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Introduction
To maintain the constant productivity and profitability, it is important for the organizations to have a proper communication channel which ensures sufficient information exchange between employees and management and if there is a communication gap between the management and employees, the workplace efficiency will not be maintained and the overall productivity of the organization will also be hampered. Workplace communication is a source of motivation for employees which refers to exchanging information, ideas, thoughts etc. between employees and management within the organization either it is verbal and non-verbal (Gilchrist, 2015). To assure workplace effectiveness, both verbal and non-verbal communication is encouraged in the workplace. Various communication models, types along with ways to improve workplace communication have been described in this report.














[bookmark: _Toc4504733]Description of how workplace communication and performance of employers can be improved based on real-life experience. 
[bookmark: _Toc4504734]1. Types of workplace communication: Poor communication in the workplace may lead to an organizational loss and inefficiency in the workplace and it should be ensured by the organization that right people get the right information at the right time (Wright, 2014). Three important communication types used in the workplace to improve employee performance according to the experience of my friend Alex who works in Unilever. 
Verbal communication: In verbal communication, intended messages are delivered by using words in the workplace such as written and oral communication are the two types of verbal communication. Written communication refers to the messages sent through written documents, email and other medium and in Unilever, messages are sent through email, text chats, SMS etc. as per reported by Alex and it is important for formal business communication and oral communication refers to the spoken words delivered through face to face, telephone, voice chat, video chat etc. It clarifies the ambiguity in the workplace regarding organizational goals and objectives and employees get the right messages from the organizations like Unilever and it stirs them to improve their performance. 
[image: C:\Users\FAQuraishin\Desktop\Capture.PNG]
Figure 1: Types of communication (Broca and Ferreira, 2015)
Non-verbal communication: Non-verbal communication carries the same weight as verbal communication in the workplace in many cases which refers to the wordless messages sent by management to employees and it is able to convey the right thoughts and information to the right people in the workplace (Bolotova, 2013). Physical non-verbal communication refers to the messages expressed by using body language, posture, eye contact, pointing finger, facial expression etc. and paralanguage is another non-verbal communication that is used in the Unilever by showing emotion, pitch, stress, intonation etc. and management uses this communication strategy to send information precisely. 
Visual communication: In visual communication, organizations like Unilever uses Graphs, charts, signs, typography, video presentation to convey the crucial issues of organization to employees and it helps them able to convey the company policies, goals, objectives etc. to their employees in the workplace and employees find it easy to work and improve the performance (Adair, 2009). 

[bookmark: _Toc4504735]2. Communication Models used by the concerned organization to ensure effective communication within the workplace
A visual representation where process is shown metaphorically and symbolically is called communication model and it helps both employees and management to understand the whole communication process and it also clarifies the complex process and make the process easy and simple for employees as Unilever uses it to encourage traditional thinking in the workplace which creates a bonding between management and employees. A communication model helps the employees within the organization to interpret the information. Various communication models that are used in Unilever to ensure workplace effectiveness commented by Alex are as follows. 
· Shannon Weaver Mathematical Model: A useful model of communication introduced by Shannon in 1948 in his article headlined “A Mathematical Theory of Communication” (Al-Fedaghi, 2012). The effectiveness of this model experienced by Alex while communicating in the Unilever and the concepts are as follows.
Explanation and use in the concerned organization to improve communication effectiveness: Sender (information source): The management of Unilever as per reported by Alex is the sender who prepares the messages and chooses the preferable channel to send it to the employees. The encoder (Transmitter) is engaged in the organization to converts the messages into signals sent by the management by using machine and medium used in the process is called channel (Al-Fedaghi, 2012). Then the Decoder (Receiver) again transfers the binary or signals into readable messages and either it can be a machine or a person who is basically translator here and the messages are sent to the people the information required to perform the task is basically the final receivers and feedback is replied by the receivers or employees of the organization like Unilever and Alex who is a worker of the organization found it very effective unless any disturbance happens due to environment and people in the channel which is identified as Noise by Shannon and weaver. Technical improvement of communication is ensured by using this model by Unilever and noise that occur in the information channel can be reduced.
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Figure 2: Shannon-weaver model (Bolotova, 2013)

