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Conclusion:
Communication which means an exchange of information between two individuals or group of individuals (Harvey, 2002)  unequivocally, such communication cannot be productive unless it is honest. Furthermore, communication has a two way responsibility to be clearly said, understood and response. (Papa, 2017) I can be verbal, non-verbal or other visual representation, so this report is centred on effective workplace communication especially how it relates to the employers, the employees, and how it can be improved.


Style of Communication
There are different styles of communication preferred by different managers in workplace, according to (Brenner, n.d.) So, it is pertinent for a good communicator to realize that communication is about the other person, therefore, there is need for employees to know the boss preferred style of communication. There are managers who prefer to communicate in writing, telephone, email, verbal or nonverbal, for instance, in a workplace where a department manager prefers written communication rather than other forms, there is need for the staff to be used to it.

Seriousness and Confidence.
To ensure a good communication in workplace, there is need to display seriousness and confidence according to (Belonwu, 2013) and lacking the quality of confidence while communicating as a team player, can make the communicator be treated without respect for example, a communicator has no confidence if the views are not clear or not willing to rise to the occasion in case of question (Campbell, 2016). It is without doubt that every poor communication is because of lack of confidence and this is dangerous to team spirit in a workplace.
Ability to listen to team members
It is very important to listen to team members for effective communication flow in a workplace, since communication has a two-way flow with reference to (Belonwu, 2013) and absence of communication because of poor listening can severely affect production. So, listening more than speaking is a useful factor to influence a good communication in workplace (Doyle, 2017) In comparison, the one who listens to the members of the team will always have a better picture of any communication than the one talks more than listening. 

Perception
The way someone is perceived can determine how the communication flows, so, there is need to avoid incorrect judgement or prejudice according to (Harvey, 2002). The way you think is capable of creating your world according to (Anon., 2018) This can be a serious issue in any workplace where someone is judged wrongly by the employer or fellow employee  because of race or sex, though, clarity and readiness to face challenge plays an important role to improve communication in workplace (Ccmpbell, 2016) 

Poor appreciation
This is a very bad employer’s communication problem that affects both the employees and a workplace according to (West, n.d.) When an employee is not appreciated, the consequence can severely affect the productivity of the company and whatever good work rewarded leads to a repeat of work well done (Jones, n.d.).  Appreciation can be shown in several ways but the simplest is communicating satisfaction to the employee when necessary.

