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Introduction.

The workplace is an environment where a large percentage of people are spending significant portions of their time. In fact, 25 million workers(in USA)  reported spending at least 49 hours a week at work, (Schabner, 2013) and I presume similar numbers for the UK. Having effective communication in the workplace is thus becoming increasingly important. Not just to improve business practices, but to improve the quality of both employer and   employee satisfaction. The success of workplace practices is determined by making effective interpersonal communication a priority.
 In the modern workplace, team performance is the top  priority rather than  individual performance of an employee in the business environment. Therefore, the organisation policies, norms, legal practices and work culture have been changed to a large extent. Effective and flawless communication among all the team members has been given so much importance every business manager is seeking for implementation of effective communication strategies with the help of latest technology. Communicating effectively promotes synergy thereby increasing productivity of the team over and above the individual contributions. Therefore, this study is going to discuss how well employers perform at communicating with their employees  from my own experience .Using my findings and several relevant theories recommendations will be made on how workplace communications and performance of employers can be improved. 


My Real Life Experiences.

Communication is an exchange of information, ideas and feelings, whether by speaking, writing, signals or behaviours. Sending or receiving information, ideas and feelings with others, they are not only using spoken or written communication but also nonverbal communication. Workplace communication is  interpersonal  within the pyramid of communication (University of Amsterdam, n.d.) which means communicating with one or more persons.
Work experiences came for me firstly as a supermarket shelf stacker at the defunct retail company, Safeways, then as a cleaner to supervisor and then a Manager at Sunset Cleaning Systems Ltd. I then worked as a private hire driver before settling in my present position of running my own School Bus service to private schools. There is a range of workplace communication I have experienced in the different industries. 

The workplace environment at Safeways was working in the produce department under a departmental manager and having to interact with several other departments in the store as well as reporting to the overall store manager. The main communications in this job was verbal and non-verbal through training sessions, work briefings and instructions as it was before the proliferation of mobile phones. We had work schedules and rota posted on the noticeboard with the only emergency contact through our home telephone. A clear recollection was the assertive way Paul Connor, my department manager, shouted out instructions daily and he seemed to be always under stress. His style was not well received by my colleagues but he was deemed effective as the departmental sales and  performance were excellent. I also remember the coded message that can be sent over the tannoy system of the store by any member of staff who spotted a shoplifter on any customer that walks out without paying. It was “customer service 100 please come to the checkout” and the response was not one but a number of the staff rushing to the front entrance.

Working as minicab driver presented a different environment where you spent most of your time in your car and only went to the office to hand in your account sheets to be reprimanded.
Communication between the driver and the controller was over the radio fitted in the vehicle. There was also verbal written communication in the form of company rules and regulations given out when you start with the company. This contrasts  with the modern day private hire driver who gets job dispatched to him through his smart phone via a dispatch system that can track the vehicle location and thereby give the job to the nearest driver to the pickup. Uber is an example of such company for whom I currently work part-time because of their flexibility through technology. Finally, my current workplace is as a boss of a private minibus company employing up to five drivers depending on business level to  drive  a fleet of minibuses to various private schools. My main communication mode to the drivers is via their smart phones once the recruitment  and training process has been undergone.

Theories and Research on Workplace Communication.

Communication is quite complex and there has been many books written and extensive research done on the subject. The Shannon and Weaver model of communication (UOIT, n.d.) is one such theory which list eight variables that interplay. They are the source, the encoder, the message, the channel, the noise, the decoder, the receiver and the feedback.
The Source or the sender (Maund, 2017) can be an individual or a group that has a reason to communicate an idea or a message. The Encoder will transform the concept into a format that will reach the audience who needs to interpret it. The message is the information being communicated from the transmitter to receiver wether or not it is intelligible. The Channel is the route that the message takes to reach the receiver which can be verbal, written, electronic, audio, video or many other forms. Noise is a form of interference or distortion that can modify the message in a way the message becomes misconstrued. This can be physical, semantic, pragmatic or rhetorical. The Decoder deciphers the information in the form the receiver understands which is a reverse of the process of encoding. The Receiver is the receipient of the message and the Feedback is the crucial stage where the receiver tells the sender that he or she receives the message and interprets it accurately. It is crucial because it is the only way to know wether the communication was effective the process then becomes cyclical as retransmission may be required if message is not received as sent. The advent of the internet has revolutionised the feedback process in modern  digital communications especially for distance learning.

