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The purpose of the document of is to discuss how well organisations perform when communicating within a work place. This document will attempt to define communication and discuss different forms of communication and how employers use these forms of communication, and further make recommendations on how work place communication can be improved, based on my previous work communication experience.
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Communication is the act of transferring information from one point or entity to another, with the aim of achieving a desired objective. As humans we are constant communication either with peers or machines in other to survive. Communication is pivotal to every aspect of our daily live as it assists us towards achieving daily objects and goals. Whether in a work environment or home environment, how well we communicate will determine how well we achieve our daily goals and objectives.
Garbner (1967) defines communication as a social interaction through messages. Communication can be further defined as the exchange of idea, information or views, which results in a mutual understanding between the sender and receiver. For communication to occur, the process requires a t least one sender and receiver and a message that is transmitted with a communication medium (Andrew Maund, 2017). 
Another scholar describes communication as when a medium cause another to react in a way or desired way. The intended receiver is manipulated by different symbols sent through varied means (Andrew Maund, 2017)

In recent time many organisations and individual alike have invested heavily in tools of communication, in a bid to get better at communicating with employers, employees or customers. This is an indication that good communication strategy or culture have a direct impact on organisations productivity.
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Verbal Communication:
Verbal Communication is the most commonly used style of communication. This style of communication occurs when messages are transmitted verbally through spoken forms using mediums such as telephones, Televisions or face to face. Examples when verbal communication is in use will be during work team meeting or lectures, when a lecturer delivers the lecture orally. 
Verbal communication is mostly favoured in a work environment for several reasons, some of the key reason are:
· Information is sent faster to intended recipients
· Information sent can be quickly verified to check understanding. 
· Messages can be shaped to suit the desired recipients. E.g. delivered with the right tone of voice, taking into consideration the recipients.
· Verbal communication will always almost generate a response, interaction or gain attention

Whilst verbal communication is the choice form of communication in a work place, its is without it disadvantages. It requires that the sender has the full attention of the intended recipient for the communication to be effective. Important aspect of the communication can be lost if the recipient is distracted or in an environment where the sender is not audible enough, leading to a miscommunication, which can prove costly to an organisation.

Non-Verbal Communication:
Non-Verbal communication is the type of communication transmitted in order ways rather than spoken. Non-verbal communication is mostly used form of communication in a work place. This style of communication involves messages transmitted via written forms and facial expression. Non-Verbal communication is used to show importance of verbally communicated messages.
Mehrabian’s (1981) seminal research on importance of non-verbal communication, suggests that messages especially those that express feelings are more readily understood through non-verbal communication cues. (Andrew et al 2016) Page 50
The above suggests that for a every verbally communicated message, a form of non-verbal communication is attached to it in order to stress or highlight the importance or communicate the intended reaction. This can be in a raised tone or hand gesture or raised eyebrow.
Non-verbal communication helps to decode verbal communication, it can be used to illustrate or show understanding of a verbal communication in a work place e.g. written email. Non-verbal communication can be an effective means of communicating with customers and employers, e.g. official letters emails, and firm hand shakes, it can be an effective means of communicating the importance of sensitive information without the need of verbal communication.
A major disadvantage of non-verbal communication is that the message could be misread or misunderstood, this will apply where the communication is sent via body language or gesture. Intended message can be misinterpreted if the intended emotions associated with the message is not communicated in a written communication.
No-verbal communication has more effect when communicating in a work environment as its often used to measure and monitor the effects or how well the intended message is received. An example will be in a situation where an employer places an employee in a performance related management, this process is usually document and progress is reviewed and updated and communicated to all parties concerned when the desired goal is reached.

For all styles of communication to be beneficial in a work place, the communication has to be effective. This is where the intended message is transmitted and received accurately, and the desired effect is acted upon.
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Effective Communication occurs when a communication in a well-structured form, with carefully chosen words, accompanied with a set of non-verbal expressions or behaviours is sent. It’s is supported by attentive listening, empathy, non-judgemental or opinions that capture all the participants views or need (Dumitrescue, 2016). 
Organisation can improve on all aspects of their communication by considering all aspects required to be effective when communicating with its employees. These aspects are, actively listening to all parties concerned, taking into accounts people’s emotions and feeling when communicating, giving regular feedback and giving clear concise messages when communicating. Incorporating this will increase trust levels within the work place which will in-turn improve employees’ motivation and work output.

In a recent encounter with a former colleague who runs a care home. He experienced high staff turnover due to poor and ineffective communication within his organisation. Predominantly, work rotas are drawn up and distributed to staff without their input or consideration of their work availability. Employees only knew their work schedules when the rotas where released. The work rotas sometimes placed employee in location requiring extended travel from their home location. Most employees were often late to their work station due to this, and this led to high complaint from the service users and meant frequent visits from the care quality commission.  
The employee was often disciplined and left frustrated as they had little control on how work was distributed. Their employer did not consider their views or availability and personal circumstance when drawing up the work rota.
Following the numerous visits from Care quality commission, a performance improvement procedure was initiated by the commission. This required the employer to review their internal communication process to ensure that all areas of the business operation is captured within its communication process, in order to improve on work related complaints.
The employer adopted a best practice process, which considered all the views and opinions of their staff. Both verbal and non-verbal communicated views was documented and reviewed at set date prior to rota release. 
Suggestion box were left out for staffs to drop their views, this was regularly collected, and team meeting agenda drawn up from these and action points reached. Personal development plans was put in place for every staff member, this was tied into the company objectives and reviewed on an ongoing basis. 
This new communication processes meant that staff now felt more motivated to work as their views and concerns were now taken into consideration when drawing up the work rota. Over time the complaint from service users stopped and staff turnover was reduced considerably, leading to increased productivity for the company.
Major cost savings were realised as cost of staff training and recruiting was reduced and service users were happier to stay with the company as they become more familiar dealing with the same support staff.
Invariably the above process demonstrates that effective communication can impact a work place productivity positively when properly implemented. Employers can improve on the communication by ensuring all aspects of work -related communication takes into account the intended recipients view and emotions and respects their opinions and not been judgemental. These are the key components of effective communication.
 

As demonstrated from the examples, institutions suffer due to inadequate communication procedures. if communication is ineffective, productivity is usually impacted. Effective communication within any organisation has direct impact on employee productivity and therefore should be at the centre of all organisations policy.
Employers must always ensure that all intended message are well constructed and take in to consideration the opinions of all intended recipient within the work place. Whatever style of delivery is used when communicating within a work place, employer must ensure the message communicated is not perceived as derogatory or offensive to the employee in anyway thus ensuring the recipient feels respected with the communication and allows for the recipient the opportunity to give feedback.
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