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INTRODUCTION
This report aims to analyse the performance of employee communication in the workplace whilst reviewing how performance of employers can be improved.
Without communication in workplace, outcomes would not be achieved and accomplished. Instructions could not be given and many taskswould be actualised. A key example includesprocurement of equipment and supplies; progress cannot be measured. Additionally, the obtained products and services cannot be delivered to customers.
According to Peter F. Drucker (Revised Edition,) the five functions of management – planning, organising, staffing, leading and controlling are all dependent on communication.
COMMUNICATION
Communication is a process of exchanging verbal and non-verbal messages. The vital requirementof communication is the message. The message should be conveyed through some medium to the receiver. It is important that this message should be understood by the receiver in the same terms as preconceived by the sender. Communication is a two-way process; it is not complete without feedback from the receiver to the sender on how extensively the message is being received and interpreted by the receiver.

COMMUNICATION AT WORKPLACE
Communication in the workplace can be described as a system of how an employer relates information and messages to their employees. These messages are conveyed in different forms but not messages are received by the other party. The messages and or signals conveyed maybe misunderstood. Communication breakdown is as common as effective communication; this does not have to be so.
The Communication Process
The communication process is a process that starts from the sender also known as the encoder, passes and processed through a medium and transferred to the receiver (decoder) and also sends a feedback through message within a given time frame.
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VERBAL COMMUNICATION
Verbal communication is the use of sound and language to transmit a message. For example, making a telephone conversation with someone confirming or passing a message across.
· ORAL COMMUNICATION
This is a communication process whereby information and ideas are transmitted verbally from a person or group to another. Oral communication can be formal or informal.
· WRITTEN COMMUNICATION
Written communication is messages sent through written words. It is the most effective and important of any means of communication in an organisation.
NON VERBAL COMMUNICATION
It is communication of attitudes, thoughts, feelings and emotions through gestures, body movements, facial expression, eye contact, tone and pitch of voice etc. It is the non-linguistic channelling of information via auditory, visual and kinaesthetic channels.

A FRIEND’S WORKPLACE EXPERIENCE
An event occurred at my friend’s workplace; an early morning meeting took place before doors were opened to customers for the day’s business. In the meeting after the manager had discussed all the items on the agenda with the staff present, the manager asked who would like to have the company T-shirt. My friend raised her hand up to indicate that she desired to own one. 
The manager proceeded and askedwho would like to have their own company hat; my friend raised her hand up indicating she would like one as well. Immediately, the manager shouted talking to her rudely telling her that as an oldermember of staff why she was requesting both items. The manager even went on to say that she is supposed to have both company items; newer members of staff should be requesting for both. 
My friend felt belittled in front of her colleagues. She stated that he was the one that asked and that she needed because the ones she had were faded and worn out. By the manager asking it presented an opportunity for her to get a replacement since the office were making a bulk order from the Head Office. In anger, she told her manager that he should not talk to her in that manner as she is the one paying for the items and not from the company budget. The meeting ended and all staff dispersed to their various desks to start the day’s job.
Later on that same day, my friend attended to a customer who was not satisfied and comfortable with the services he received. The customer made his way to the Manager’s office to complain about my friend’s attitude towards him. The manager apologised for any inconvenience caused to the customer and the customer left. 
Upon reflection, the manager realised that that his attitude and approach to my friend in the morning was not right. This must have affected her mood thereby having a negative effect on her customer service. The manager left his office to my friend’s desk trying to amend his ways. The manager told her not to be offended with what happened in the meeting which took place earlier in the day. 
He apologised for his behaviour and attitude towards her and that he did not mean to hurt her but that he was just playing. He made sure he put a smile on her face and cheered her up before he left to his office. At the end of their discussion, both parties were happy and my friend thanked her manager and he left. Her confidence was reinstated.
From the above scenario that happened in my friend’s workplace, it could be seen that there was a breakdown in the communication process; Manager to the staff which lead to poor performance of the job role. It was good to see that the manager realised his error and amended it as soon as possible.

Tips To improve Workplace Communicationand Performance of Employers.
Good communication is considered to be the secret component in a high-performing and successful company.
It plays an important role in building genuine relationships; creating ideas and aiding a company subdue challenges. Below are some tips that would help improve communication and performance in workplace.
(A)	Be Authentic
(B)	Take Time To Listen
(C)	Keep Communication Constant
(D)	Communicate Face To Face
(E)	Create a Communication Friendly space
(F)	Master Your Body Language
(G)	Uncover Communication Issues
(H)	Don’t Over Communicate
(I)	Hold weekly Town Hall meetings
(J)	Incorporate Team Building Games
(K)	Personalise Your Communications
(L)	Try the One Up, One down Exercise
(M)	Ask for Your Employer’s Feedback

