunity for improvement. It is for these reasons that communication skills are now prerequisite for securing graduate level employment.

[bookmark: _Toc512941125]COMMUNICATION IN THE WORKPLACE
According to Kreps, (1990), communication at workplace is a process whereby relevant information is collected about a company and its operations. The objectives are to inform employees about their tasks and policies (De Ridder., 2003a). In essence, communication at workplace is the conveying of information about the business operations from the company to employees (Chen et al., 2005). When a company is able to communicate effectively, it enables them to construct a community within the organisation that is meaningful, informative, educates employees, motivates them to support the company’s strategy and help in meeting key objectives (De Ridder, 2003b).

In diverse society such as the UK, organisations may consist of employees and customers from different parts of society with different cultural backgrounds which shapes the way we communicate and perceive information. Therefore, there is a need for companies to use different means of communication to coordinates activities and to avoid miscommunication in the workplace that can lead to employee conflict, loss in moral and turnover. 

[bookmark: _Toc512941126]FORMS OF COMMUNICATION AT WORKPLACE
We live in a diverse world where people recognise information differently depending on various factors such as culture, language and level of education etc. Therefore, to ensure that the information is understood by all, the modes of communication at workplace must be simple, clear and precise. Generally, there are three main forms of communication at workplace which includes verbal, non-verbal and written. 

Verbal communication at workplace: this is perhaps the main form of communication use in the workplace between people daily. It includes face to face, meeting, telephone, TV, and presentation, etc. For example, if a manager decides to investigate a specific employee because of bad behaviour. The manager will then write a letter to the employee inviting them to a meeting to discuss the allegation. In such circumstances, the meeting and discussion has to be handled with sensitivity. An effective meeting will have a clear define objectives such as the topics up for discussion with the employee, stages of the meeting and the desire outcomes. The HR manager will ensures that the meeting remains relevant for everyone present and that everyone have a chance to express and asked questions without interruption. Both the manager and the employee involved in such meeting would require active listening skills such as repeating back what has been said and ask questions to clarify what has been said. An effective communicator would also speak clearly and concisely using appropriate language, tone and vocal pitch.

Non-verbal communication:  Nonverbal modes of communication play an important role in the workplace, particularly when you are dealing with the public.  It is often described as body language in which we observe a person and infer meaning. When we interact with others in the workplace, the body gives out messages such as our facial expressions, hand gestures and body postures etc. Other forms of non-verbal communication include the tone of our voice and through pictures etc. These body cues says a lot about our engagement with others, even when we say the right things, the message can be lost if our body language suggests we are thinking something different. For these reasons, both employers and employees need to be aware about the messages this important mode of communication through body signals.

For instance, when we used the correct body cues, it helps us to present vital information clearly and easy to understand. They also tell others in the workplace about how we are feeling and help them to make judgement about us. From the minute we enter someone’s environment, our body sent out signals. 

Moreover, it is believed that we communicate better when we bring our face to the same level as the person we are communicating to, have an open stance which indicates that we want to be there and not rushing.

For example, in Western culture such as the UK, is also a good practice to make eye contact with the individual we are discussing with. However, for cities such as London with diverse population, certain people of different culture, making eye contact can be seen as disrespect, which place emphasises on the important of knowing the individual you are having the discussion with. This awareness of cultural differences is particularly important in the healthcare sector and therefore health professionals need to learn about the person being cared for and how to approach them the correct way.

Written communication: in contrast to the above forms of communications, written communications are print such as memos, emails, proposal, contracts and operating policies etc. like verbal communications, written communication can be store and shared between one or more people. Using written communications also enable the writer to apply or develop their critical thinking skill. This is an important form of communication for employers because in most cases, whether you are communicating verbally, you will require some sort of pre planning that involve written.

[bookmark: _Toc512941127]WHY COMMUNICATION IN THE WORKPLACE IS IMPORTANT
There are several reasons why communication in the workplace is important. For instance, studies (Gorden & Infante, 1991; Gorden et al., 1988) on communication have revealed that commitment is linked to employee ability to freely express concerns and to argue issues. Tucker et al., (1986) further suggested that the effectiveness and commitment of employees depends largely on their knowledge and understanding of the strategic issues hence placing the emphasis on managers and employers to effectively informed employees about strategic issues, and to give them the opportunity to express themselves on the issues, thus making them feel valued and motivated to work harder. 

Furthermore, during change management, communication skills is not only a pre-requisite to the ability of influencing the outcomes but knowledge about the motives for change which help in reducing uncertainty and creating readiness for change (Terry & Jimmieson, 1999). This is because during change, employees tend to ask questions such as “will I have a job after the change?”, and “are some of my colleagues leaving?”. These are some of the concern of change that employee will normally have, which can be addressed with effective communication in the workplace.

