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[bookmark: _Toc39576484]Introduction

This report would show how communication enhances the effectiveness of the workplace of an individual and working as a team. Communication is the ability to pass information , ideas, thought from one person to person and this process would need a sender, transmitter receiver, decodes and give feedback or responds to the information, this reports show how a person would improve his or her communication skills at work to be able to become effective at their roles and responsibilities. (Andrew Maund, 2017).
It also covers model of communication and how we are to analyse how we communicate either verbally or none verbally and also the barriers that affect communication and how we can resolve to remove the barriers to have an effective communication either formal or informal.
[bookmark: _Toc39576485]How communication can be made effective in a business organization.

Communication skill is developed when a person exchange information, messages (https://www.communicationtheory.org, 2020), and ideas. This skill is developed intentionally or unintentionally or by learning.  Communication is effective in a business place when listening and assertiveness helps make information processing simple. (Andrew Maund, 2017) Its very important that the sender of a message and the receiver pay attention to what its said either verbally or non-verbally that to say that if its spoken face to face or via other medium such as telephone/video calls or nonverbal such as written, signals or signs to ensure that the receiver will get the message and send a feedback. Active listeners pay attention to position and can read or ger information through the body posture to understand a message or an information facial contact, type of postures eye contact etc. Assertiveness is when a person can express himself with all honesty without been rude or have a bad attitude towards another.  Assertiveness enables the person to communicate directly and this helps a team to reach their goals on time.
[bookmark: _Toc39576486]Relevant Theories (Shannon and Weaver, Schramm and Berlo.) 

Communication has many models or theories such as the Shannon and Weaver 1949, Schramm (1954) and Berlo (1960) models of communication. The Shanon and Weaver model of communication was created in 1949 by Claude Shannon and Warren Weaver, it was a mathematical model of communication made up of five factors such as the  transmitting model consisting of five elements: an information source, that produces a message; a transmitter, which encodes the message into signals, a channel, were the signals are made for transmission; a receiver, that decodes the message from the signal and a destination, where the message reaches.  Another factor is noise, that any influence with the message travelling along the channel (such as static on the telephone or radio) which may lead to the signal received being different from that sent.  Having a telephone conversation with a client’s mother in the care home facility at my job there is a phone and with the interference of noise the message received was not complete hence the carer was not able to carry out a request and a family contact for the client was affected. Noise would include crackling from the wire. In face-to-face conversation, my mouth is the transmitter, the signal is the sound waves, and your ear is the receiver; noise would include any distraction you might experience as I speak.  This model is very straight forward but does not have a feedback. 
· The noise is not actually physical noise but barriers that cause noise to break communications from the encoder to the decoder. The barriers are as cultural, physical, semantic, environment. Cultural barriers can affect communication when the background of an individual, s  approach to communication like face contact some culture see it as respect while some see it as been honest so at our various point of communication we need to consider other culture when communicating with them, then the semantic is the way the language is been spoke, it need to be made simple to the receiver’s level of understanding with reference to the case study of the professor and the village people who did not understand the form of English and word he was using and so did not understand him.to decode the message.
· In the case study of Pedro and Maria it was and environmental barrier which is the area were Pedro was working was a construction site and hence it’s a barrier due to the work environment and this affected the decoder to receive a  clear message and there was no feedback to the sender of the message . so, the Shanon and Weaver model of communication can be used to analyse this scene.
· The noises created by the educational, social or language difficulties are all barriers that affected the case study of the Professor and the Village People as the barriers was for the professor to come down to the level of the village people in communication. So, this case study can be measured by the 1960 Belo’s model of communication as he said noise can occur which are this barrier.
It is important for a feedback to be reached to the sender by the receiver in order for the communication to be effective and then the goal or aim of sending the message will be reached.
[bookmark: _Toc39576487]The Importance of effective Communication (Use your own or your friend’s experiences).

