
COMMUNICATION SKILLS IN THE WORKPLACE
MUKTA UDDIN


Executive Summary
The purpose of this report is to analyse……..
DO THIS SECTION LAST!!!!!!
NOT INCLUDED IN WORD COUNT




























Table of Contents
Executive Summary	1
Terms of Reference	3
Procedure	4
Introduction	5
Findings	6
Conclusion (average of 10% of word count)	7
Recommendations	8
Bibliography	9
Appendices	10
Acknowledgements	11
UPDATE TABLE FREQUENTLY – CHECK IT HAS BEEN UPDATED PRIOR TO SUBMISSION























Terms of Reference

The report was requested by Melani Squire on May 2018. The purpose of this report is to analyse a case study and identify the communication problems that reduce the effective of team work in the work place. The report was compiled by Mukta Uddin and contains findings and a conclusion, with recommendations. The date of submission is July 13th, 2018.
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Findings

The first issue the researcher has identified is there is a barrier for communication. Two of the area teams are located in a different building to the client based teams. This means there will be messages delayed from both parties because there is a separation between them. The impact this has on the organisation is that time would be taken out of the workers day to deliver message, reducing the productivity of the organisation. It also means that if there were any changes made, those in the further building are not notified as quickly as others in the main building would be. This could affect the relationship of the teams as there is a physical boundary for their communication.
The next issue identified is the high absence and turnover as a symptom of poor management. Absences has a negative impact on the organisation for Social Services because it means the children will keep receiving support from different social workers, which could lead to stress of the client. Furthermore, if teams are constantly formed, this would lead to miscommunicating and therefore, under- performing. Staff not being managed properly and spoken to about their absence has led to poor management, resulting in poor communication. The increase in new team members would also mean that there would need to be more training for them so they can adapt to the new area of skill. As the new team members, they would be working in a group rather than a team, so there would be no self-regulation and no interdependency on one another. They are not working effectively to achieve the team’s aim, which could hinder the movement of the organisation. 
Another issue to outline is the lack of trust the social workers have in each other. Their workload would get too much, but because of trust issues they feel they have to do all the work alone and as a result, leads to poorly written reports. Additionally, another issue is that managers were not addressing the poor performance or the social workers. The impact this has on the organisation is that they will not know what has gone right and what needs improvement as feedback is essential to grow in the workplace. 
The next problem faced is the Head of Service would rarely communicate with his employees and there was no two way communication between him and his managers. This is problematic because employees found it difficult to get their views and ideas across. This results in them being unhappy or stressed. Furthermore, there would be potential conflict between managers and employees because the messaged conveyed would not be returned to the deliverer. Moreover, another issue is that employees believed that they have no mechanisms to communicate their ideas, meaning that their ideas would go unnoticed- which again could hinder the performance of the organisation. 
The Communication Cycle is a simple way of observing how a message is conveyed and understood. 


Most of the communication issues is due to it being one way. The Shannon Weaver model supports this. The employees forms a message and may send through email, so it acts as the encoder. Then the receiver, the managers in this case, must decode message before being able to understand it. 
There are implications with this model. For instance, feedback is not really gained by the sender (employee). This is an essential for communication as it reassures the employee that the manager or whoever they are trying to communicate with, have received their message and are acting upon their ideas. It is basic etiquette for the sender to be notified that the message has been conveyed. Furthermore, the receiver (managers) play a passive role, as the sender, making the effort to construct and send the message in the first place.
Schramm’s model of communication is more effective in the workplace. This is because a message is the most important thing. The nature of decoding and coding the message so that the receiver can interpret it has called for better communication. 

This is more effective as there is no separate sender or receiver, both become each other. Communication is a circular nature and it means that the employee or the sender will be informed of their decisions and either act on it or improve it. Furthermore, it also shows redundancy is an essential part of communication. If the message is not the key feature, then the whole idea of communication would be senseless. Moreover, the sender will receive feedback- a crucial stage of communication. The drawbacks of this model is that it does not feature noise, which is a key element of the Shannon Weaver model, it only discusses the code and decode nature. But there must always be a transmitter present. 
Out of all businesses, 90% are successful because they are communicating widely within their organisation. Strong leaders have clear communication skills, take responsibility, review employee’s performance and give feedback. There are many methods of being an effective manager, with strong communicating relationships. For example, organising face to face meetings. This is known as an active approach of communication, where both employee/team manager are present in the situation. Other active methods include video calls, group conferences, presentations or even just telephone call. There are more passive methods for communicating with workers, such as email. This is leading back to Shannon Weaver’s model where there is a channel or area where that message goes before it reaches the receiver. 
It is essential to know the differences between verbal and written communication. Most communication at work is written such as email. This is beneficial as there is always a document of proof to refer back to when in doubt, in comparison to a worker just speaking verbally as there may be required that the receiver has forgot or did not receive in the first place, therefore, there is a high chance of misunderstanding. Gathering and disseminating through spoken words can be difficult for people to interpret correctly, especially those who are very busy. However, verbal communication does not require literacy skills. Those who struggle to formally construct sentences and misuse punctuation and spelling will prefer being verbal. Written communication takes longer to get to the receiver too, whereas verbal is instant and the sender may get an instant response back.


Conclusion (average of 10% of word count)

The main issues effecting the communication between teams is the barriers of communication, lack of trust between workers and no two way communication between employees and managers. These are all fundamental requirements for a company to sustain success as it ensures maximum productivity of workers. If there is no barrier for communication, messages can be easily conveyed and it would have a quicker response. If employees trust one another, their team working skills would be most efficient because they are able to rely on another if something goes wrong. If there was two way communication like Schramm’s model, then feedback would make the employees abilities work better and would improve the organisation. 
The most effective model is Schramm’s model, as the message is the whole purpose of it. It is not seen as effective if the message is not decoded and interpreted accordingly. There is feedback to the sender and it is a cycle of communication, so each party relies on each other to deliver message.

Recommendations

There are many solutions to resolve these teamwork issues as a result of poor communication. For example, managers should organise face to face meetings regularly to assess their workers performance. Another solution is to consult with employees about issues by improving “employee voice”. Allowing them to speak up will give them more comfort and confident in the workplace and will improve involvement within the organisation. 
Furthermore, the organisation should ensure that the technology they are using is up to date. Older technology is usually quite slower and more susceptible to becoming damaged. If there is newer technology available, then emails can be sent quicker and therefore, increasing the productivity of the organisation. 
Lastly, there should be better training for those joining, or managers. This would ensure that they can work in a group harmoniously and will be able to resolve a problem with less hassle. 
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