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Introduction
In this report I will be discussing the communication within the workplace by applying relevant theory to workplace examples. I will be discussing how well employers communicate with their employees. I am aiming to describe methods in which workplace communication and performance of employees can be improved.
There are two main types of communication carried out within a company; internal communication and external communication. Internal communication is between the company and its stakeholders (which includes employees, shareholders, suppliers, etc.) and external communication which between the company and individuals or groups outside the company for example the government or consumers.
Corporate Communication is the process of how a company/organisation communicates within itself (internally) and to members of the community or anyone outside the business such as potential customers. Internal communication can include when the firm/organisation is giving out instructions to its employees to make sure everyone in the company is on the same wave length and working towards the same aims and objectives.
In this report I will be focusing on internal communication as we are discussing how well employers communicate with their employees to improve workplace communication and performance.
Internal communication is very important to the success of a company. The relationship between an employer and employee is directly linked to company’s overall productivity therefore it is important for effective communication to occur between these 2 parties.
[bookmark: _GoBack]Communicating with employees is vital to managing people as this can establish and maintain effective lines of communication which can help a business in many ways. Effective communication between employee and employer can help motivate their staff, help deliver quality customer service and produce a strong team of workers who are aware of what is expected of them. (“Excellence in Business Communication”; John V. Thill, Courtland L. Bovee; 1991)
As a business grows and expands they will have to deal with unplanned change along with planned change therefore the ability of the business to successfully navigate can rely on whether employees know employer expectation and understand the business and its aims.
Communication actively encourages employee dedication to the company. Employees can be motivated through regular talks among employers and employees in which the employers can let them know how valued the employee is to them and how valuable they are in this team. If the employer can express to their employees how important their input is to the company they will feel a sense of responsibility to make the company meet its goals and objectives and takes it upon themselves to work towards the success of the company.
A common occurrence in an organisation when employees overlook the importance of their employees. Maintaining an open line of communication allows employees to provide useful information that they have to employers as employees get information directly from the consumers are they are constantly immersed in doing “field work” as they are linked directly to the consumers therefore they would have a better idea of customer trends and changes among the consumers. The feedbacks they receive from customers if relayed to the employer make a significant difference to the success of a business.
Employers communicate with employees in many forms such as internal newsletters, bulletin boards, intranet and regular emails back and forth between employee and employer. An important aspect of communication that employers often seem to forget is that communication involves two parties therefore the employers have to listen to the employees as well as the employees listening to the employers for example it is important for a company to also tell the employees what they plan to do with the information they gathered from them.
Communication can be more easily performed within a well-structured company. In order to have a well orchestrated and well informed business team employees and employers should be in constant communication which makes it a full time duty. As a result of this the company would have a stronger structure. This is why business should always focus on maintaining an effective and frequent communication with the employees.
Ways in which employers communicate with employees:-
Employers can communicate with employees in multiple ways and it is important for them to keep that in mind that no matter how big the company is. If an employer at a large company meets and talks directly to its employees, this might even have a larger effect than an employer of a smaller company which is why it is important for a large employer to meet directly with its employees to get their input and discuss the plans they have for the particular branch they work at. (“https://www.entrep-reneur.com/article/248757 “; 5 Ways to Effectively Communicate with Employees; Entreprenuer.com; 2015)
Some ways through which employers communicate with employees are	
Meetings
Gathering staff into a room focuses attention and forces employees to listen.  However, it is important to ensure that their attention is kept throughout the conference which can be done by avoiding managerial monologues that lasts for hours. In Sainsbury’s the managers try to involve the staff and allow them to give their feedback on how the company is running at the moment. This makes the meeting a two way process where their input is necessary even if it is just asking them to answer simple questions. The manager at Eastham Sainsbury’s believe that taking an additional 15 minutes at meetings create a platform for the staff to raise concerns which can then allow the manager to resolve an improve employee satisfaction.
Face to Face
Face to face communication in my opinion is the most underrated as this allows for the higher ups to assess each employee and also works as a reassurance tool to show how important they are to the company. Meeting them directly and asking them for their outlook allows employers to create a friendly relationship with their employees rather than a strictly formal relationship that exists in most establishments.


Email
Email is the cheapest and simplest form of modern communication however a disadvantage to this is the lack of nonverbal cues such as expressions and gestures. Unlike the telephone however email allows for relaying content that is precise and to the point which makes it best way of conveying orders or sending tasks for employees.
Email can also be used to carry out weekly correspondences where the employee is informed about the current status of the company and what they have to do to achieve their aims and objectives. In the weekly correspondence the employee can be given a questionnaire or a survey to fill in on their experience that week and what went well as well as what they think could’ve gone better. This would be vital to execute holiday sales.
Bulletin Boards
Bulletin Boards are a great place to leave instructions or to do lists or weekly objectives. When I was working at Tesco for work experience managers used to leave notes on the board every morning which we would write down and carry out through the day along with our regular tasks. For e.g. the board would have tasks such as “Move Cocoa Puffs from the bottom shelf to the top shelf and replace the bottom shelf with Cheerios”. This would be a task directly influenced by the employees as from their ‘field work’ they noticed that Cocoa Puffs are more popular than Cheerios therefore it would be ideal for them to moved to a more easily noticeable shelf.
Intranet
Intranet is a restricted computer network controlled by and reserved for a single organisation. It acts as a corporation’s private network to send information back and forth securely which reduces risk of data being intercepted by hackers, phishers or other fraudulent individuals. They tend to have their own physical infrastructure such as local servers that stores all the information sent through the employee/employer emails or valuable data which would be separate from the internet.
Colleges always use some form of intranet to store student information as well communicate between different departments and staff members.  An intranet is useful for employee communication as it will allow for the creation of network folders which contains files that multiple employees can access at the same time. Intranets would also have offline website which are only accessible if you are on site which allows companies to test functionality before going live. One of my friends who I interviewed for this report works at Kodak as a Web Analyst and her job involves making changes on the site and monitoring patterns or trends in the traffic flow and then reporting it to the company through an internal reporting system. 
Another use for intranet is to communicate between employers and employees is through instant messaging software or an internal email service which can be used to send messages directly to employers which would be separate from their usual email. Employers can give the employee emails priority to ensure that they receive a reply in a reasonable amount of time. 


Internal News Letters nowadays are usually sent over Email to save on paper and reduce costs
Internal news letters are a method of one way communication that can be sent out to employees from employers. They can carry different types of information such as the company’s targets, its progress, current status of its shares, their turnover, etc. It could also contain trivial facts to create an informal friendly relationship between workers such as who worked the most hours or which branch is performing the highest, etc. 
Employees want newsletters because they would want to be well informed about the company. Newsletters provide the employees with a ‘line of sight’ across the organisation and aide the employees with took and information increase job productivity.
Newsletters can be used to reduce information overload by using employee data and specific content targeting the employers can produce personalised newsletters which contains only the information and news they need.
It can feature multimedia such as videos which can offer an array of content such as images, podcasts and graphics which can make the news letter more engaging. (Ten reasons why employee newsletters matter; https://www.poppulo.com/blog/ten-reasons-employee-newsletters-matter/; Denise Cox; 2014)
 Using the intranet along with your email software to send out these newsletters by recording opens and clicks, articles that people were most interested in can help the employer shape the content and improve newsletter performance with every issue. 
Conclusion
With these different types of proper communication, there will be a huge difference in their coordination while working with people, the managers will give proper instructions to the employers and the employers will show their best skills by working hard, for consequence the management team will give a good feedback to how the employers are working. These types of communication skill will improve in time with the team and it will give better results.
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