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1.0 Introduction:
Work place communication is the process of transmitting information between one person, group or organization. Employers can communicate with each other in a number of ways this which are through emails, text messages, voicemails, notes etc, in this report I will discuss the different types of communication, its process, different models created to explain communication and the barriers I believe effect communication 

2.0 Types of communication:
There are three types of communication, including: verbal communication involving listening to a person to understand the meaning of a message, written communication in which a message is read, and nonverbal communication involving observing a person and inferring meaning. Let’s start with verbal communication, which is the most common form of communication.

2.1 Verbal: Verbal communication is the ability of being able to express your ideas and views clearly, confidently and concisely in speech, tailoring your content and style to the audience and promoting free-flowing communication.

2.2 Non-Verbal: Nonverbal communication is the process of communicating something without the use of oral or written language, Nonverbal communication can be divided into four categories: aesthetic, (Music, Dance and different arts) physical, (Smiling, Frowning, winking etc.) signs, (Signal flags, or lights) and symbols (Mainly used for personal reasons, to build self-esteem, examples: cars, jewelry).

2.3 Written: Written Communication is the process of expressing yourself clearly, using language with precision; constructing a logical argument; note taking, editing and summarising; and writing reports.





3.0 Communication process:

Figure 1
[image: ]The Communication Process: 

The process of communication is when the sender sends a message through one of the channels of communication to the receiver. 
Firstly, the sender has to make an appropriate decision as to which channel of communication should be used, in order for the receiver to understand the message that was sent the receiver must decode the message first.
Effective communication is very important with everyday life as there is always potential that the message sent could be misunderstood and also helps overcoming any barriers to communication.
An effective communicator understands the audience there engaging with and the suitable channel of communication to use in order to get their message across in order to reduce the risks of misunderstanding.
Feedback from the receiver is very important as the sender needs to know if the information sent was decoded correctly and understood, and attempt to correct any misunderstanding or confusion.
Clarification and reflection are very effective ways receivers can ensure that the message sent was correct and understood.







4.0 Personal Experiences: 
One very important skill I need to work on and develop is my listening skills. Reflecting back to when I worked in a nursery for work experience I recall the feedback sessions we would have to reflect on what we have done and what areas need improving.  We discussed what activates we were going to do, what went well and what didn't go well. This is a very good strategy as it allows us the chance to reflect on the feedback given and make decisions whether the teaching strategy used was effective or not; in a result of this, it could lead to greater productivity within the workplace as the employers are able to reflect on their weaknesses and build in that area.
Effective listening therefore involves observing body language and noticing inconsistencies between verbal and non-verbal messages, as well as just what is being said at any given moment.

Based on my close friend who shared his past experience on communication within the employers in the workplace and he mentioned that he received lots of complaints from his colleagues because he was bossy lacked empathy came across passive and aggressive. This effected communication at his work place because his collogues didn't want to do what he was saying and would do things by themselves as some people felt intimidated and tried to avoid him. as a result of this they stopped working as a team which lowered the productivity and the caused the business to not operate smoothly; employers began to lack motivation. As a result, this causes hostile, stress and not a work friendly environment, causing employees to not do their job efficiently. To improve communication at his work place he should go on training which help him improve his communication skills. If he goes on training they will try teach him to be assertive which is very important as it allows him to express yourself and explain his view point but also respecting the rights and beliefs of others. Being assertive will help improve communication and performance of employees as it gives the best chance of delivering your message and earn respect of others. In addition, it will boot your self-esteem and have a positive impact on his work place achievement as employees will be able to work as a team. 

We Live in a world where technology is always developing and improving to help with communication. In a work place they might communicate through with others through social media and social networking. Social networking is the practice of expanding business making connections through individuals by social media sites such as Facebook, Twitter, LinkedIn, Google or skype. Communicating through technology is important at a work place because it eliminates space and time, e.g. able to video conference. This allows their business to communicate each other globally and to interact with each other. As a result, it reduces travel costs and save times as there is digital filing systems which saves space a paper printing cost.


5.0 Findings

Figure 2
[bookmark: _GoBack][image: ]Model of the Hurier listening process

· The first stage of the Hurier listening process is (H) Hearing, to hear effectively you must focus all of your attention onto the speaker and concentrate. 
· Second stage is (U) understanding, being able to understand and comprehend things that you hear, understanding is developed over time as you create strategies to build vocabulary, ask effective questions and take notes.
· Third stage of the Hurier process is the remembering stage, memory is very important if you want to apply what you have heard to a future situation.
· The fourth step of the process is (I) Interpreting the ability to take everything someone is saying into context, and view it from the other persons perspective.
· Evaluating is the fifth step of the process, evaluating is done naturally as everyone has a unique view of everything, and your perceptional filters, attitudes and past experiences cause you to evaluate what ones saying without knowing it. 
· The last step of the hurier process is responding, judgements are made on you based on the nature of your response, effective listeners analyse the communication situation and then chooses a response 


Figure 3
[image: ]Shannon and Weaver Model of Communication

Process of the model:
Sender– The person who decides what message to send and what the most effective channel to send it in to limit the chances of misunderstanding
Encoder –Encoder is the sender who uses machine, which converts message into signals. Encoder could also just be the machine.
Channel –Channel is method you’ve chosen to use to send the message
Decoder – Decoder is the machine used to convert signals into message or the receiver who translates the message from signals.
Receiver–Receiver is the person who gets the message or the place where the message must reach. The receiver provides feedback according to the message. 
Noise –Noise is the physical disturbances like environment, people, etc. which does not let the message get to the receiver as what is sent. 

In Shannon and Weaver model on technological communication is tells you the different fields of communication. This includes the sender, encoder, decoder, receiver and feedback When communicating there is a sender. This is the person who wants to communicate, decides the message they want to send and what channel to use. Once the sender has written the message or finish speaking there is an encoder which changes messages into signals. For example, if a person is on a phone call the message is changed into signals through a soundwave in order for the other person at the end of the phone to receive the message. in addition, the encoder in text messages make sure the grammar and spelling of the message is correct.  When the message is turned into signals the message is then sent through to the decoder. Decoding is done through the receiver receiving the message, they decode the message in a way for them to comprehend and understand the message. The Receiver then usually gives feedback to the sender in order to make sure that the message was properly received and understood.
 Noise can be a barrier that can affect communication as it goes through the channel and be interrupted by external noise. Due to this, it can lead the receiver in getting an inaccurate message and affect the decoding of the message by the receiver. One of the solutions to technological communication is feedback as the receiver can message back the sender to make sure that the message is received. 


6.0 Conclusion:
From my findings I can say that employees know how to communicate well together in a work place. This is evident as I asked a person that worked in Starbucks if communication in the workplace Is good, she said that being able to work as team contributes to this. My friend mentioned that working in a team is important as it teaches people to have an open mind, to be engaging, to be a good listener. These are important skills to have as it will help communication at a workplace as they will have a clear understanding of project goals and requirements. Starbucks is busy company which can be stressful and without teamwork communications at the workplace would be harder as colleagues need to work with each other they can’t work by themselves as it will take longer. It is important to work in a team because customers wouldn’t be satisfied and communication would be harder. As a result, this can cause conflict between colleagues in the work place making workplace communication difficult as colleagues will not be able to build trust and harmony in the working environment.  
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