Elst et al., (2010) further argued that company communications are negatively related to job insecurity and that companies can take measures to prevent the most negative impact of job insecurity from occurring by providing accurate information and by enhancing communication and training their employees on how to cope with the stress related to job insecurity (Hartley et al., 1991). In essence, effective workplace communication can increase job satisfaction as employees feel empowered when they are able to receive upward communication. This type of communication in the workplace is when information ﬂows upward in an organisation and usually consists of feedback. Subsequently employers or managers are able to listen to employees and respond, this leads to an increase in employee job satisfaction. 

[bookmark: _Toc512941128]BARRIER TO COMMUNICATION AT WORKPLACE
There are several barriers to communication in the workplace which includes; language barriers, cultural barriers, emotional barriers and perception barriers etc.. For example, in the healthcare sector where I work, barrier exist at present that are stopping effective communication such as: service user whose first language are not English and those who have dementia. Furthermore, there are patients with different experiences, values, preferences and attitudes, which sometimes lead to variety of assumptions and act as barriers to communication.  

[bookmark: _Toc512941129]HOW TO IMPROVE AND OVERCOME COMMUNICATION BARRIERS IN THE WORKPLACE
There are several ways communication can in be improve in the workplace including, but not limited 

Speak clearly: To overcome communication barriers in the workplace, it is important that you speak clearly when interacting with others who may have difficulties when receiving or giving messages. By speaking clearly, it allows for the information to be absorbed and understood, and if someone with hearing difficulties is involved they may able to lip-read or use body language to gain further understanding.


Use the right language: Moreover, to overcome some of the barriers of communication in the workplace, it is important that appropriate language is use when conversing with others.  For example, having an interview or speaking to a teacher would require formal language with the correct terminology. When outside work, you may also refers to family and friends with short names, however, in the work you may speak to someone by calling them Mrs or Mr instead of using short words and slang. 

Tone of your voice: Tone of voice can convey different feelings. Therefore, it is important to pay attention to this. For instance, emphasis on some words convey a different meaning. Moreover, information can be lost if one speak too quickly, especially if the person is hard of hearing, or has a language other than English as their first language. In most cases, you will speak more slowly to ensure these people can understand you. 

Active listening skills: Active listening is about paying attention and asking the questions. If someone is leaning away from the other person, looking around or bored, it can be assume that the person is not interested. They may ask a question to clarify a point or may nod to give encouragement to the speaker.

[bookmark: _Toc512941130]IMPACTS OF LACK OF COMMUNICATION IN THE WORKPLACE
Due to the advancement in technology, we live in a world where people perceive information differently depending on factors such as culture, language and the level of their level of education etc. The impact of lack of communication in the workplace can be costly for employers.   For instance, Companies that fail to communicate and to engage employees in shared goals are most likely to lose to companies with more effective communication practices. The following are some of the negative impacts of lack of communication in the workplace:

Low staff morale: morale will decrease when communication is ambiguous and does not allow for genuine two way conversation. Subsequently the impact of poor communication in the workplace will reflect on the service provided by employees and customers will be forced to take their business elsewhere.

High turnover: employees leaving is a signiﬁcant cost to any employer as eplacement costs can be very high. Moreover, studies have revealed that companies that communicate effectively are least likely to report high staff turnover levels compared to those with least effective communication. 

Absenteeism: Inadequate and inefficient communication in the workplace can severely impacts employee motivation, which could negative influence employee motivation to come to work as poor communication in the workplace is associated with rising stress levels leading to absenteeism.

Poor customer service: Poor communication with employees leads to unsatisfactory communications with customers. Employees who lack guidance from management and are kept out of dialogue about their job, struggle to know how to satisfy customers and lose the commitment to do so. As a result the bottom line could be affected.

Increase in workplace accidents: Health and safety accidents and stress related illnesses cost companies and taxpayers billions of pound each year. Lack or inadequate communication is a major factor in many of these incidents.

[bookmark: _Toc512941131]CONCLUSION
[bookmark: _86tn8smtwkh7]In conclusion, I have learnt that communication in the workplace is a process of exchanging information, both verbal and non-verbal. Cultures and backgrounds influences the way we communicate and perceived information. For organisations, workplace communication is important because its helps increase productivity and efficiency, while ineffective workplace communication leads to communication gaps between employees, which causes misunderstanding and can significantly affect productivity. Therefore, it is important that companies continuously innovate ways to integrate various cultural differences to avoid misunderstandings that cause friction between people, which can be avoided by effective workplace communication. 
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