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[bookmark: _Toc534456949]Introduction
Communication is one of the most important things in human life. We need to communicate with different people in order to make our life easier by sharing our opinions. Communication means exchanging views with others, it can be personal life or in the workplace. Its all about imparting or exchanging of information with others by writing, speaking or using any medium that makes a person easy. Communication is passed through a channel where a sender sends information to the receiver and receiver receives the information (Blanchard, 2000). 
Workplace communication is really important that helps to make all the activities easier to exchange. Different types of information are needs to pass around the organization and effective communication process makes things easier. Communication makes the working environment easier as all the things are passes in a structured way that helps everyone to make smooth. Written communication is the most widely used communication process at the workplace that helps to keep a record of all the activities. Other forms of communication are also used in certain areas for making the things easy to exchange. Currently, I am working at Travelodge Southwark branch, I have to communicate different types of people on regular basis to make a good understanding with all. In this report, I will discuss different factors of communication that took place at the workplace.
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Communication means sharing and exchanging of information with others in different methods. It can be verbal, non-verbal, formal, informal. Written or exchanging with expression. Communication is the most important part at any workplace that makes all the activities easier and smooth that automatically connects with different people. Here is the importance of communication in the workplace:
Provides motivation: Communication helps to motivate by providing different information and clarifying different issues that help to perform different task and automatically improves the performance level. Leaders and managers need to motivate their subordinates in order to accomplish different activities (Jacob, 2013). At Travelodge, higher level managers always motivate and apricates by maintaining good communication process.
Information sources: Members of the organization are getting information by effective communication process. All the employees get different information by making alternative sources of action that are relevant to activities.
Attitude: Communication plays an important rule in order to make a good attitude at the workplace by establishing norms and values. There are various forms of communication process like written or oral that helps to increases the attitude. Establishing an appropriate way of norms helps to maintain a good relationship at Travelodge.
Socialization: Friendly and effective communication environment helps with socializing that allows everyone keep in touch. It’s not possible to live without effective communication with others in society. Travelodge has a large number of employees from a different social and there needs to maintain good relations with all.
Controlling: Communication not only just helps to connect with each other, but also makes control of all the activities to run smoothly. Different types of guidelines are followed by the various employees and that makes the controlled situation at Travelodge. In order to perform the job as per the job role, everyone needs to work effectively and resolve all the problems that make controlled functions of management (Jenerette, 2016).
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This is the most effective way of communication that helps to make a record of all the activities and reduces any kind of conflict that can arise in the future. In any kinds of the workplace, written communication is widely used for keeping the different contractual agreement. At Travelodge, written communication is used to purchase different materials, report writing, cash memos, and email for internal or external uses. Here is the way of written communication that is used in the Travelodge:
Email: In order to maintain internal and external communication, email is the most effective way that is used in Travelodge. Email maintains security that helps to send a different file from one person to another in the fastest way.  Different types of notice, information, files and much other formal information’s are sent via email.
Report: Report helps to get the overall information about an organization that is written by a manager or another suitable person. There needs to maintain the cash report, overall sales margin, profit margin and other details report for Travelodge. To make different updates or any other strategical decision, reports increases the chances of becoming successful.
Cash memo: Cash memos are provided while purchasing any materials or provide the receipt to the customer. It helps to keep a record all the regular activities and different items that are being purchased by the organization. Opera is the dedicated software for Travelodge  this  is where all the sold or purchased items are kept recorded via cash memo.

[bookmark: _Toc534456952]Verbal and non-verbal communication
Verbal and non-verbal communication are common factors at any organization that helps to maintain daily activities. Verbal communications are helping to deliver the message more than just talking that encompasses message among both parties. It helps to maintain an effective way of communication in a clear way among employers. It maintains excellence among employers of Travelodge, I have to communicate with different people for internal and external purposes. Here are the ways of verbal communication:
Verbal communication for supervisors: Supervisors at Travelodge is used to make a different type of verbal communication for advising others in terms of regarding appreciation or taking action. They used to convey feedback in a constructive manner to emphasize specific changeable behaviors. Different types of affirmative sentences are used to appreciate others that help to demonstrate an understanding of different things that encourage to share with others. 
Verbal communication for team members: In order to achieve overall team success, verbal communication is used to do so. It helps to convey message concisely, different types of difficult situation can be explained easily that helps reduce stress, the explanation is done easily by assisting others, criticism is received without offending and helps to state the needs, wants, demands or feeling without any hesitation (Uzonwanne, 2015).
Verbal communication with clients: Clients is the biggest part of Travelodge, they help to make all the activities helpful and increases the sales margin due to proper client handling. Effective verbal communication encourages clients to consult different activities that make positive relationships with clients. It makes anticipated concerns with others that help to clarify different activities. Verbal communication like describing the room quality, providing service, responding on time helps to make good bonding with clients.

