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[bookmark: _Toc48616685]Introduction
Communication is the process of interacting with someone to express own views and ideas regarding any particular topic. It is an activity between sender and receiver (Zheng, 2020). The types of communication involve sharing new concepts, thoughts, or even updating the project. Communication skills typically involve listening, speaking, observing and empathizing. This is also important to consider the nuances in how to communicate through face-to - face encounters, phone calls and digital communications, such as email and social media. In order for teams to be successful, their talents while willing to collaborate with others, interact, and communicate effectively must value each participant. For the majority of projects, people operate on different tasks that are relevant to their abilities or fields of expertise. The tricky thing is being able to coordinate, communicate and integrate all the different elements into a coherent form. In this report, the most prominent theories related to communication will be discussed to understand the literature better and fix the problems I have been observing at my time at Oakman Inns & Restaurants
The key purpose of this report is to study the various models and theories of communication. Understand the uses, meaning and importance of each model and its subparts. The goal is also to make use of cases and examples of poor communication to apply and test the real life application of these models.
This report first discusses the meanings and overview of teamwork and its relationship and importance to communication and group dynamics. Then the models of group dynamic, teamwork and communication will be discussed in particular order. Special focus will be given to understanding communication by making use of examples where miscommunication caused problems and its analysis by making use of the models of communications. And finally recommending the solutions to the of the problems demonstrated in the case study followed by a general conclusion of the report.


[bookmark: _Toc48616686]Models of Communication
[bookmark: _Toc48616687]7Cs of Communication
Communication's 7 C model is a list of seven standards that most of the people at any particular workplace will seek to ensure all of the communications are adhered to. The aim of this model is to help ensure that what the speakers are trying to tell the person they are interacting with listens. The seven C's are: Simple, Correct, Complete, Concrete, Concise, Considerate and Courteous.

[image: ]The seven C's support a common contact method which is based on The Rhetorical Triangle, Feedback and Presenting to learn more about communication. Better Communication can be achieved at any workplace including Oakman Inns & Restaurants the place I work at by following and implementing the below listed seven principles:
[bookmark: _147n2zr]Figure 1. 7Cs of Communication 
(Source: Worldofwork.io, 2020)
[bookmark: _4w0kh0lms76j][bookmark: _Toc48616688]Clear
Lack of clear communication was observed at Oakmans Inns & Restaurant. There are many stages when it comes to clarity about communication, the first stage is to being clear about the objective of the delivered message. The listener should be aware of the reasons why they are being conveyed a certain message and what the basic goal of the message is clearly.
Secondly, it's crucial to use clear verbal language by avoiding complex and long phrases and words, the focus should be on the core message (Worldofwork.io, 2020).
[bookmark: _3o7alnk][bookmark: _Toc48616689]Correct
Many incorrect information was being conveyed by the receptionists at Oakman Inns. It is important that both the factual details one uses in their correspondence and the language and grammar they use are accurate. When the customers see inconsistencies in either, they will be irritated, and the reputation will be significantly diminished, reducing the efficacy of the communication.
[bookmark: _23ckvvd][bookmark: _Toc48616690]Complete
For example, when a person writes a letter, it is important to give the reader all the information they need to follow the line of reasoning and to draw the same conclusions as the author. For different situations, this level of information may be different and their interactions will be changed accordingly.
[bookmark: _ihv636][bookmark: _Toc48616691]Concrete
When constructing the interactions, the staff of Oakmans Inns & Restaurant need to make sure that they are concise and also that the language and phrases they use match together, draw on one another and complement each other. The claims should be focused on objective evidence and perspectives from reputable sources, and they should present indisputable statistics in support of the claim.
[bookmark: _32hioqz][bookmark: _Toc48616692]Concise
It is important to stick to the point when communicating messages, they should be concise. If the message can be conveyed using five words there is no need to use ten words.
[bookmark: _1hmsyys][bookmark: _Toc48616693]Courteous
Referring to the poor performance of the receptionists of our team at Oakman Inn, it is suggested to them that they should incorporate politeness in the ways they communicate to increase the effectiveness of the message.
[bookmark: _41mghml][bookmark: _Toc48616694]Coherent
If the communications in a team are not coherent in nature, they won’t be effective at all. To make sure the communications are coherent once should implement a flow of logical thoughts with respective tone and style.

In conclusion it can be said that critical communication skills which the staff and employees of Oakman Inn need to possess or need to improve on are, the skill of being able to coherent when communicating, of being able to communicate in a correct, complete and concise way.


