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1.0	Introduction
Communication is an essential function of human beings. Every now and then we do communicate. Communication can be described as the transmission of information. This could be in form of ideas, thoughts or emotions. Communication is very important for any relationship. According to Griffiths and Dunham (2015 p. 46), communication is the exchange of thoughts, information or idea that results in mutual understanding between two or more people. They noted that it involves a “process which usually require at least one sender, one receiver, and a message that is transmitted within a communication medium.”. However. It is important that for communication to be effective and meaningful, the receiver should be able understand the message transmitted by the transmitter.

From the definition, communication can take different forms. This could be verbal or non-verbal communication. Verbal communication is the most common form of communication such as in a workplace. For instance, where a team wants to carry out a task in a workplace, Griffiths and Dunham (2015) says that good exchange of verbal communication can make the team members understand the problems and manage the problems.  Morgan (2017) says that the richest and the most complete form of communication is face-to-face communication because it gives others the ability to see our body language and our facial expression. It can also give them the opportunity to understand our voice. 

Communication can also take different levels, depending on the situation. This can be interpersonal, intrapersonal, institutional, societal and group communication. Communication can also occur through different channels, such as television radio, emails, telephones among others. This medium helps to amplify our communication.

This work will give a report of communication within the workplace. This will be based on my   own real-life experiences and how well my employer in the organization where I work perform at communicating. This work report will also use my understanding of my know from of theories in communication to reach a conclusion on how, reach some firm conclusions as to how workplace communication and performance of employers can be improved.

2.0	Communication at Workplace
Communication in a workplace is essential. There are different communication styles that can be used in a workplace between employers and employee. It is very important to know which type of communication style an employer has it can guide an employee when communicating with his employers. These communication styles are Analytical communication; Personal communication; Intuitive communication and functional communication. 

2.1	Employer’s Communication in Workplace and my Personal Experience 
Employers in my workplace do not communicate effectively. Some of the reasons for this are that they do not create interpersonal relationship with their employees; They do not communicate in a clear and understandable manner; They do not make proper use of the communication channels in the work place; They do not have good feedback mechanism in place amongst others.
(a) Ineffective use of communication channels: I work in a transport industry as a customer sales representative, and part of my job description involves me constantly communicating with my manager or operating supervisor. This usually involves me using telephone, emails or social media channels like WhatsApp on a daily basis to resolve customer complaints, staff complaints or also make requests. I realized that my manager does not always reply his emails on time. He replies late, even in the case of emergencies. This problem also applies to telephone calls. Most of the times I have tried to reach him or my supervisor, it goes to voicemail and they do not call back to know the reason why I called.  Even in situations when they decide to respond, they sound in a rude and unapproachable manner which is contrary to telephone etiquettes in a workplace environment. This is not a good habit because it could affect communication between the employer and the employee, and this can also affect the productivity level of the employee in the organization negatively.

(b)  Unclear Communication: For communication to be effective it should be clear. The Listener should be able to understand clearly what the speaker is saying. Griffiths and Dunham (2015 p. 48) says that “meaningful communication takes place when the receiver accurately understands the message transmitted by the sender. This also applies to communication at workplace. Employers should be able to communicate their intention to their employees or their customers accurately so that they can be understood”. 
I observed that my supervisor does not always communicate what he wants me to do accurately. He usually skips the process of how the task can be achieved. He just goes straight to the type of result he wants to be achieved. This kind of communication is usually referred to as intuitive communicator. Sometimes this could result to a negative effect especially when the instruction or task is given us in a verbal method. My colleagues and I may find it difficult to decode the message on time, or at all. And in the end, we may achieve different goals or objective from what our employer required because of the unclear communication. 

