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Introduction
Communication in the workplace entails the accurate passing and reception of information, and ideas across members of the organization. Effective communication skills are essential for the employees of an organization for effective communication to take place in the workplace. These are for instance; active listening skills, emotional intelligence, clarity, empathy, and respect. With the advancement of technology, communication in the workplace has been markedly enhanced where by employees within the same organization can communicate with one another without necessarily being in the same place through the use of Skype or Zoom. In light of this, technology has also enhanced the development of different communication tools for instance digital signage, project management tools, gamification tools, mobile communication tools, and intranet. These tools have not only made communication more enjoyable but also more accessible improving employee output. 
Effective communication is essential in the workplace for enhanced workplace productivity, and through accurate comprehension of instructions and maintenance of a conducive environment for workplace productivity. This paper examines the importance of communication skills, important communication skills in the workplace, barriers of communication, and strategies for effective communication in the workplace.
Barriers of effective communication in the workplace
1. Environmental and Physical Barriers
Some of these barriers are: time, space, place, and medium. For instance, in the presence of noise, information may not be accurately delivered as the noise may impair effective listening (Bell & Smith, 2006). Space may also impair accurate communication especially when communicating confidential information which makes communication methods such as telephone inappropriate. The medium of communication may also undermine communication, for instance, oral conversations may not be appropriate for information requiring analysis of data analytics.
2. Cultural barriers
Communication may be impaired by difference in cultural backgrounds. This may result to different interpretations of information, or inability to comprehend communication from other senders. For example, different cultures have different ways of greeting one another, again different cultures have different interpretations of particular words and this may create organizational misunderstanding and conflict within the organization.
3. Psychological Barriers
The psychology of the sender or the receiver of the message will also affect the outcome of the communication process. For instance if someone is disinterested in the communication process or the information being sent they may not comprehend the information effectively. If the sender is non-enthusiastic, different aspects of the message may not be delivered or the information may be misunderstood because of the communicator’s attitude towards the message (Smith, 2019).
Strategies for Effective Workplace Communication
1. Establishing a strong Employment Brand
When employing managers need to strongly consider the communication skills of the applicant looking for key skills such as: Clarity, listening skills, empathy, and respect. In addition, organizations should develop worker communication skill (Coffelt, et al., 2019). Maintaining employees with essential communication skills ensures instructions are properly executed because they are well understood. In addition, this creates a good environment for workplace productivity as good communication inhibits conflicts within the organization.
2. Inclusive
Inclusive communication ensures all employees are engaged in vital communication. Non-inclusive and secretive communication, limits effective participation, which undermines the results of such communication. Non-inclusive communication strategies reduce employee motivation reducing employee productivity and the success of the organization. Inclusivity can be enhanced through training to eliminate social biases and proper recruitment of employees with good work skills inclusiveness being one of them.
3. Enhance two way communication
Two-way communication can be enhanced by involving employees, and encouraging feedback. Employees should feel free, and confident to offer feedback on various issues. This can be encouraged by motivating employees, asking for feedback, and offering constructive criticism empathetically, and if possible privately. Employees who feel included in enhancing the organization’s success, and are treated with respect will feel motivated to offer productive feedback.
4. Focusing on results oriented communication
Communication needs to be focused on results. In this vein, employers should understand various ways in which communication can improve productivity for instance good communication with customers. With this an organization may choose to train employees to enhance good communication with customers enhancing the organization’s productivity.
5. Using multiple channels
Effective communication requires transmission of information using multiple channels due to the variability of employee needs and preferences. In addition, purposes of information differ therefore using similar channels for different purposes may not be suitable and may limit communication effectiveness of some audiences. This can reduce the importance of the message undermining organizational productivity.
Importance of effective communication in the workplace
1. Innovation
Maintenance of a good communication culture, for instance offering constructive criticism, provides an environment where employees feel confident, free and motivated to offer feedback encouraging creativity, and team work enhancing the organization’s success (Ruck & Welch, 2012). In turn, this promotes innovation where employees contribute innovative ideas to enhance organization’s success by enhancing the freedom of speech, and promoting employee motivation. In addition, different employee feedbacks can be utilized to come up with innovative solutions. 
2. Enhances success in projects
Effective communication enhances the success of different projects that the organization partakes. Communication enhances understanding of different roles and duties of employees in the project, in addition, it enhances innovation, creativity and problem sharing through effective sharing of ideas. This enhances the success of organization’s projects and fosters high productivity.
3. Promotes effective management
Effective communication within the organization enhances good management. When managers communicate to their juniors appropriately, roles are understood, conflicts are managed appropriately providing a positive work environment (Bucata & Marius, 2017). This enhances the efficiency of employees in performing roles enhancing the organization’s productivity.
4. Improves decision making
Effective decision-making requires good communication from various decision makers’ for instance turn-taking, respectful communication, and clarity. This enhances coming up with effective ideas necessary for decision making. Without good communication decision-making will be problematic and may result in a stalemate. For instance without respect different stakeholders in decision-making will likely hold ideas to themselves and not actively participate in decision-making. This can result to inappropriate decisions, or less effective decisions.
5. Maintenance of good public relations
Effective communication enhances good relations with customers, suppliers, the government, community and shareholders promoting the organization’s success. For instance, respectful and truthful communication with suppliers can prevent conflicts between the two entities. In addition suppliers feel motivated to work with respectful businesses. Customers also appreciate businesses that communicate important information within appropriate times for them to make timely and informed decisions. Shareholders will invest in businesses that offer accurate and timely information and show respect to customers and the community at large. Disrespect to customers and offering of incorrect information for instance when filing tax returns can attract government penalties such as fines undermining the organization’s public image and success.
6. Facilitates Effective Collaboration 
Good communication promotes efficient collaboration of employees by enhancing peace between employees and facilitating good coordination. Employees who habit good communication skills such as friendliness, respect, active listening, and empathy are less likely to get into conflicts with one another this enhances effective collaboration because of peace between one another. Good communication also facilitates effective coordination in the performance of duties by accurately defining duties of various employees or departments preventing conflicts that arise due to unclear definition of duties. Coordination facilitates organization success by providing a sense of responsibility in the performance of duties through a clearly defining employees or departments responsible for particular duties.
7. Facilitates efficient problem-solving
Through effective communication effective problem solving within the organization by bringing to light issues that cause the problem and solutions to the problem. Effective communication also enhances active participation of every member in problem solving which enhances the obtainment of an effective solution within appropriate times.
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