
Introduction
What is communication?
“Communication is the lifeblood of an organization and, without it, things will not get done. But, we know organizations and employees may lack the ability to learn, use, and exploit good communication practices”. (Conrad. D, 2014). Communication is transferring information from one person to another or from a group of people to others and also transferring information from place to another.” Communication is the act of conveying information for the purpose of creating a shared understanding. It's something that humans do every day. In other words, Communication is the activity of conveying information through the exchange of thoughts, messages, or information, as by speech, visuals, signals, writing, or behaviour. Pragmatics defines communication as any sign-mediated interaction that follows combinatorial, context-specific and content-coherent rules” (http://www.wseas.us/e-library/conferences/2014/Istanbul/FINANCE/FINANCE-17.pdf). There are always two sides to communication; there must always be a sender of the information and the one who receives the information, this is particularly important in an organisation because communication s the bedrock of any organisational growth. According to (Ayub et al, 2014), “Communication in organizational life provides a basis for understanding virtually every human process which occurs in an organization such as conflict, cooperation, decision making, the use of power and authority, compliance gaining, resistance, morale and cohesion, and the creation and maintenance of relationships”. 
What is effective communication?
“One of the most salient concerns is effective communication within and beyond organizational boundaries” (Brannen, Piekkari, & Tietze, 2014). Also according to (Asamu, 2014), “Effective communication is the mutual exchange of understanding, originating with the receiver that leads to efficient work performance in an organization because it’s the essence of management. The basic functions of management (Planning, Organizing, Staffing, Directing and Controlling) cannot be performed well without effective communication. Different units exist in an organization and it is through communication that interaction takes place for the attainment of organizational goals”. “The elements in the communication process determine the quality of communication. A problem in any one of these elements can reduce communication effectiveness” (Keyton, 2011). The elements of the information that should be sent determines how well the mode or even the messages that is conveyed is received by the receiver. This can be shown by the feedback given to sender by the receiver. Communication is very important in the workplace because of the diverse nature of different employees and even employers that make up the workplace and this particularly makes effective communication effective. “The role of communication within the workplace is to control what goes in between the employer and employee, for motivation purposes, to balance the needs and goals of the organization and for decision making process. Then there are also the typical communication roles which include gatekeeper, liaison, as a bridge, isolate, cosmopolite and opinion leader. Today, it has become a requirement for any leader to master the communication skills. It has not become an option anymore instead a requirement to achieve greatness”. (Ayub et al, 2014),
Two types of communication used every day to pass on information; verbal or nonverbal.
· Verbal communication the use of words in expressing oneself example will be one to one meetings and presentation.
· Nonverbal focuses on using body language as supposed to words. 
There are mainly four types of communication; oral, interpersonal, written and nonverbal communication. There are also different mediums of communication; it can be by telephone, emails, letters, face to face conversation, fax, telegram, etc.
Without effective communication, is it very difficult to achieve organisational goals and objectives, hence, this now become the bane of every organisation to get it right. How issues are delivered via communication determines how the receiver perceives if this has been done right or not.
From a real life experience, the major cause of many employers and employees conflict is more of how issues are communicated rather than what is communicated.  There are different modes employers communicate to their employees and some of them are;
· Emails – this method is very good as far as only the person who is entitled to the message is the only one that have received this. Some managers are quick to copy other colleagues into emails that are not meant for them because they want to pass on a message.
· Meetings – this is usually used for a team meeting to pass on general information. Information passed on at meetings should be clear and easily understood.
· 1 to 1 meetings (face to face) – these are more personal meetings that focus on an employee one at a time to discuss any concerns they might be having in carrying out their job and vice versa.
· Telephone conversation – these are usually for very quick messages and employers should ensure that their tone whilst passing on these messages is important.
“Surveys of highly successful managers across the nation have shown that the ability to communicate effectively was identified as the most important skill a manager needs for success. However, studies show that many employees believe their managers are lousy communicators and managers feel the same way about the employees” (Conrad. D, 2014). This goes to show that there is an underlying issue in workplace communication.
There are barriers to effective communication which can hinder achieving organisational goals. “A school administrator has no greater responsibility than to develop effective communication (Pauley, 2010). Why then does communication break down? On the surface, the answer is relatively simple. I have identified the elements of communication as the sender, the encoding, the message, the medium, the decoding, the receiver, and the feedback. If noise exists in these elements in any way, complete clarity of meaning and understanding does not occur” (Lunenberg. F.C, 2010). “The author, George Bernard Shaw wrote -The greatest problem with communication is the illusion that it has been accomplished” (Shaw, 2011).
“There are barriers that can affect effective communication and they are; process barriers, physical barriers, semantic barriers, and psychosocial barriers” (Eisenberg, 2010).