(A)	BE AUTHENTIC
According to Sheryl Sandberg called The Importance Of Authentic Communication, she explains that to have more authentic conversations at work, it starts with the mindset. In this case, you don’t say anything but many conversations and communications are practiced.
She explains that in a conversation, you should not assume that what you are saying is the ultimate truth; don’t try to always convince the other person. However, it is always good to say what you think about something and allow others to do same. In other words, in allowing others have their opinion on things, they freely express themselves.
“There is your truth, there is my truth, and everything is subjective.” – Sheryl Sandberg

(B)	TAKE TIME TO LISTEN
Giving listening ears to employers makes them to work well and give sincere and explicit feedback.
According to article by Forbes (Online), they recommend empathetic listening:
Try to feel excited when the person you’re listening to is excited, or concern when the other person is concerned. Reflect the other person’s emotions not only verbally, but also with your facial expressions.
[image: quote on the importance of communication in the workplace]
Tips to assist you listen better
· Be present
Listening is giving absolute attention and focus on your discussion you have with someone. Avoid being distracted, for example playing with your phone or any other thing that might result to a form of distraction.
· Take Time To Repeat

Always try and repeat what the other person said. They will not only feel you are listening to them but will also put both of you on the same page and makes sure that there is no misunderstanding.

· Be Comfortable with Silence
Always try to maintain a bit silent when talking to someone. That gap gives someone time to reflect and think about what else one have in mind.	
(C)	KEEP COMMUNICATION CONSTANT
Monthly One-on-Ones meetings should be scheduled to communicate with employees instead of yearly reviews. It is the best way discuss issues, develop relationships, and make sure an employee’s goals are being met.
Also, an hour every month should be scheduled to chat with employees. In doing this, you will be amazed how much your employees have to say in such a meeting.
. 
(D)	COMMUNICATE FACE TO FACE
Face to face communication is more effective than other types of communication such as email or telephone andvery important because it is the most personal and direct form of communication. Human interaction is part of communication

(E)	Create a Communication Friendly space
Employers need to urge their employees to always express themselves by creating a communication friendly arena. Employers should make sure their staffs are allowed to speak about their feelings or share initiativesand ideas. There must always be a clear and steady flow of communication on the staff.
Employers can create a communication friendly environment by;
(i) Encouraging Social Interaction- this is achieved by encouraging staff to eat out of their working desk. Staff should take their lunch in the canteen so they can have the time to interact with other members of staff maybe in other units or departments.

(ii) Keeping your door open:  when this policy is actually practised, it reassures the staff that their employers are always there for them to communicate to whenever they want to them.

(iii) Set the example: staff should be engaged with talking always. Greeting your staff first in the morning could motivate their morale to work for the rest of the day.

(F)	Master Your Body Language
Managers should consider non-verbal communication importantly. Body language has an enormous effect on people around you.Always interact with an optimistic visible presence and also make sure your body language is open and friendly, such as smiling, maintaining eye contacts, keeping arms not crossed, maintaining an upright posture.

(G)	Uncover Communication Issues
Employers need to know how comfortable their employee feels interacting and the quality on communication on your team. Once this is known, you will now know where improvement on communication is needed.Such as 
Do staffs feel free sharing their ideas with one another?
Transparency in communication.
How do your employees feel you when you communicate with them?
Frequency of communication.

(H)	Don’t Over Communicate
Some employers seem to send emails to their employees after work hours. This ought not to be so, as most staff shut down their devices immediately after work hours. As much as the email is important, it can still be send the next morning. Emails sent after work hours should be reduced to minimum.

(I)	Hold weekly Town Hall meetings
A weekly town hall meeting should be held couple with the monthly one-on-one meeting held. Such meetings should be an open forum where staff will feel free to speak out their mind, be happy and they feel a great sense of belonging that their issues are being heard.

(J)	Incorporate Team Building Games
Icebreaker games and team activities are good ways to stimulate communication in a group. Group members do not get to be familiar with one another as regards job related things but about some individual personal life.


(K)	Personalise Your Communications
Getting to know your listeners could mean you changing your approach of interaction to sooths the person’s personality you are conversing with, this help in building communal relationship in your discussion.

(L)	Try the One Up, One down Exercise
A game known as “One Up 👍One Down 👎” should be introduced in the meeting. This idea enable staff to say what they really like about the meeting using the one up 👍 and where they think improvement is needed by using the one down👎.

(M)	Ask for Your Employer’s Feedback
Communication in the workplace should not be a one-way process, which is from Top to Down. Despite the communication means you are using, staff should always be encouraged to get involved in the discussion, share their thoughts or opinions and give feedback.


CONCLUSION
Workplace communication and performance of employers can be improved by employers listening to employees because they are the frontline of the organisation. By involving employees in implementing strategies with the input of the employed, this gives employees a sense of ownership or voice regarding decisions been made hence stake holder privileges.
I strongly believe that bad communication patterns in an organisation causes so many work problems; apart from issues faced at home as well as our personal interactions with people outside of our workplace. It is either we pass the wrong information, or we fail to pass vital and correct information.
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