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INTRODUCTION 
What is Communication: 
Communication is the ability to transfer message to one another.  Communication become effective when the other person that the message is communicated to get the message clearly or understand it. There are many ways of communicating, we have two types of communication, verbal and non-verbal communication. 
VERBAL COMMUNICATION: 
Verbal communication is talking or speaking communication to one another, when speaking to one another or talking to a group, or by phone that is verbal communication. 
NON-VERBAL COMMUNCIATION: 
It is the way of passing an information without talking or speaking to one another verbally, examples of non verbal communications are, writing, signs, signals and behaviors. 
We do communicate to people in many ways and in different environments. For example, communications in a work place. Communications in the workplace has to be effective. Effective communication in a work place is the way of talking to each other or not only talking but communicating by other means for the employees to get the message and understand it. If the workers in a work place, passes their messages verbal or non-verbal to other colleagues and they get the point right and understand it that is effective communication, and it become more effective when the other person listens. For example, in a care home two staffs are send one is not clear of what they are going to do with a resident or client and the other is clear of what they have to do. So, when the person who understand and know what they have to do there is explaining the necessary things or their job description on what   they have to do, when they get to the flat of the resident and the other give a listing ear and finally understand clearly what they are going to do or their job description for that particular resident/client. Another   example of effective communication is during hand over in an organisation. Hand over is when the team that work in a certain time is handing over what has happen during their shift and what need to be done next. This is letting the other team taking over to understand what has happen and what need to be done. You speak clearly and straight to the point, engage them to the discussion by using eye contact and also allow them to ask question so that they will be clear with what you are saying and understand it. That is part of effective communication. You can also use body language for effective communication, social expression internet, mails, notice board, letter, emails one to one presentation, trainings, open meetings, confidence and seriousness, use simple words, listening, tune voice, avoid mumbling and accept feedbacks all this are tools that can help you to have effective communication in a work place. 
 
a) Before employers can perform well in communicating with their employees. The organisation first of all has to know all the methods of effective communications in the work place or know all the Communication skill use in a work place, for example: The employer has to have an open meeting with its employee, this will enable the organisation know it workers better by asking question about the organisation and how they feel working as a team. This meeting also will help the employer also express their thought about the employees and how they feel about everything that is happening in the organisation. 
b) The employers can also call staffs for a one to one meeting or supervision to find out more about their work and how the employee also feels about them because some people can easily express them self when they are not in a crowd or when they are talking face to face with one another.
c) Email is also an effective way for an employer to pass message to it staff because they can read it at a comfortable time and understand it well or email back any question and it also help the employer to safe time not to take them off duty to talk to them. 
d) Employers can use presentation to communicate effectively to their employee because there are some people who understand better when the use pictures to explain things to them write on board, show them words or videos on projectors. 
e) Employers has to display confidence and seriousness when communicating to their employees, so that the employee will know they are serious in what they are saying or want them to do, this will make it effective and their employees will not take them for granted. 
f) Employers have to learn to use simple words to their employee to make communication effective. It is better to use simple words in a work place because most organisations deals with diversity of people. Using simple words in a work place helps employees to understand the employer better so that there will not be any misunderstand between the employee and the employer in the message that the employer is passing on.  
g)It is good for employers  to give listing ears to their employee to make communication effective. They should also allow their employees to bring suggestion of feedback that can help make the company grow. It is not because they are the owner of the company or leaders that they will not allow their employee to ask question or encourage them to speak to build that friendliness in the workplace.) 
 
h) Employers also have to learn to use body language to communicate effective in the workplace especially in some certain situations that you do not need to talk  your body language or eye contact can give the employee a better explanation of the message than you talking to them.
I) Employers should use appropriate tune of voice when talking to their staff in the workplace to pass their message effectively. Employers have to avoid shouting to their employees. They should make sure their tune of voice is normal or appropriate, so that their employees will understand them clearly and do not feel disrespected.     
J). Employers have to always go straight to the point when talking to their employees and avoid unnecessary repetition with what they are saying or the words they are using because if they keep repeating words or talking the same thing  their employees will not  take them serious and their message will not be pass effectively. 
k). Employers should avoid to communicate in a tense environment if they really want their communication to be effective because communication in a tense environment might make your employees misunderstand what you are saying and that will make your communication not effective 
L) Employers must encourage their employees to give feedback at the workplace about the organisation and how they feel working in their organisation  when communicating with  employees to make the communication effective and know their own what they are going through. 
m) In the workplace employers should not mumbling when communicating to their workers, they should always speak clearly so that the message should be well understood. 
n) Employers should learn to be appreciative when communicating at the workplace they should always think of thanking their employees after talking to them for listening and understanding what they have said. 
o) Employers should also make sure they have a notice board that they can write information or messages that they want to give to their employees. For their employees to read every time they get to the work place. 
p) In general without effective communication in a workplace, employers will not manage their organisation well and the organisation can easily close down. An organisation cannot survive without an effective communication. Examples of communication theory in a work place and how the employers car improve are;

What is communication theory? 
Commnication theory is when you give a message to someone either decoded or coded. Which mean you can pass a message to someone without really specifying what actually you really want from the person you are passing the message to. For example a manager in a work place can tell the team leader to inform all staff that they have to clean every day, the manager did not specify which time he wants the staff to clean, so the team leader took the message to the staff and each of the staff were cleaning in their own time. This made the manager to be angry because he wanted all staff to clean first thing when they come to work but he forgets to know that when he gave the message the message was not coded. 
In this communication theory we have the manager who is the source of information of the message or the sender, then we have the team leader who is the channel of the message and we have the staff who are the receivers of the message. 
-Another example of communication theory in a workplace is a situation that the manager told the team leader that they have to make sure all student brush their teeth every day. The  manager here is the source of the message or the information, the team leader is the channel, the staff are the receivers, and the students are the destination of the message. 
-A message is a concept or communication or feedback send to the receiver. In this scenario the message was not clear because the manager did not say the time she wanted the staff to prompt the students to brush their teeth. She did not say if she want it when they are up from bed, before they have breakfast, when they are about to go to school, the time weather in the mornings or evenings or even twice a day or when the students want to go to bed. This  make the staff to prompt the students to brush their teeth only the time the student feel comfortable to do it in a day and that was not what the manager wanted. The manager wanted the staffs to prompt the student to brush their teeth first thing in the morning when they just get up from bed before they shower, take their breakfast or go to school. So this causes an argument between the manager and the team leader but the manager  forgets to understand that  her message was not coded or straight forward. If the manager message was coded with specific time or when, the communication would have been effective, and the staffs would have been clear with what the manager want from them and this would not have course tension in the work place, this misunderstanding would have been avoided if the manager was straight or clear with her message. Communication in a workplace should be straight on point coded or specify so that all workers should have the understanding and know what they have to do at a specific time. 
 
CONCLUSION: 
Employers should be very specific when communicating to their employees on the types of duties they want their employees to do or the employees job descriptions should be very clear and well understood by all employees. This will make communication in the work place very effective and the work place a nice environment to work in. Employers should try and communicate in a way that they really want all their employees to understand and make the organisation grow. Communication in a work place can improve if the manager and the staff can be very specific in what they want and also can be frank about an outcome in a situation, this will help the company allots. It is not good for employers to think that because they are boss, employees just have to understand all what they are saying even if their messages are not clear or coded with what they have said or want the employee to do. Employers should also try to allow their employee to ask questions and give honest feedback about the situation at work.  
 
 
 