(c)  Interpersonal Relationship: Forming good interpersonal relationship between an employer and employee or with customers can improve communication in a workplace. Pamela (2009) notes that there is a strong relationship between interpersonal relationship and communication. From my personal experience, when the employer forms an interpersonal relationship with their employees, this can increase trust level between them and can increase productivity and enhance communication level. I have experienced good interpersonal relationship with former employer in my former place of employment. However, in my current pace of work, most of the superiors there do not relate well with employees. They do not build interpersonal relationship with their employees. This is sometimes due to ego. They relate with us just as workers and nothing more. This sometimes does not give us the confidence and openness to effectively with them.

(d) Good Feedback Mechanism: My personal experience has shown me that good feedback mechanism in a workplace can enhance communication, especially for employers. Feedback in this context can help employers know how they are performing and whether there can be room for improvement. This makes feedback an important part of communication.  I have realized that there is no good feedback mechanism in place in my organization. The absence of this has created a communication gap between the employer and the employee. There are no platforms to assess how my employers or supervisors are relating with me and other employees. 

3.0	Recommendations on how employers can improve their communication at workplace.

(a) Effective use of Communication Channels
Employers can improve their communication skills at work better and effectively if they effectively make use of the communication channels a workplace - such as answering their telephone calls, replying to their emails. Also, employers need to have a good understanding of social media channels of communication such as WhatsApp, WeChat, Line Facebook Messenger etc as this can make communication at work faster especially in situations where the employee work remotely from the employers Morgan (2017, p.247)

Also, employers should ensure that when taking with their employees they should be polite and have a listening ear.

(b) Good use of communication skills (verbal and non-verbal).
It is very important that employers make effective use of communication skills when communicating with their employees. Quintanilla and Wahl (2017) noted that professionals should good make use of communication skills and improve on their ability to interpret other people’s messages. This is can applied to employers as it will give them the ability to understand what their employees whenever they are communicating, whether in a meeting or one-on-one conversation.

On the other hand, effective use of communication skills (Verbal and Non-verbal) is also important in a workplace environment for employees. Quintanilla and Wahl (2017 p. 80) while discussing the impact of verbal and non-verbal communication skills on different professions, especially for customer service and sales which is the role I currently work in the organisation,  noted that the success of the success and productivity of the sales person has a lot with their body posture and facial expression when relating with their customers. This rule can also be applied to employers when relating to their employees and also their customers.

(c) Employers Should Hold Regular Meetings with Employees
Employers can improve their communication skills in a workplace by ensuring that they constantly have regular meeting with their employers. Such meetings give the both the employer and the employee the opportunity to share their ideas, criticise things in the organization, give their feedback and also give them some sense of belonging in their organization. This is very important if employers want to keep their employees. When the does not exist, there is the possibility for a communication gap to exist between the employer and their employees. This can affect the organization overall performance because there might be no other opportunity for the employees to share their daily work experience or give feedback to their employees about a task. Therefore, it is important to take advantage of all opportunities to communicate. McDade (2013) observed that regular staff meetings can help an organization achieve its goals of having a strong work team where trust is earned through productive interaction.

(d) Improving Interpersonal Relationship
One of the ways employers can improve their communication in workplace is by having good personal relationship with their employees. As seen from my experience, good interpersonal relationship can improve communication at workplace. 
(e) Listening to Your Employees
Listening is an important part of communication. An employer can perform better at communication if they have good listening ability. Quintanilla and Wahl (2017 p.88) stated that “Effective listening can affect one’s relationship satisfaction and can be a determining factor in whether someone is an effective communication” 

4.0 Conclusion
Effective communication in workplace is important. Employers need to understand to how to communicate effectively. My experience over the years have shown that some employers do not know how to effectively communicate with their employees and their customers. This can have a negative consequence on their relationship with them which in turn can affect their performance. Thus, from the my personal experience and also from a theoretical point of view, employers communication at work place can be improved  if they adopt the following recommendation: they  should therefore have good listening ability; good feedback mechanism; create interpersonal relationship with their employees, hold regular meetings with employees, among others. 
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