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Introduction
Workplace communication is very important to companies because it allows companies to be productive and operate effectively. Employees can experience an increase in morale, productivity and commitment if they are able to communicate up and down the communication chain in an organization. Workplace communication is the transmitting of information between one people or group and another person or group in an organization. It can include emails, text messages, voicemails, notes, etc.
Definition
Communication is sharing information between two or more individuals, the act of conveying information. Communication has so many components, and failing to communicate in the workplace effectively is commonplace.
Effective communication requires all components of a communication interworking perfectly for “shared meaning,” my favourite definition of communication. It is of particular importance when questions are asked and answered.
Components in Communication
There are five components to any communication and a sixth that is the overall environment of the workplace in which the communication takes place. The components of communication are:
· The individual sending the message. The sender must present the message clearly and with enough detail so that the receiver shares meaning with the sender.
· The context for the message. The context is how the message is delivered by the sender of the message. Context involves nonverbal communication such as gestures, body language, facial expressions, and elements such as tone of voice. Most of the context for a message is only available when the receiver can see and hear the message sender. Email and IM emoticons, for example, are a poor substitution as the sender formulates them without input from the receiver.

Another piece of the context is the emotions that are involved in the communication circle. Is the sender angry? Is the receiver indifferent to the content of the communication or disdainful of the sender? Normal human emotions affect whether a message is successfully shared.
· The person receiving the message. The receiver must listen carefully and intently, ask questions for clarity, and paraphrase to ascertain that the receiver shares meaning with the sender. If the receiver trusts the sender, the chances for effective communication increase.
· The delivery method you choose. The delivery method should be selected based on the medium most effective to convey the meaning of the message. Since communication methods are so diverse since the dawn of computers and mobile devices, decisions about the delivery method have become more complex. The delivery method must suit the communication needs of both the sender and the receiver.

Communication methods include verbal communication, instant messages (IM), email, letters, signs, posters, videos, screenshots, telephones, notes, forms, written documents, and more. These methods will continue to expand, and employee expectations for instant communication about everything having to do with their work will continue to grow.
· In-person communication has increased in importance especially for organizational information that might call for change, provide employee recognition, or allow for on-the-spot questions. In-person communication is also favoured because employees have access to the component, context.
· The content of the message. The content of the message should be clear and presented and described in enough detail to obtain understanding from the receiver. If the message content resonates and connects, on some level, with the already-held beliefs of the receiver, it is most effective.
Global Business
With global business transactions continually increasing, the need for effective communication to meet global demands is also increasing. Managers and employees must know how to effectively communicate with the company's international counterparts. The difference in cultures requires managers to understand terms commonly used in America that another culture finds offensive. Companies that prepare workers to excel with verbal and nonverbal communications skills find it easier to enter into global marketplaces than companies that do not prepare its employees. Effective communication is important for businesses looking to expand beyond its domestic borders.
Team Building
Effective communication in the workplace helps employees and managers form highly efficient teams. Employees are able to trust each other and management. Effective communication reduces unnecessary competition within departments and helps employees work together harmoniously. The result of a team that works together is high productivity, integrity and responsibility. Employees know their roles on the team and know they are valued. Managers are able to correct employees' mistakes without creating a hostile work environment. A manager who openly communicates with his subordinates can foster positive relationships that benefit the company as a whole.
Employee Morale
An improvement in employee morale can result from effective communication. Although pay is a concern for many workers, it is not their only concern. Employees appreciate good communication coming from management. It produces a healthy work environment. When employees are satisfied with their jobs, they are able to efficiently perform their duties with a positive attitude. Failing to communicate effectively in a workplace leads to frustration and confusion among employees. However, managers can alleviate such problems by keeping the lines of communication open.
Workplace communication improves worker productivity
 Research shows that effective lateral and work group communication leads to an improvement in overall company performance1. It has also been discovered that employees who were graded as highest in work productivity had received the most effective communication from their superiors1. Furthermore, the EY Australian Productivity PulseTM, found a strong link between organisations who were communicating effectively and the productivity ratings of their people. 
Workplace communication can also have a positive effect on absenteeism and turnover rates
 Communication flow is very important to workers. Employees need to feel secure that they are receiving truthful and updated information from superiors. They also want to have the ability to share ideas, thoughts and concerns within the company. Studies have shown that even after a period of downsizing, companies that have excellent communication are able to retain the surviving employees.

