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[bookmark: _Toc531792057]Introduction 
This report aims to discuss how well employers perform at communicating, using findings and theories of communication at the workplace and how to improve the performance of employers in communication. Many organizations recognize the importance of effective communication at the workplace. Effective communication responsibilities and setting examples begin from the employers. This report will give the importance of communication within the workplace, type of communications and recommendations on how to improve. It will identify the means of communication, how employers and employees can develop their productivity and tackle the issues of stress within the workplace through effective communication. Communication is the backbone of every successful organization.
The materials and method used in the gathering of information in this report are research and findings from books, websites and journals.


[bookmark: _Toc531792058]Communication 
Communication is the exchange of opinions, data, or ideas that results in mutual consideration between two or more individuals. Communication procedure involves at least one sender, one receiver and a message conveyed within a communication medium. Effective communication arises only when the sender has an idea or thought in their mind and encodes it into an expressive symbol in the form of words, images and signs, then the receiver correctly receives the message, decodes and comprehends the intended message communicated. Active listening and self-assurance are communication skills that help make information processing clearer (Maund and Schriek, 2017).  

Effective communication is an essential tool in achieving productivity and maintaining strong working relationships at all levels. Effective communication keeps an organization informed and prepared, to face challenges and make use of opportunities both internally and externally. Communication is an important human characteristic and in order to maintain relationships effectively, humans must communicate with each other. In everyday life, there are many types of communication within work colleagues, family, neighbors, and friends. Some efficient and some inefficient (Nun, 2015). 

Communication is influenced through systems, procedures and philosophy. It can come from different forms, such as verbal, written and non-verbal. However, if there is a failure somewhere within the communication between sender and receiver, the message may not be sent or recognized correctly or misinterpreted (Ross, 2018).

[bookmark: _Hlk531636881]Effective communication at the workplace could lead to good performance or productivity of employees, therefore employers need to gather resources and knowledge to ensure there is effective communication within the workplace to sustain the business. Organizations frequently concentrate on their employees’ skills to effectively communicate and share information online, on collaborative activities. Social media technologies enable that process in organizations, where they are known as Enterprise Social Networks (ESN). Organizations might run an implementation process to increase the Enterprise Social Network reception and use, to potential increase benefits (Azaizah, 2018).

[bookmark: _Toc531792059]Types of Communication 
[bookmark: _Toc531792060]Verbal Communication: Is the use of sounds and words to communicate to the other person to listen to and understand the meaning. Relationship between partners and the work context is what constitutes effective verbal communication at the workplace. Verbal communication in a work setting takes place between many different persons and groups, it occurs in countless 
settings including training sessions, presentations, staff meetings, performance appraisals, one on one discussions, interviews, disciplinary sessions, products marketing and consulting engagement. Effective verbal communication does not only rest in clearly delivering the message and defining the goals and expectation but also identifying the non-verbal cues and replying verbally to verify misunderstanding or misinterpretation (Doyle, 2018).

[bookmark: _Toc531792061]Non-Verbal Communication: Is when gestures, facial expression, body movement, tone of voice and anything else done without speaking. There are three distinct methods of human non-verbal communication which have different backgrounds and approaches of functioning. There are complications regarding the functioning of non-verbal signs and the study of cultural differences. (a) as a replacement for language, 
(b) as a support and approval of verbal communication, 
(c) as attitude, sentiment and manipulation of the instant social situation (Argyle, 1972). 

[bookmark: _Toc531792062]Discussions
Communication is the key to a successful organization, however, employers seem to be good in communication without including feedbacks especially if it is a good one. According to Jennifer Mccoy, feedback is informing people of an outcome, therefore it could be the good or bad. Two -way feedback means taking feedback and being prepared to listen to what others communicate, without being self-justifying if it is not good news but to improve individual performance and/or the organization.
The feedback that encourages individuals to perform well constantly is the kind of feedback that everyone likes, Example.
(A) Recognizing member of staff for a job well done.
(B) Praising for taking the initiative and solving a problem.
(C) Discussing with persons their career opportunities and where they are heading.
(D) Discussing productivity of the organization.
(E) Rejoicing the successes when everyone dragged collectively, and things went well (Mccoy, 2018).

[bookmark: _Toc531792063]Workplace Communication 
Employers performance in communication at the workplace sometimes cause harm by using their power or position and disregarding to implement or put in to practice of an enterprise mindset. Communication should be between two parties, the sender and the receiver both need good listening skills to achieve the purpose of communication. The communication within my workplace includes managers, nurses, career, residents, residents’ relatives, GPs and other institutions through letters, face to face, notice boards, emails and telephone calls. It is important that communication with staff does not only occur around negative instance, but also positive achievements need to be communicated as well. Communication and feedback are the key to a successful working environment and helps to engage staff and reduce turnover because
(a) Information is been shared.
(b) Opportunities are created for career and individual development. 
(c) Improves dedication and confidence.
(d) Offers knowledge of the organization.