Expressing feelings, emotions, attitudes, and thoughts through body movements, gestures or eye contact are called non-verbal communication. Here are different components of Non-verbal communication:
Kinesics: It’s the way of providing facial expression, postures, and gestures that help to point different activities by expressing or raising behavior with others. Kinesics helps to express victory, losses or raising of rudeness (Weatherley, 2014).
Oculesics: Making eye-contact is considered as oculesics in non-verbal communication. It makes a good impression among others with non-verbal communication by eye contacting. 
Haptics: This is considered as touching that helps to know the acceptable level of touching another person. It varies from country to country while someone gets rude for touching different parts of the body. 
Proxemics: This means the measurable distance between people while they interact with others. It’s the amount of personal space that a person has while having an informal conversation that varies in terms of speaking in a crowd or informally.
Chronemics: Time is the part of this study that is used in non-verbal communication that is observed while discussing certain things with different people at the meeting with colleague or manager or CEO. It finds out what is the respect level of communicating with different people.
Paralinguistics: It is measured by variations in pitch, speed, volume and pauses that convey meaning with others. In terms of making a presentation and responding with others at the non-verbal communication, this factor needs to consider.
Physical appearance: Physical appearance with others is must need to contribute with different people that help to carry out more weight than others in order to work accordingly.

[bookmark: _Toc534456953]Theories and Models of communication
There are different theories as well as models of communication that are used in a different organization to make the communication process improved. Different models are made the workplace communication process easier. At Travelodge, there are different models used and everyone needs to follow them accordingly to make the communication process smooth. Here are different theories and models of communication that are used in Travelodge:
Linear Model: This considered as the most common model that is used by the different organization. It has sender and receiver and in the middle of them the feedback through the channel. There can be different ways of communication that can be verbal, email, telephone, voicemail, and other ways are used to communicate. Travelodge use this method of communication quite often that transit information by formulating encoding and decoding option. 
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Figure: Linear Model (Morgan, 2016)
Berol’s Model: This is another way of communication that has a most structured and advanced way that is used in Travelodge, this model also considered as SMCR model that has a source, message, channel, and receiver. In order to communicate with the advanced method and a wider source of information, there needs to use a different method that helps to find out the most effective way in the communication process. It has sources, that encodes a message that is distributed by a different channel that finally decides to the receiver (Morgan, 2016). Travelodge use this method in order to find out different sources of communication skills by figuring out the attitudes, knowledge, social system and culture that transmits the message or content element into structure code. Channel works to hearing, seeing, touching, smelling and tasting of different elements that are later on decodes to the receiver. The receiver receives the final information accordingly as per the sender sends to them and use them to do different activities on regular basis. 
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Figure: Berol’s Model (Stegman, 2015)
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Communication is the essential elements at the workplace that are helpful to do all the basic activities accordingly. However, there are some conflicts that are arises due to the lack of communication that makes difficult to make a balance at the workplace. While working at Travelodge, I have faced different issues due to lack of communication gap that makes trouble to continue all the activities. Here are the conflicts that usually arises due to communication: 
Unchecked gossips: Lack of communication makes unchecked gossips that some people start saying negative things without hearing the truth. This makes trouble on the whole working system that is portrayed on a person and addressing different stories that are being rumored by others. 
Closed loops: When the department fails to coordinate on different activities, different types of major issues are arising that I have faced working at Travelodge. This makes some misconception among others that makes difficult to continues the cross-departmental activities. Assigning different people in order to ensure all the activities and timeline as per proper timeline are important to reduce this type of issue.
Lacking in the collaboration: There are different sub-departments at Travelodge and lacking or gap of communication impact on the team collaboration. There needs to find out the most effective solution for establishing an effective team working structure and following the deadlines as well (Johnson, 2000). 
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There is some recommendation that I have figured out in order to maintain an effective way of communication that can be used at Travelodge, here are these:
Meeting discussion: There needs to be maintain meeting minutes before every potential meeting that are held at Travelodge. All the meetings need to be recorded and reviewed by an effective format that should be used by following the names, attendees and what are the discussion will be held at the meeting. It will be helpful to reduce the gap and make all the action as per deadline.
Commanding: Effective command of everyone is important that is needs to be followed by a chain. It will be helpful to work all the policies as per the corporate activities and dispute the communication breakdown that needs to be handled properly. 
Working environment: Working environment is important to maintain an effective way of communication that will be helpful to reduce all the gaps and find out the advanced way of decision making that reduces all the gaps (Jacob, 2013).

[bookmark: _Toc534456956]Conclusion
Communication is the most important thing and there is no question for this. Communication helps to make all the working activities smooth and fast that automatically reduces any kinds of conflict. Effective communication skill reduces the skill gap and helps to make the most effective decision as well.
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A Source encodes a message for a channel to a receiver who decodes the message:
S-M-CR Model.