How Motivation Theories Impact the Workplace
There are different theories about what constitutes and creates workplace motivation in employees. Take a look at three popular motivation theories that are summarised here, devised by: Maslow, Herzberg and Emmet. 
Maslow
[image: http://www.practical-management-skills.com/images/maslow.jpg]
Maslow believed that the needs of an individual could be expressed in the form of a hierarchy of needs or a pyramid. This theory of motivation can be applied to the workplace as well as other scenarios.
Maslow felt that the most basic needs were physiological. Unless an individual has food and shelter, Maslow believed it was pointless trying to motivate them at a higher level. The same applies in the workplace; if employees are not comfortable in their work environment, then motivation at a higher level will be difficult.
Once this need is met, the employee is then motivated to gain a sense of security. In a difficult economic climate, do you as a manager keep your employees sufficiently informed of their job prospects, or is there a heavy reliance on the grapevine?
When a job is felt to be reasonably secure, the employee is next motivated by social aspects. Do you foster a good working atmosphere in your workplace? Is there a strong sense of teamwork? Do employees communicate in lots of different ways?
When a good social network is in place, the employee then looks for a feeling of self-esteem. When your employees do a good job, is it noticed? Do you have reward systems in place? Do you give lots of positive feedback?
And finally, when all the other factors are in place, the employee is looking for self-fulfilment. Do your employees have opportunities to learn and grow at work? Do you provide training opportunities; work on project teams, job transfers?
Herzberg
Herzberg came up with one of the more popular motivation theories. He felt that certain conditions, or 'hygiene factors', had to be in place for employees to be satisfied, but these did not necessarily motivate the employees.
Herzberg came up with one of the more popular motivation theories. He felt that certain conditions, or 'hygiene factors', had to be in place for employees to be satisfied, but these did not necessarily motivate the employees.
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For example, if an employee is working below the minimum wage, it is not likely that he/she will be motivated until a perceived fair rate of pay is given. At the same time, if an employee is well paid, Herzberg believed that a pay rise would not have a lasting motivational effect.
Herzberg suggested that once the hygiene factors were met, employers should focus on recognising the achievements of the employee and providing opportunities to learn and grow. So the motivation theories of Maslow and Herzberg were similar in this regard.
Emmet
Emmet believed that in order to motivate employees, they need the following:
· To be proud of their company
· To do their best
· To learn
· To be recognised and respected
· To enjoy work
If you think about what motivates you at work, it is very likely that your staff are motivated in similar ways.
 Expectancy Theory
Expectancy Theory proposes that people will choose how to behave depending on the outcomes they expect as a result of their behaviour. In other words, we decide what to do base on what we expect the outcome to be. At work, it might be that we work longer hours because we expect a pay rise.
However, Expectancy Theory also suggests that the process by which we decide our behaviours is also influenced by how likely we perceive those rewards to be. In this instance, workers may be more likely to work harder if they had been promised a pay rise (and thus perceived that outcome as very likely) than if they had only assumed they might get one (and perceived the outcome as possible but not likely)
Expectancy Theory is based on three elements:
1. Expectancy – the belief that your effort will result in your desired goal. This is based on your past experience, your self-confidence and how difficult you think the goal is to achieve.
2. Instrumentality – the belief that you will receive a reward if you meet performance expectations.
3. Valence – the value you place on the reward.
Therefore, according to Expectancy Theory, people are most motivated if they believe that they will receive a desired reward if they hit an achievable target. They are least motivated if they don’t want the reward or they don’t believe that their efforts will result in the reward.
How to apply it to the workplace
The key here is to set achievable goals for your employees and provide rewards that they actually want.
Rewards don’t have to come in the form of pay rises, bonuses or all-expenses paid nights out (although I find these are usually welcomed!) Praise, opportunities for progression and “employee of the month” style rewards can all go a long way in motivating your employees.
Conclusion
The communication is also very important within organizations. It is not possible to carry out the teamwork without good communication. And it’s not just to avoid misunderstandings, but to maximize the potential of team members and achieve targets. Much of the problems, both within organizations and in personal life, are linked to inefficiencies to express and relate to others. It helps to exercise leadership influence through communicating objectives, policies, rules and procedures of an organization and also to communicate the necessary information to workers
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