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Introduction

Teamwork is when two or more people work together, sharing information or methods in order to achieve a goal. In the workplace teamwork is important as it allows individuals to share ideas and combine expertise in order to complete tasks.

“Team members must be flexible enough to adapt to cooperative working environments where goals are achieved through collaboration and social interdependence rather than individualised, competitive goals”. (According to Luca & Tarricone, 2001).

Communication is the way in which information is exchanged through speaking, writing and other forms of communication.  It is important to have good communication in the workplace, so it is clear what everyone must do. If there is a breakdown in communication this can cause a delay in the task being completed or it may not be completed at all. Good communication skills can change a person’s way of thinking and give them a clear understanding of what is expected.

“Hundreds of explicit and implicit definitions of communication have been published in the communication and related literatures for use by scholars and practitioners trying to describe, predict, and understand communicative phenomena”. (According to Hauser [Hau96, p. 7])

I work for a company called ISS as a Chef de party , this is a large organisation that provides catering services for various clients around London. They also provide cleaning, receptionist and security contracts. When working in the kitchen communication is important and the team relies on this being clear, this helps prevent injury and ensures that each member knows what they need to do because we work under time constraints.

Types of Communication

There are many types of communication, this includes verbal, non-verbal, written and visual communication. Communication is used to get a message across.

Verbal Communication

Verbal communication is when words and sounds are used to pass a message. If an individual asks someone a question and they respond through speech, there response is in the form of verbal communication. When someone is talking to you is important to listen and talk or ask questions when that person is finish talking . We learn to help people that don’t understand the mother of English language to speak to them with basic words . Presenting yourself in a positive posture when given a presentation to have big impact on the audience or people. 
 
“Precisely how is language used to convey information? There are many characterizations of the way’s language functions as a medium for communication, but the major ways are captured by four models or paradigms”. (According to Krauss & Fussell, 1996 )

In my workplace verbal communication is used when the head chef shouts out the customer orders and my team and I response ‘coming chef’, this tells the chef that we understood what he said. We learn each to listen good and if we don’t understand we ask to repeat the question again. Team members must ask one another, how long it will take for them to complete the food they are working on. We make sure that communicate in the positive way because it brings a team in a right direction . 

Non-verbal Communication

Non-verbal communicating is a way of getting a message across without using language. This can be shown through gestures, eye contact, facial expressions etc.  Non-verbal communication you see when a person don’t like a other person . That will act annoying or let you know by their challenging posture or they will do like the don’t care and pretend like the don’t hear are see you. Silent is also a form non-verbal communication.
“Non-verbal behaviours (e.g. a gesture or eye movements) are sometimes referred to as tells because they tell us about a person’s true state of mind (Nonverbal behaviours (e.g. a gesture or eye movements) are sometimes referred to as tells because they tell us about a person’s true state of mind ..”. (According to Navarro 2008, 2011 page 8)

In my workplace there were bad forms of non-verbal communication through the body language of team members, it was not easy communicating with them as they seemed to not want to be there. They where swearing in the kitchen and having a negative attitude towards each other and different eyes signals.Also, the tone of voice when individuals were speaking with to each other, you were able to tell when members were in a bad mood which had an affect on all staff because it took longer to get the job done. 

Theories of Communication

· Linear Model of Communication – sending a message that is clear and precise to the receiver 
· Transactional Model of Communication – sharing a message on the phone cannot be received as it should be butt communicating face to face the person understands it clear.
· Interactive Model of Communication – communication using social media and online shopping


Shannon Weaver Model of Communication 

The Shannon Weaver Model of Communication is referred to as the ‘head of all models’ and has 6 main concepts; sender, encoder, channel, noise, decoder, and receiver.  Shannon Weaver explains how messages can be misunderstood and distorted whilst communicating. Misunderstanding takes place through the ‘noise’ or ‘channel’ concept. This model provides a better understanding of how to improve communication in the workplace.

According to the Shannon Weaver Model communication can be used in the workplace through face to face discussions, where all 6 concepts are used. The sender is the person who starts of the communication process, encoder is when the person who started the conversation turns their ideas into an understandable form for the receiver. Channel is when the voice is transmitted through sound, Noise is when the person speaking may not be heard clearly as sound may have interfered. The decoder stage is when the person listening turns the words into an understandable format in their head and lastly the receiver is the person that is being spoken to. 

“In fact, our criticism can be applied to the schematic diagram of the Shannon-Weaver model (Fig. 1). The message flows from the source to the transmitter, and the signal flows from the transmitter to the channel. If these are different “things,” why are their flows represented by the same type of arrow? Conceptually, this is analogous to representing electric and water in a technical diagram with the same type of arrow”. (According to Shroeder 2011 page 3).
[image: ]Figure 1: The Shannon Weaver Model of Communication


Berlo’s Model of Communication

Berlo’s Model of Communication is like the Shannon Weaver Model of Communication but there are 4 main concepts; Sender, Message, Channel and Receiver. This model identifies that there are factors which can affect the source (sender) such as, attitudes, communication skills, culture and knowledge. The message is the information sent from the sender to the receiver, however the message can be influenced by things such as, elements, structure, code etc. The channel is the way in which information is sent, the receiver must be able to understand the message through either, hearing, touching, smelling, seeing or tasting. The receiver is the person getting the message and this may be disrupted by noise.

This model can be used in the workplace as we need to consider individuals background and knowledge and adjust our attitudes when communicating with people to avoid misunderstanding. If employees use these concepts it can improve communication and have a positive effect on business operations.

“Berlo’s model of communication operates on the SMCR pattern. In the SMCR pattern S - Source; M – Message; C – Channel; R – Receiver; the source also called the sender is the one from whom the thought originates. Sender transfers the information to the receiver carefully placing his ideas into words”. (According to Berlo, 1960: 124).
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Figure 2: Berlos Model of Communication


Shramm’s Model of Communication

This model is also like the Shannon Weaver Model of Communication but focuses mainly on the encoding and decoding of communication. The sender encodes and sends the message, the message is the information that is being sent and the receiver decodes the message and interprets what has been said. It was said that the communication was not complete until feedback was given by the receiver.

In the workplace this model is useful as it highlights the important of two-way communication. For example, if a manager asked a team member a question and the team member ignored him, communication has not been completed because the team member does not know what has been said. It is important that manager ensures that the team member can hear him clearly before trying to communicate.

“The Schramm model views communication as a process that takes place between a sender (transmitter) and a receiver: these will be also a message, and a medium through which the message can be transmitted”. (According to Schramm, 1948).
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Figure 3: The Shramm Model of Communication


Conclusion

All three models of communication have the same foundation but slightly different concepts, it teaches us the importance and effectiveness of communication skills and the type of factors/influences that can affect the message being sent. For people that follow these models, this should have a great impact on how the communication with others are affected especially in the workplace. Learning about these models in more detail has helped me identify where this can be used in my workplace.

In this report, different types of communication such as, verbal and non-verbal communication was discussed in further detail with some examples explaining how this is seen in my workplace. 
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