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1. The Concept of Communication:

Communication is the heart of almost every activity and function. Communication can either be direct or indirect depending on the subject or situation respectively. Communication if simply defined is basically the process of transferring information from one person to another (Lunenburg, 2010). In the process of communication, there are two important features i.e.

· Sender

· Receiver 

The sender is the one that starts the communication and the receiver is the one who is at the receiving end. The process of communication is illustrated as follows:
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There are various elements involved in the process of communication to make it effective, these are:

· Source

· Message

· Channel

· Receiver

· Effect

· Feedback 

2. Communication at Workplace:

There is not enough literature and research that can deny the importance of effective communication especially at the workplace or in an organization. Effective communication at the workplace results in increased productivity and efficiency of the employees. Those employees that can effectively communicate in the workplace are known to be more committed and efficient (Langdon, 2017). Lack of communication at the workplace is it amongst employees or between employer and employee will affect the organization and its members as well. 

2.1 Reasons for Effective Communication at the Workplace:

The importance of strong and sound communication can be explored through the following reasons.

A. Innovation:

Communication is the key to innovation. Any organization or workplace that lets its employees express their ideas and opinions freely will likely to have employees that are creatively innovative and independent. It is one of the essentials of communication to express one’s ideas without being judged and such (Bucăţa & Rizescu, 2017). Providing this opportunity to the employees at the workplace will positively impact the both.
B. Growth:

Communication is also linked to growth that is an important aspect of any workplace. If the communication at the workplace is strong and consistent, the organization is likely to grow internally and it will also strengthen the workplace. The growth of any organization will take place if the fact is ensured that all the employees, employer and the relevant stakeholders share a mutual agreement and communication on a particular project (Haden, 2014). 

C. Effective Communication:

It is a known fact that effective communication leads to better results and even better teams. If the employers tend to communicate with their employees concerning any matter or decisions at the workplace, it provides an opportunity to everyone involved to talk to each other that can facilitate better understanding and managing organizational conflicts as well. 
D. Team Building:

Team building is the essence of any workplace and is the most important part too. Without productive teams, no workplace can channel growth and success. Communication amongst teams provides cooperation and employee satisfaction too that is needed to map out teams that can help the organizations to grow and expand.
E. Every Voice is heard:
Communication is synonymous to the fact that every voice whether small is being heard and is a part of any process ant the workplace. It also relates to the fact that if any employee has a concern or complaint, it is being addressed if it is properly communicated. Every organization should ensure that there exist strong lines of communication between superiors, managers and employees so that employees know that they are being valued (Langdon, 2017). 

3. Purpose of Communication at Workplace:

Without channeling proper communication, no task can be performed or project can be completed (Durden, 2018). Communication at the workplace serves the following purposes:

A: Smooth Flow of Information:

Communication is essential to any workplace and so is the flow of information. If the workers and employees are not properly informed regarding any project and work, they won’t be able to perform the required tasks and won’t be able to deliver the desired outcomes effectively. The smooth flow of information from the top management to the bottom is vital in the communication process along with making sure that the right information is passed on the right person.
B: Effective Management Skills:

Management skills are important at any workplace to effectively do the job be it the employees or employers. Through the communication, ideas and beliefs are exchanged through which the managers and other employees can become competent in the managerial skills and expertise (Grant, 2018). 
C: People are more welcoming Towards Change:

Change is imperative to any organization and it can only be brought by devising such policies and actions through communication amongst all the members at the workplace. If the management wants to bring in any sort of organizational change, then it has to communicate that change accordingly so that the employees respond positively to that change without any chaos. 
D: Coordination:

Communication and coordination are related to each other. Without communication, coordination cannot be expected at the workplace (Adu-Oppong, 2014).If there exist sound coordination between the employees and employers through communication, organizational goals and success can be achieved as well. 
E: Employees Ideas are given Importance:

If the employees are being heard and their ideas are given importance through communication with them, this will make them to think creatively and will also motivate them to work hard. Further, it will also create a sense of encouragement that will lead them to exchange their ideas with their peers without any reluctance. For instance, a survey led by KPMG conducted that those employers who talk with their employees tend to have better and satisfied employees. 
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F: Human Relations are developed:

Communication leads to better understanding of one another at the workplace. Communication doesn’t necessarily have to be about work and stuff; rather colleagues can exchange and communicate their ideas and thoughts that can develop human relations amongst them. In such a working environment, employees feel more relaxed and committed to work. 
4. Importance of Communication at Workplace:

Without an effective and resourceful communication, no organization or workplace can perform what it is expected and meet its organizational goals and objectives respectively. With the changing times, the context of communication in terms of information technology and social media have changed and increased as well, for the betterment of employees and employers collectively. An executive or an employer’s prime concern should be effectively communication with all of his employees so that any issues or obstacles can be confronted and sort out accordingly (Harness, 2018). Communication also helps in planning and executing a plan of action at the workplace and helps in the decision making process too. It also happens to serve as one of the most important means of coordination than others. Most importantly, it makes the leadership effective in terms of their decisions and such.

5. Practical Examples of Good and Bad Communication at the Workplace:

The management at the workplace needs to conduct effective communication in order to engage its employees so that they can deliver accordingly. 