Effective Communication is important and vital for establishments or an individual to function and achieve its goals and objectives.   organization. The communication skills of a person or a company will either improve or affect his work, standard, goal and the management, administration, staff, and workers. A person’s ‘s capabilities to use various communication gadgets to communicate  is also effective and so is also the ability to speak, read and write understand signs, signals, and pictures to Communicate would make a positive effect to his or her job prospect.
In a scene at my place of work where I work as a support worker in a care home for People with Leaning disabilities and Mental Health. There is a scene were a Client with Mental Health issues gets upset when staff gives a prompting to cleaning her room but instead gets upset and becomes challenging. The Tune or tone used was different from what she was used to and immediately got upset and staff calmly asked her if she wants music or have tea and she replied she wants some tea. And the client calmed down. So, the staff learnt to use a calm approach when talking to this client in the future to avoid another incident. Effective communication has helped the staff to change her mode of communicating with the client and has changed the scene to a calm quite scene which the clients will enjoy. Staff listened and decoded her mood and behaviour change and intervened with a suggestion to the client which change the scene, Effective communication here was very vital as without intervening the client would have cause injuries to herself, other client or staff.
[bookmark: _Toc39576488]The Importance of effective Communication 

There are two different types of communication which are the Verbal and the nonverbal type of communication.
· Verbal communication is when an individual is speaking face to face, telephone, or video calls. It is the most common ways people communicate with each other as the work together as a group to carry out tasks or project. Its also used as a teacher teaches in the classroom and everyday life. Verbal Communication is been vocal and its important to be clear when specking and to make eye contact, be sincere, patient, using simple language, relaxed. Tone and appearance will count to help the receiver of the information decode the right information. Communication is successful when the speaker and the listener both understand. (Butterfield, 2013) 
The individual’s ability to speak or write effectively will make a lot of difference to the career of the individual as well as the growth of the organization. (https://www.communicationtheory.org, 2020)
· The nonverbal form of communication is important as its means not speaking (Andrew Maund, 2017) . Nonverbal Communication is involved in signs, signals, eye contact, body language written, pictures, decoders need to look or watch the signal either by reading or felling the signs a s well as eye contact. Written communication is nonverbal and its formal writing which is when you are writing and academic essay or a letter to an employer its does feature slangs, emotive language or using personal pronouns. Informal writing is when you are writhing a familiar person like a family member or a friend 
[bookmark: _Toc39576489]How does Communication work between Management and Employees and to what purpose?  Tone/choice of language/level of formality.

Communication at the workplace is how message or information is pass from one person to the order through verbal or nonverbal medium. that is by speaking or writing using signs and body gestures or virtual are all ways in which information is passed from one person to another with the aim or purpose of completing a task or rendering services to customers and clients of a company. The management of the workplace do communicate with it staff through various ways, senior personnel give direction by speaking to the staff and also sending emails, memos and notices. And the purpose of communicating with staff and staff to one another is to accomplish a task, a project and to serve a client of provide service to customers. The tone of language used in a workplace is formal as the messages or information is for work and not personal so slangs, emotive language is not used when communicating at work. verbal or nonverbal communicating in a working group or team enables team, individual or company objective are meet. Breakdown of communication affects the performance of staff and the services, so communication skills is important for the succession of a company. (Andrew Maund, 2017)

[bookmark: _Toc39576490]Conclusion

Communication is very essential to every workplace and it enables workers to fulfil a task and enables them to understand how to carry out their task or render a service. Either verbal or nonverbal mode of communication. It is important for the sender of the message to decode what has been encoded and feedback is very important. Barriers such as environment, culture, language affects communication and hence may cause a breakdown to transmitting and having a feedback or decoding a message so an individual should always be aware of different barrier and check with feedback that you have the right information. The formal type of communication is used at work to pass information, its very formal and does not have any form of personal word or slangs and its clear. Teams or group ‘s work purpose is achieved with effective Communication.
















References
Andrew Maund, M. S. a. P. K. T., 2017. Certificate in Higher Education: Skills for the Workplace Student Yearbook. Ist ed. London: Sage Pubication Ltd.
Butterfield, J., 2013. Verbal Communication: Illustrated Course Guides. 2nd ed. Boston: Course Technology Cengage.
https://www.communicationtheory.org, 2020. https://www.communicationtheory.org. [Online] 
Available at: https://www.communicationtheory.org/what-is-communication/
[Accessed 05 05 2020].
Reference, O., 2020. https://www.oxfordreference.com/view/10.1093/oi/authority.20110803100459436. [Online] 
Available at: https://www.oxfordreference.com/view/10.1093/oi/authority.20110803100459436
[Accessed 05 05 2020].



2 | Page