Avoid communicating with your staff in the following ways:
(a) Sharing only damaging feedback.
(b) Interconnecting bad news to good once.
(c) Countless feedback in one meeting.
(d) Dishonesty with supportive feedback.
(e) Not being specific enough.
(f) Unprofessionalism
(g) Wrong medium. 
(h) Making it personal, it’s not about you, so motivate the receiver.
(i) Not planning ahead of time.

Try these effective communication techniques instead at work:
(a) Share good and bad feedback at the right time.  
(b) Provide Straightforward and authentic feedback
(c) Communicate at the right time and medium.
(d) Plan to be prepared and detail with samples.
(e) Be organized and don’t match performance. The employer needs to show a diplomatic rule.
(f) Involve staffs by steering the discussion.
(g) Face to face communication continuously to maintain the meaning of the message.
(h) As a rule, do not criticize in public rather praise in public.
(i) Find the right materials and be honest. (Marwood, 2018).

Employers who invest time and energy into delivering clear lines of communication will rapidly build trust amongst employees, leading to increase in productivity, output, and morale in general. Below are some outlined key areas where organization can improve and enhance their communication.
(a) Define goals and expectation: Employers need to lead clear, possible goals to both teams and individuals, outlining precisely what is required on any given task, and ensuring staffs are brief of the aims of the task.
(b) Clearly deliver your message: Ensure your communication is comprehensible and accessible, therefore, communicate essentially and respectfully for an effective communication.
(c) Choose your medium carefully: Once you’ve created your message you need to ensure it is delivered in the best possible format. While face to face communication is by far the best way to build trust with employees, it is not always an option. take time to decide whether information delivered in a printed copy would work better than an email or if a general memo will suffice.
(d) Keep everyone involved: ensure that line of communication is always kept open. Actively seek and encourage progress reports and projects updates. This is particularly important when dealing with remote staff.
(e) Listen and show empathy: communication is a two-way process and no company or individual will survive long if it doesn’t listen and cheer discussion with the other party. Listening shows respect and allows you to learn about any unsettled matters you may need to address as an proprietor. (The importance of communication Michael Page. https://www.michaelpage.co.uk)

[bookmark: _Toc531792064]Personal Experience
The home has team leaders who are responsible for supervising work and report to the manager. The manager communicates through the team leaders at the workplace but is not up to standard. She uses power and position when communicating and avoids face to face communication even if necessary, shouts and does not listen and chooses who to involve as a result of poor communication within the care home. 
An employee come late to work due to personal issues, the manager mishandled the situation in front of other staffs and over-reacted. It was unusual for that staff to come late to work and she was visibly not herself that day and was eventually sacked.

Family members complain about updates concerning the situation of their relatives. For example, if a meeting is organized for relatives or family members and communicated through notice board, Notices take long time before their due dates and some will not even know that there is an announcement on the notice board and some have sight problem. The intended message 

[bookmark: _Toc531792065]Recommendations 
Effective communication within the care home workplace is important as we all know those elderly people are vulnerable, and without effective communication the residents are at risk. Therefore, there should be a smooth communication between the home management and the family members, staff and any other involved institution. Consequently, the home would be able to deliver best customer service as expected.  There is need and room for improvement for effective communication and better customer services. It is recommended for management to make follow-up calls or reminder text messages to the relative of the resident to get a feedback or confirmation of attendance of those meetings. If there is no feedback that signifies the intended message was not received. Face to face communication within the workplace to be more frequent and for organizations to invest in proper training on effective communication for their staff. Managers at the top of the organization especially, need thorough understanding of effective communication, consequently they become good examples to their support staffs. Employers should ensure that members of staff should undergo through a series of training, workshop and seminar on effective communication.

[bookmark: _Toc531792066]Conclusion
Effective communication leads an organization to successfully achieves their goals. Organizations should always participate in maintaining effective communication for the benefit of the entire organization. Some managers lack the skills of effective communication; therefore, every member of staff should undergo through a series of training, workshop and seminar on effective communication. If managers do not have good listening skills and are unable to identify non-verbal communication, then they are not fit to be managers. Effective communication is important to practice and can result in improved interpersonal relationships at the workplace; it is shaped by basic techniques such as open-ended questions, listening, empathy, and confidence. The relationship between effective communication and successful interpersonal relationships is affected by intervening variables (Nun,2015). 
Effective communication at the workplace could lead to good performance or productivity of employees, therefore employers need to gather resources, skills and knowledge to ensure there is effective communication within the workplace to sustain the business.
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