· The management of Microsoft Services Asia can be discussed in the context of good communication at the workplace as the employer was facing a challenge in the face of communicating with approximately 5000 employees daily  (Duncan, 2017). In order to tackle this challenge, the management introduced “five-minute Fridays” for the employees to communicate with them through a live podcast that was thoroughly admired by the staff.
· The HR Manager of Yahoo sent a memo to her employees that stated that working from home wouldn’t be an option and culture at Yahoo and those working can either find another job or have to stop working from home and then the memo was leaked (Grossman, 2014). This narrative on part of Yahoo was widely criticized. The HR manager admitted that she was not able to communicate her stance to the employees in a right manner and that was wrongly interpreted.  
6. Effective Communication and the Role of Good Employers:

Employers and their communication with their subordinates serve as an important part of any workplace. Without communicating properly with the employees, employers can negatively affect the workplace in more than one way. An employer’s duty is not only to devise policies and prepare plans for the organization but they also should have the skills to communicate with the employees so that they can perform as they are expected (Zambas, 2019). No hard work of the employer can yield results if  they do not know how to communicate effectively with employees.  

A: Communicating the Policy to Employees:

It is the top most important task for any employer to take those decisions that can end up having positive impacts upon his organization. All the policies including how to deal with important clients, how to manage resources should be properly communicated to the employees so that there is no room for mistakes. Along with that, other rules and regulations that are important should also be communicated so that all employees follow them at the workplace. 
B: Communicating Differently with Different Clients/Parties:

An employer in the course of his duties tends to meet new clients, managers and stakeholders and all of them must be dealt differently and also communicating with them accordingly is also crucial. The approach that an employer uses in order to communicate with the employees is different when it comes to communicating with the important clients and stakeholders. Knowing how to communicate with them is the trick for the employer (Zambas, 2019).
C: Should Know the Trick How to Deal with Problems:

Every problem can be solved if it is communicated properly. An employer should know how to tackle problems be it of any kind and nature, internal or external and how to communicate them in the best of manner to resolve them. Those employers who are in constant touch with their employees and subordinates and communicating with them to solve organizational issues achieve success in comparison to those with poor communicational skills. 
D: Handling Confidential Information:
An employer comes across information about the clients and other involved parties that is confidential and secretive. If the employer is asked to make a comment on a business announcement or a deal, he should communicate that comment without revealing any information that doesn’t need to be disclosed at that moment (Husain, 2013). An employer should be aware to communicate such sensitive information to his counterparts in a way that doesn’t leak out or gets misused. 

7. How Employers Can Improve Communication At The Workplace?

The value of good and effective communication can neither be altered nor denied. Here are some tips and suggestions for the employers to perform well through communicating effectively at their workplace:

· An employer at first needs to deliver the required goals and objectives that he wishes to attain for his organization along with his team. The goals should be clear and communicated in a manner to the team that is understandable and future oriented (Riklan, 2017). The employees should be taken into consideration and confidence that is where the employer needs to use his communication skills. 
· An employer when addressing his employees and subordinates should use a clear and transparent language that is not only understandable but delivers what it was meant for.  All in that the message should be clear and doesn’t cause confusion or different meanings to the employees.

· In the process of any policy or such, it is the duty of the employer to involve everyone and communicate with them so that no one is missed out if the goals are to be achieved in the short and long run.

· An employer should listen and understand all his employees and their suggestions as it will create better understanding between them and all the issues can also be resolves through this source of communication (Riklan, 2017). 

8. Lack of Communication Reason Employees Quit:

At times most employees quit their jobs reason being is the lack of communication and the issues that follows through (Grant, 2018). Poor communication from the management forces the employees to leave their jobs even if they don’t want to. 
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With the lack of communication, uncertainty prevails amongst employees regarding their jobs respectively (Axero, 2016). It also makes the employee question whether he/she should stay in the company or not given the fact that the management fails to communicate on the employees’ level to redress their issues. If the employees and subordinates aren’t sure about the decisions being taken at the workplace they’ll turn to gossip and believing rumors that can harm the company’s reputation as well. This is all caused due to miscommunication and can be avoided if the employees are properly communicated about their tasks and responsibilities. 
9. Conclusion:

An employer needs to make serious efforts in order to communicate at the same page with the employees. Also he/she needs to connect with the employees and should talk to them one-on-one about any issues and incidents. This will let the employees raise their concerns and it will also help in avoiding the issues and complications that can be raised in the future. A tip that all employers can use is to hold frequent meetings with the employees that can serve as the best platform for communication and along with that all employees should be appreciated regardless of any grievances and such. An employer can make the workplace a heaven if the barriers to communication are removed providing more room for the employee-employer coordination so that employees feel job satisfaction and are happy to come to work. This will also enable the business organization to successfully achieve their aims and objectives. This is due to the fact that employees will have more productivity and produce a higher standard of work if they feel happy and satisfied with their employer due to greater motivation and job satisfaction.

All Successful business organisations will always look after their staff and try to retain them because they realise that a happy and satisfied workforce will enable the Company to achieve their aims and objectives, increase profits and try to help with their future growth and expansion plans.  
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