Process Barriers; this involves every process in the communication cycle being affected. There is the sender barrier, which means that people are not given the opportunity to speak because they believe they are not good enough or because they are too low in the administrative process. Medium barrier, this involves the break in process. In this instance, a face to face conversation might be the best way to express rather than an email. Encoding barrier involves language barrier. Decoding barrier, this involves the evolving of words used in communication. A millennial choice of words might be a lot different from the older generation which could make communication more difficult. Feedback barrier, people not asking questions at the end of meetings might be breach of effective communication as there is lack of understanding. Receiver barrier; when people have not listened attentively, they will hardly understand what is being said and this hinders effective communication.
Physical barriers; these are things like noise from colleagues in the coffee room, drop in visitors that have not made appointments, telephone calls in between tasks, etc. can all hinder effective communication in the workplace. Employers should ensure that there are processes in place to reduce these distractions.  
Semantic Barriers; there is often a saying that goes ‘I am only responsible for what I say but not what you understand’. This shows that people have different meanings to words they hear. When people do not understand words that are being used, then they cannot understand the message being passed. “Technology also plays a part in semantic barriers to communication. Today's complex school systems are highly specialized. Schools have staff and technical experts developing and using specialized terminology”. (Lunenberg 2010).
“Psychological barriers; three important concepts are associated with psychological and social barriers: fields of experience, filtering, and psychological distance” (Antos, 2011). Psychological distance is distance unknowingly created because someone has not done or said things the way you expected. This does in the long run affect communication as there will be holdbacks from fully expressing oneself. Filtering involves people only wanting to listen to what their mind is fine tuned to do, this thereby affects communication. Fields of experience, people find it difficult to communicate when they have little or no experience in a field.
Employers should focus on these barriers and work hard to try and reduce them to be able to aid effective communication. Employers should aim at working hard towards achieving effective communication which will then lead to achieving organisational goals and objectives. “There is always a role to play for both the sender and the receiver in achieving the effective communication. It is a two way process” (Cheney, 2011; Keyton, 2011; Tourish, 2010) have gleaned Ten Commandments of good communication, which are particularly applicable to the sender. 
Sender’s responsibility
· [bookmark: _GoBack]There should be clarity from the sender to the receiver so that messages could be easily understood.
· The why of the communication. What is the purpose of the message conveyed?
· Understand the total setting, time, behaviour of the receiver before a message is communicated.
· There need to be proper planning with all those involved in the communication process.
· The overtone used in communication is very important. The tone of the voice and the expression could convey the wrong message.
· Employers should see beyond being bosses. When employees believe they are important in the communication process, this helps with the way they receive the message.
· There should be a follow up by the employers to know if communication have been effective.
· Employers should ensure that communication is a continuous process.
· Employer’s actions should always support their communication.



Receiver's Responsibilities 
The ability to listen and understand a message leads to effective communication. “But many of us are not good listeners. Effective listening skills can be developed, however. Summarized following are ten rules for good listening” (Kneen, 2011)):
· “Stop talking. You cannot listen if you are talking. 
· Put the talker at ease. Help a person feel free to talk. This is often called a permissive environment.
· Show a talker that you want to listen. Look and act interested. Do not read your mail while someone talks. Listen to understand rather than to oppose. 
· Remove distractions. Don't doodle, tap, or shuffle papers. Will it be quieter if you shut the door? 
· Empathize with talkers. Try to help yourself see the other person's point of view. 
· Be patient. Allow plenty of time. Do not interrupt a talker. Don't start for the door or walk away. 
· Hold your temper. An angry person takes the wrong meaning from words. 
· Go easy on argument and criticism. These put people on the defensive, and they may clam up or become angry. Do not argue: Even if you win, you lose. 
· Ask questions. This encourages a talker and shows that you are listening. It helps to develop points further. 
· Stop talking. This is first and last, because all other guides depend on it. You cannot do an effective listening job while you are talking”.

Conclusion and Recommendation
In conclusion, communication is very important in any growth of an organisation and should be an important part employers should focus on building. Some of the below are recommendations will help employers on how to improve workplace communication.
Employers should ensure that whilst passing information to their subordinate, they should consider first digesting the information to be passed and also practice ways that this should be passed on. The verbal and nonverbal style should be considered when doing this. Examples of how employers should ensure that communication is effective are;
· Employer should be clear on what is required to be done, how it should be done and be truthful and honest about any task that is given and also be considerate to the receiver when passing on information.
· Employers should take timing into consideration when passing on information. Example should be when bad news needs to be delivered, (never a good time for bad news) they should ensure that the period is not a pressured period at work.
· Employers should also be ready to listen to their employees, employees should be able to input in the discussion at hand.
· Employers should always encourage dialogue. This is one of the best ways to reduce conflicts.
· Employers should also study employees and know what mode of communication is easier for them to express themselves. One way communication like email should be reduced.
· Employees should be given opportunities to express themselves at all times.
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