· Berlo’s SMCR model of communication: For delivering effective communication in the workplace, this communication model is one of the best as per told by Alex which was experienced in the Unilever and in 1960, it Berlo introduced the SMCR model and he told that there are factors that affect individual components in communication which makes the communication more effective (Broca and Ferreira, 2015). Components are as follows.
S-Sender: In this case, the organization itself the originator of the message who sends the messages to the receiver and Management of Unilever is the apparent sender of the messages to its employees to convey the crucial information regarding corporate goals and objectives and factors that affect the communication here are communication skill, attitude, knowledge, and culture of the sender which ensures an effective communication. 
      [image: https://www.communicationtheory.org/wp-content/uploads/2010/01/berlos-smcr-model-of-communication-picture.jpg]
Figure 3: Berlo’s Communication model (Krauss and Weinheimer, 2012)
M-Message: the information sent by the sender or the management of Unilever which is in the form of video, audio, text, recording and other media and factors ensuring the effective messages are content, elements, treatment, code and structure and existing of these factors make sure that messages are effectively transferred and communicated in the workplace (Broca and Ferreira, 2015). 
C-Channel: The medium that management of organizations like Unilever uses to convey their messages is called Channel and the presence of factors like hearing, seeing, touching, smelling and tasting etc. and the employees of the Unilever receive the message by hearing, receive non-verbal messages by seeing, communication happens by touching hands also, and even smelling and tasting help the get messages in the communication process (Broca and Ferreira, 2015).
R-receiver: The employees like Alex who are recipients of the messages is called receiver and to make the communication effective, listener needs to have good listening and communication skills, attitude, knowledge etc. and it helps the management transfer the right messages to the right people. 
· Schramm Model of communication: It was developed by Schramm to ensure effective communication in the workplace which boost employee performance is a two-way street communication like the and the parties like sender and receiver play an active role to transfer the messages.
Explanation and practice: The party that creates the message is called sender and in the case of Alex organization management of Unilever is the sender and both sender and receiver (Alex) interpret the messages by giving feedback and the communication efficiency is hampered when semantic noise happens during decoding and interpretation may deviate the message and receiver may get the wrong messages (Schramm, 2013). In the eyes of many who have experienced this communication, the model tells that effective communication can easily be ensured by exercising it in the workplace which accelerates the rhythm of employees.
    [image: https://www.communicationtheory.org/wp-content/uploads/2010/01/Osgood-Schramm-model-of-communication1.jpg]
Figure 4: Schramm model (GARON, 2011)
By using this model, the flow of information within the workplace can easily be ensured and helps the organization like Unilever to create a good communication framework to deliver important messages to its employees like Alex and when constant and right information is sent to the employees, they get motivated to increase their performance which ultimately helps the organizations like Unilever to improve the workplace efficiency. 

[bookmark: _Toc4504736]3. Ways to improve workplace communication and employee performance
The effective communication smooths the work life of both the organization and its employees and the employee-management relationship is not supposed to thrive in the workplace without an effective and open communication (Gayeski, 2016). Many think that the quality of business can be summed up by how well its management is having a good relationship with employees in the workplace and the absence of communication may come worse for the organization. Some methods to improve communication in the workplace and improve employee performance experienced by Alex. 
Check in with employees regularly and give undivided attention: Organization like Unilever maintains regular contact with employees and it can be either though in person or online and Alex who is an employee of Unilever tells that management to discuss their thoughts with employees along with tasks, projects and every employee is given the same attention and importance which motivate them to work relentlessly for the betterment of the organization (John Hay, 2010). 
Make internal documents easily available: It is important for organizations like Unilever to make all the information and documents available for their employees and according to Alex, Unilever tries to ensure that employees have the documents to work better and remove confusion regarding organizational purposes and goals and any complexity in delivering documents can create a communication chaos which leads to workplace inefficiency and so all the necessary information must available for eth employees to increase the employees performance and workplace productivity (GARON, 2011).  
Implement social intranet software: A social intranet software is installed by organizations like Unilever to ensure a constant and smooth communication within the workplace and it features an employee communication platform which helps retrieval of old conversations had by employees and management, and it also encourages a judgment-free workplace environment which motivates employees to give their best and they can work without interruption (Belbin, 2012).
Have “an open door” policy and take time to listen: During conversation, management should avoid pausing and monopolizing and takes time to listen what employees think about and considers the issues raised by employees and Unilever gives scope and time to its employees for raising the important issues related to communication in the workplace (Hu and Schneider, 2017). By adopting open door policy by an organization like Unilever encourages employees to take any point to the eye of management regarding internal workplace communication which motivates employees to work with full effort and to increase organizational productivity as per reported by Alex.  
Take employee feedback and Create an internal language: Employee feedback may help the organization like Unilever to pave way for a smooth communication process within the workplace and listen to what employees are an important way to improve the existing communication. Various acronyms and symbols can be used by both management and employees within the workplace to communicate information and it may make the communication interesting and jovial for employees which stir their motivation and performance. 
Discourage one-way communication: One-way communication or top-down approach of communication may interrupt the messages because employees are ineffective in this kind of communication. For controlling it may be good but to have employees’ views regarding business-related issues tow-street communication would be important and effective what Unilever is following and they have full focus on what employees are talking and it helps to ensure a good communication system in the workplace and instigate employee motivation.
Follow up notes and expectations: Employees are encouraged to take follow up notes precisely by Unilever during the meeting because it is difficult to catch everything that is discussed in the meeting and share and discuss it with the management subsequently to establish a better communication system in the workplace. Employees share the views on follow up notes and know their expectations regarding communication system and how it can be improved to increase workplace efficiency. Another way to stir the employee motivation is followed by Unilever told by Alex which helps employees to improve their performance along with the overall organizational productivity (Ercegovac, 2008). 

[bookmark: _Toc4504737]Conclusion
Any organization not giving importance to its workplace communication system is destined to fail and cannot ensure workplace efficiency and will also fail to encourage their employees as well. Like Unilever, every organization should focus on transferring the right information to the employees by using right communication model and channels which help the organization be able to thrive employee performance in the workplace and organization will be able to achieve efficiency through ensuring effective communication (Wright, 2014).  
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