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The importance of communication in the workplace.
Communication plays a vital role in the workplace because it allows employees to work efficiently, make informed decisions, and provide a high standard of service. The Chartered Institute of Personnel and Development explains that effective communication increases employee engagement, strengthens working relationships, and improves organisational performance (CIPD, 2025). This demonstrates that when information is shared clearly, employees understand their responsibilities, complete tasks correctly, and are more confident in carrying out their roles. For example, during a busy shift in a retail store, a manager who clearly explains staff duties and informs employees about promotions enables the team to serve customers more quickly, reduce mistakes at the checkout, and improve customer satisfaction. This example shows that clear communication helps employees understand their roles and work together more effectively. When everyone knows what they need to do, tasks are completed more efficiently, mistakes are reduced, and customers receive better service. This also creates a more positive working environment because employees feel informed, supported, and confident when carrying out their responsibilities. As a result, effective communication benefits both employees and the organisation by increasing productivity, improving teamwork, and helping the business achieve its objectives.
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