The channel or the transmission medium (Maund, 2017) can be face-to-face conversation, or any number of electronic transmission media like computers and smart phones. Communication is only meaningful when the receiver accurately understands the message from the sender. There are many aspects to achieving this meaningful communication through verbal and non-verbal communication, posturing, active listening and virtual communication especially in the modern workplace using technology.  Verbal statements is the most common way individuals communicate with each other in the workplace. A team member may be communicating a message at face value or have hidden implications or meanings. Wheeelan and her associates (Maund, 2017) have developed a classification system called the Group Development Observation System(GDOS) as a way of  analysing verbal interactions among group members to which 85%-95% of observers agree.
While verbal communication is taking place an eually  important process of non-verbal cues takes place concurrently such as eye contact, smiling, nervous gestures which helps the listeners to interpret the meaning behind the words being spoken. The keys to excellence in verbal and non-verbal communication is to use the KEYS strategies by assessing what seems to be the most effective non-verbal cues and which ones appear to create negative perceptions.
Know yourself; Evaluate the professional context; Your communication interaction with others and Step back and reflect are the KEYS strategies.
Finally the most important aspect of workplace communication is active listening which also uses the KEYS  strategy. Infact, many Fortune 500 companies in the USA (Maund, 2017, pp. 98-99) and many manager training programs identify listening as one of the most important skills in the workplace. Nelson and Heeney (1984) explains that a truly competent listener goes beyond hearing; listening includes comprehending meaning, analysing relationships, interpreting impressions and evaluating content.

Analysis.

Study of Harvard Business Review 
According to the Harvard Business Review, it has been highlighted that in the recent era of technology and its adoption rate in the modern business effective communication among the co-workers   has been raised by more than 50% in last two decades. Moreover, managers of several firms have been spending more than 80% of their crucial time to develop collaborative activities among their employee groups (Cardon, 2015, p. 273)  The activities such as making interaction with the clients via email message and phone calls have been increased by a huge amount. In addition to that, these interaction practices have also been developed in the internal environment of the firm in order to create excellent communication culture. In addition to that, an introduction of the employee feedback system can help the organisation to develop an more effective communication  within a firm. With this employee feedback system, each individual employee can share personal opinion among the group that can create an innovative idea to accomplish the listed task with more accuracy.
Furthermore, from the HBR study, it has further been seen that with just 2-3% of more employee engagement the value-added contribution has been raised by more than 35% (Jackson, 2015, p. 350) Therefore, it has been found from the study report of HBR that with improved employee collaboration by developing an effective communicative culture within the firm it can be possible to increase the productivity by a huge percentage. Therefore, it can be said that effective communication practice within the organisation has the potential to drive the firm towards achieving a good amount of productivity. Which means the purpose of developing effective communication culture within the firm is to increase the company's productivity. An effective collaboration among the employees can help encourage each professional of the organisation to share their personal experiences and innovative ideas among the group. Hence sharing personal ideas and opinions have helped  the firm to achieve business success as they can deliver creative thoughts and enhanced products and services to the market by this great employee collaboration (Charlier, 2016) 

Recommendations.
As a boss, you are constantly advising, informing, explaining, discussing, reviewing, counseling, guiding, suggesting, persuading, convincing, coaching, humoring, and responding. Employees seek and deserve a boss who is open, accessible, and responsive. By having frequent direct contact with your employees, listening to what they say, and having honest two-way communication with them, you are far more likely to be the boss they deserve, respect, and trust. And you are far more likely to identify issues before they become problems, and solve problems before they become crises.

Employee collaboration can be enhanced with the help of efficient communication practice and this efficient communication can be developed by improving the one-on-one interaction level, by encouraging two-way feedback practice, by giving appreciation to the excellent performance, developing proper communication platform using latest technology, promoting good collaboration and communication practice within the firm and by implementing various team building activities. By developing open-door policies for addressing any issues can help to develop good collaborative culture as all the employees are feeling comfortable to discuss their personal issues related to the workplace with the managers and hence a positive work environment has been developed.
A crucial key to effective communication is to give keen interest to the voice of others. This culture can create a quick and effective solution to any particular issue by sharing of individual opinion among the group. Additionally, a building of a good listening policy is helping to engage all the employees towards the specified project and hence the motivation level of the employees can be increased by this policy. In addition to that, a well-defined communication policy can be helpful to develop structural rules within the organisation and it becomes easy for the employees to adhere to the policies. Implementation of well-defined rules can help the employees to respond to any of the information positively and the management can expect desired outcomes from the team. Thereby, the communication rules and policies need to be maintained by all level of the employees from the top management level to the other level of the team. By following specific communication rules within the organisation the leaders can set an example to the lower level employees and hence promoting to have an excellent communication practice inside the organisation.  Additionally, it is also important to get feedback from the employees in order to evaluate their level of understanding and  to view their personal innovative ideas.
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