[bookmark: _Toc48616695]Shannon and Weaver Model of Communication
The Shannon and Weaver Communication Model is a mathematical communication theory, which argues that human communication can indeed be divided down into the following main concepts: transmitter, encoder, channel, noise, decoder, and receiver. A later iteration of Norbert Weiner's theory introduced a 7th element ('feedback') that moved the paradigm from linear to cyclical (Drew, 2017).
The Shannon and Weaver model is essentially communication model, which is linear in nature and provides a structure for evaluating how messages are transmitted and received. This model primarily known for the ability to explain how communications between sending and receiving the message can be mixed up and misinterpreted during the process (Koptseva, 2015). 
[image: the shannon-weaver model of communication diagram]
Figure 2. The Shannon Weaver Model
(Source: Koptseva, 2015)
· Sender - They are the person (or entity, or item-any source of information) who has to start with the information. The source of the information begins the cycle by choosing a message to send, the encoder, and a medium to send the message through
· Encoder - The encoder can be described as the machine (or person) which transforms the idea into signals that can be transmitted to the receiver from the sender in a way that the receiver can effectively understand the message.
· Channel - The communication channel is the network that brings information to the decoder and receiver from the sender via the transmitter.
· Noise – Any physical or metaphysical disturbance which distorts the message digitally or causes misunderstanding and incomplete message deliverance can be termed as noise and are of two types, internal noise (when the disturbance is from the sender’s side) and the external noise (disturbance caused by uncontrollable factors).
· Decoder – As the model was initially developed for telephonic communication, in the business world this can refer to any middleman who decodes the message for the receiver. This can be mostly observed at communications between two bodies who natively speak different languages and a decoder or translator is needed for each side.
· Receiver - The receiver is the end destination for thisvirtual communication phase of the original Shannon and Weaver model. This would be the phase in which, after accounting for noise, the person finally gets the message, or what part of the message was left and is yet to be delivered.
· Feedback - Feedback occurs if the message receiver replies to the sender so that the communication loop is closed. They should answer to let the sender say they've got the messages sent by the sender.
[bookmark: _Toc48616696]Case Study
The provided contextual case of poor communication states that, Serban asked his manager Daniel for four days off from 24 to 27 this month and he put him off for next month. Serban thought he plans his time one week ahead like me but he plans it one month ahead. The communication went wrong between them maybe because it was a written communication. 
In the above case, it is clearly visible the repercussions of poor communication which resulted in Serbian’s plans to be messed up and create problems for this boss Daniel too. By making use of the ‘Shannon Weaver Model’ of communication’s points, this case can be better analysed, understood and the root of the problems can be identified to find the appropriate solution. According to ‘Shannon and Weaver’ model, the problem resided in the method or means of communication which acted as the ‘channel’ or there’s also a probability this issue was a result of ‘noise’ from the sender’s side which resulted in this miscommunication.


[bookmark: _Toc48616697]Example of Poor Communication
Just like the above provided case a similar incident happened with my friend at his workplace, my friend John was sick and had problems speaking clearly, yet he called his boss of his work. He informed his boss that we he will not be able to come because of sickness, but because of his unclear voice and other technical disturbances the boss received the message, which he interpreted as he was, sick of the office and needs a leave. This created big miscommunication between the two of them. Mostly, this is because of the wrong choice of means of communication with respect to the situation.
In the above case its clearly visible the severe consequences of poor communication which resulted in John’s sick to become a resignation call.
 By making use of the ‘Shannon Weaver Model’ of communication’s points, this case can be better analysed, understood and the root of the problems can be identified to find the appropriate solution. According to ‘Shannon and Weaver’ model, the problem resided in the method or means of communication, which acted as the ‘channel’. If John had used a more formal, clear and written form of communication based on this sickness this misunderstanding would not have raised in the first place. Additionally, considering the 7C communication model, his communication was not ‘clear’ which caused the problem. This case thus evidences the importance of each detail of communication stated by these models.


[bookmark: _Toc48616698]Recommendation
After briefly studying and analysing the two examples or case of poor and inefficient communication, it is recommended to Serban that he should use the direct or vocal form of communication when dealing with any such matters. Thereafter, they can clearly inquire each other and reach the appropriate communication. Additionally he should also study and implement in his life the ‘7Cs of Communication’ along with the ‘Shannon Weaver Model’ to get better results. In addition, to John it is recommended that he should use judge the situation and circumstances accordingly when communicating, for his case as he was unable to speak clearly because of sickness he should have used a written form of communication to apply for his leave instead of talking over phone. It thus evidenced that the 7C of communication model and the ‘Shannon Weaver’s Communication model’ are indeed effective to analyse and study the communication problems and how it can be made more effective while avoiding any type of miscommunication. By studying these two models both john and Serbian will be able to better understand their problematic areas and deal with it accordingly.

[bookmark: _Toc48616699]Conclusion
[bookmark: _vx1227]After conducting a brief study on the subject of ‘Effective Communication’ it was found that indeed this subject is an integral concept which needs to be studied, analysed and implemented into organizations and smaller teams for maximum productivity both as a team and as an individual. I made use of my experience at Oakman Inns & Restaurant to better understand and analyse the whole concepts of communication and to find out areas of improvements. I made use of various models and theories such as the ‘Shannon and Weaver’s Model of Communication’ and the 7Cs of communication. Further, I have followed different journals and audio books to improve my communication excellence. 
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