Introduction
Communication pertains to the act of sharing ideas, information and messages with different parties at a specific time and place. There are different forms of communication including writing and talking. Non-verbal communication in relation to facial expressions and body language and electronic communication are also very common today. Communication is something that cannot be excluded from everyday life, and it also plays a vital part in business, education and any other situation that requires people to encounter one another (Encarta, 1998)
This report is one based on communication within the workplace, where a real-life experience will be used to discuss how well employers perform at communicating. Grounded on theory, I will be looking into how workplace communication and performance of employers can be improved.

[image: ]Communication is a foundational requirement that allows society to stay together. People’s ability to communication allows the forming and maintenance of personal relationships, a quality that is well dependent on the calibre of communication between those involved (Brennan, 1974). According to Shannon and Weaver’s model of communication there was a sender who encoded a message which was sent out into a medium. They go on to explain the likelihood of noise which is in reference to physical disturbances as the message travels to the receiver. The message then reaches the decoder (receiver) who is must then translate the message and provide feedback according to that message. 
During my time in employment the idea of Shannon and Weaver’s model of communication has proven to be true. With reference to the communication cycle, my line manager at the time was usually the sender of the message. For this particular message that she was sending through her aim was to find out the details of a particular event that had been set up by myself for the customer’s in a branch During this clarification stage, I believe the questions she asked herself were as follows: -
· Who am I communication with?
· What am I trying to send and achieve from this message?
· What is the reason behind me sending this message? Is it necessary?
· How do I want the receiver to feel?
· How does it meet the desire or need of the receiver?
· What do I want them to do with this message?
After these questions were answered, she would have then moved on to compose/encode the message she hoped to send out.
During this time, it is believed that the questions that may have been pondered on to answer this question were:
· How can this message be best communicated?
· What type/level of language needs to be used for effectiveness?
· Is there any background knowledge on what I am about to speak on?
· Are any additional resources required?
· What emotion am I expressing? Am I expressing any emotion at all?
· What will be assumed about my emotion or motive?
Her choice of communication was a vital decision as whatever avenue that was chosen at the time would determine the way the message was received, and it was therefore her responsibility to ask herself whether:
· Is this the right time to send this message?
· What is my audience's state of mind likely to be, and what workload will they be experiencing when they receive this message? How should I present my message to take account of this?
· Will there be any distractions that may hurt communication? 
· Should I include anyone else in the audience?
Step 4 of the communication cycle is very vital in the sight of any message sender as this is the determinant on whether the receiver has understood the message the way it was intended. Based on the feedback received in Step 4 of the communication cycle, the sender will have to analyse and decide whether it is necessary to resend the message again thinking about the following to decide on new ways to make it more effective:
· Why did you receive this feedback? What does this tell you about your message?
· What could you have done differently to get the response you wanted?
· Did the audience feel the way you expected them to feel? If not, why not?
· How should you act or behave differently to move forward?
Step 6 is concerned with the changes and improvements.
· Honour and respect the feedback you've received. If you believe it's valid, change your message or behaviour.
· Identify resources to help you improve (asking colleagues; doing more testing; or using surveys, classes, books, seminars, and so on).
Despite the detailed checklist listed above to encourage effective communication between my line manager and myself I do not believe all aspects were considered at the time her message was sent out to me. I understand that she knew the message was for me and what she was trying to find out by sending this message but there was a tendency to always using email as a channel to convey a message. At the time, she had wanted to find out what events were happening during the week, how much they had cost the company and if there were any overlaps for a particular branch. As a result of her choice of communication, the lack of understanding surrounding all the factors that could affect her ability to receive what she was hoping for, there was an unfortunate case of a clash in events that could have been avoided.
Improvement to the communication above could had been as follows: -
Scenario: I was responsible for all small events within the organisation, and a particular day it was instructed by the director to my manager that events should not take place for a specific branch as they had something planned. This would require some changes in which needed to be done as soon as possible in order to avoid wasting company money as they did not expect much attendees.
Suggestion of improvement to ensure that the instructions given were adhered to would had been as follows: -
(Communication from Line Manager to Marketing Executive)
Step 1: Aim
To whom am I communicating?
Marketing Executive
What message am I trying to send?
Ensure there are no events on the day that I have been told for the branch that was mentioned.
Why do I want to send this message?
As instructed by the marketing director, this could save the company money as another event will be taking place on the same day.
What do I want my audience to feel?
I want them to feel valued and avoid the feeling of having to choose between two events.
What does my audience need or desire in order to receive this message?
My audience needs to understand thoroughly the benefits of the event that is taking place and how it could be impactful to them.
What do I want my audience to do with this information?
I want them to understand how the products and training can be of benefit to their organisation.
Step 2: Compose/Encode
What is the best way to communicate this message?
Face-to-Face
What level/type of language should I use?
My language should be professional, but easy to understand.
Does the audience have any background information on this message?
No, they do not know anything about this message,
Will my audience need any additional resources to understand my message?
No.
Am I expressing emotions in my message? If so, which emotions?
I must express how important it is to ensure that this does not happen as the instructions have come from higher authority with relevant reasons to back.
Will the audience assume anything about me that will hurt communication?
No.
Step 3: Transmit/Deliver
Is this the right time to send this message?
Yes, because the sooner the message is sent, the quicker changes can be made if any.
What is my audience's frame of reference? What is likely to be their state of mind and workload when they receive this message?
They're likely to be overloaded with information already. I must be concise, yet convincing.
Will there be any distractions that may hurt communication?
No.
Should I include anyone else from the audience?
No.
Step 4: Receive Feedback
I’ll allow questions to be asked at the end of my message and also for any input to be made. I’ll send a message to the director straight after to advise him of the current situation and what will be done if anything has to be done.
Steps 5 and 6: Analyze, and Improve
A few days after my message, I will send a follow up email to marketing executive to ensure everything is under control and offer help if needed.


With everything that was considered during every step, messages and commands can be kept to a minimal in the future and all unnecessary information would have also been cut out.
In my opinion and experience, I found that email was mostly the preferred communication channel which I did not think was the most effective all the time. I believe employers can learn from the practice of using face-to-face communication and then following up with technological communication.
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