Team identification.
The improvement of communication within a team starts by clarifying who belongs to that team , out of 120 surveyed, unfortunately, less than 10 were able to identify their teams respectively (Kline, 2017) After identifying the members of a team, it is necessary to clarify their duties to enable the team players know who to rely on in terms of communication, for instance, in Medway hospital Kent, there is a staffing board that shows the number of medical staff on a ward in a day and the team they belong and this creates a very good communication line among staff members.
Leading by example
Team players of any workplace are likely to engage in a good and healthy communication if it involves   the team leader according to (Harvey, 2002) Therefore, it is necessary for the employer to model the communication style that is desirable by the employees, for example an employer who is not time conscious is indirectly suggesting that it does not matter if the employees are habitual late comers.  Additionally, enhancing a workplace communication can increase productivity and the bottom line of the company.
Information platform
It is important for an employer to provide a platform where employees can share a feedback based on their work experience (Kline, 2017) This keeps the team members in touch and practically reducing the possibility of relying on email or meetings to share their views which can be time consuming, for example, the operational system of ‘Accident and Emergency’ unit of Medway hospital Kent, united kingdom requires that patients should be given ‘Questionnaire’ form to fill and submit before finally leaving  the hospital and the feedback  helps the management to improve services, though, not all  feedback is being considered.
Empathy
Empathy that simply means the ability to understand and share the feelings of another is very crucial especially in interpersonal relationship between the employees and the employers. It is pertinent to believe that an employer sometimes can be under pressure that results in pardonable wrong approach against an employee, so, It is not a good idea to show an open disagreement with an employer or fellow employees, therefore, there is need to value their views (Doyle, 2017). This is a way of showing an ability to listen and saying a word like ‘It is alright’ shows that their opinions are valued, for instance, in a company where four people belong to a team and one of them has a different opinion to an issue, it is necessary to show respect to that view point even though it might not be considered.
Transparency and conscienceless
There is no need of talking too much or mumbling during communication, therefore, it is important to convey messages in few words (Doyle, 2017). This will help the listener to know clearly what is being communicated. There was an incidence two years ago in saint Bath hospital London where a registered nurse failed to communicate clearly to a doctor regarding a patient who needed an urgent attention, and this resulted in fatality, so, the best method of engaging the audience in transparent and concise communication is to think of what to say before saying it and every issue raised will be handled.
Staying calm and keeping emotion in check.
Even when an employee is not happy because of frustration and anger, there will still be a good result from the boss if the employee is calm (Green, 2013). If a boss can count on an employee, there will be chances of credible reference that will go a long way to help in future dealing. In most countries, references by employers play a pivotal role in the case of new job search, so a credible reference by an employer will always be an added advantage during a job interview.
Maintain an open-door policy
An open-door policy is not just physically opening the door but it means a policy that allows both employers and employees to freely interact with each other (Rampton, 2017) though, this kind of interaction must be limited to avoid unwanted personal approach which means it could be restricted to issues concerning the job prospect. This is a strong way of building a communication line that helps both the employers and the employees get feedback from each other.
Non-verbal communication
Body language, eye contact and tone are significant factors through which communication can be understood (Doyle, 2017) Having a good tone or facial demeanour makes one appear approachable and this will persuade fellow employees to confidently open a communication line. It is being noted that 93% of communication is non-verbal (Heathfield, 2017).It is possible to determine your views or feelings to an issue through non-verbal communication. Voices or words can be controlled but body language, especially, facial demeanour can give you away. No matter one’s position at work, there is need to improve on the ability to understand non-verbal communication as this helps in timing and moment of approaching a fellow worker.
Building a team
Employees and managers can form efficient team through effective communication thereby trusting each other and management. Due to a good communication within a workplace there will be no competition among employees (Johnson, n.d.) Effective communication unites the employees and this can increase productivity. It is very easy for managers to correct the employees without problem because of effective communication and Managers can foster a good relationship among the staff members through effective communication.
Morale of the Employees.
Effective communication can give rise to improvement of employees’ morale even though; worker’s pay is considerable but not the main issue (Johnson, n.d.). It is without doubt that effective communication from the management can give rise to a good atmosphere within the work environment thereby encouraging employees’ positive attitude and efficiency, for example, there was an incidence in my workplace where a junior staff came to work late but the manager used forceful voice to ask question, as a result the junior staff felt humiliated and refused to work. This is a typical form of bad communication from a manager that is not good for any company.
Speaking and feedback
It is necessary to be communicative and understandable while we say something and we should always say what we mean. (Harvey, 2002) It is also important that we give room to get feedback and be responsible for any feedback given to us, for instance any question asked by the boss or a fellow employee demand an honest feedback which means that effective communication is the pillar of any workplace.
Purpose and Agreement.
In some cases it is necessary to state the purpose of communication to whomever it concerns on hand for a reason of agreement. Having stated the purpose of communication, the receiver is prepared for discussion and likely to agree than starting the communication without notice (Harvey, 2002). This style of communication shows respect and reduces the chances of misunderstanding since somebody cannot be assumed ready for discussion at all time.
Eye Touch
Speaking with someone face to face, especially, in developed nations, eye contact is needed.This shows forthrightness and honesty than avoiding eye touch that can be construed as having no confidence, for instance, in a country like Czech Republic, keeping away from eye touch when rattling beer glasses can be construed as a sign that the person must be concealing something and most likely untrustworthy. (Harvey, 2002). Eye touch can as well be a way of communicating that we listen and it convinces the talker how we are following the discussion. Eye touch is an important factor in effective communication especially in workplaces to show one’s point of viewpoint, desirability, character and feeling.
Conclusion:
Understanding the importance of effective communication by both the employers and the employees does not mean that there cannot be human mistake. Human mistake may occur but what matters most is the ability to get back to knowledge and move on. The useful information provided above regarding effective communication can go a long way to help in personal and interpersonal relationship coupled with improving the productivity of any company if applied carefully. Without communication it is impossible for two people or group of people to get along well and this is not good for teamwork. One of the major causes of communication break breakdown can be better avoided by proper understanding of importance of it and the subsequent application of communication strategy.
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