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         Introduction

The aim of this portfolio is to analyse communication at my workplace and suggest ways how to improve it.
       Communication is the exchange of the thoughts, information or ideas that result in mutual understanding between two or more people. The process of communication requires at least one sender, one receiver and a message that is transmitted in words, gestures, writing. It is essential to communicate in day to day life in order to express ourselves because as human beings we cannot live in isolation.
There are three types of communication: verbal, nonverbal, written.
      Verbal communication means addressing language and it is the most common way individuals use to communicate. At my workplace the most used type of communication is face-to -face which is the richest channel of communication as it enables you to observe body language , face expressions ,another advantage of this is that you can see immediately whether your message was fully understood. Sometimes the there is misunderstanding in verbal communication even though the sender is efficient in transmitting the information, Robinson and Robinson (1982). I will explain more about verbal communication at my workplace below.
      Non-verbal is another type of communication and refers to body language as well as the way people communicate without words, being an instrument to transmit attitudes, emotions.  A technical definition for nonverbal communication is “communication other than written or spoken language that creates meaning for someone”, (Ivy&Wahl,2014, p.5).  Mehrabian’s (1981) research shows that messages which express feelings are understood through non-verbal cues: 7% from words, 38% from vocal cues for example volume, pitch and 55% from facial expressions such as smiling also some other body movements such as arm crossed and so on, Lavan(2002). Facial expressions tend to repeat or to contradict verbal communication, for instance when you have an argument with someone your verbal communication might suggest you are fine, but your facial expressions suggest the opposite. 
Goleman (2006) believes that non -verbal communication helps the listener to understand the intention of the speaker as well as helping to regulate the flow of the conversation not only to interpret the messages.
Non-verbal communication at workplace is a tool for professional excellence.
       Written communication involves any type of messages that makes use of written words. As a very precise way of communication has a great significance at workplace. There are various forms of written communication: emails, memos, reports, job description, employee manuals. I found some advantages of written communication:  message transmitted is clear, no contact is needed, saves money, written proof. Disadvantages of written communication: one of the most important is lack of secrecy and the second is delay in the process.
       Models of communication 
   The Shannon-Weaver Model 1949 also called “the mother of all models”, was created by Claude Elwood Shannon who wrote an article “A Mathematical Theory of Communication” in Bell System Technical Journal with Warren Weaver.
Shannon was an American mathematician whereas Weaver was a scientist. The Mathematical theory later came to be known as Shannon Weaver model of communication.  
The concept of the model is that the sender encodes the message and sends it to the receiver through a technological channel like a telephone. The decoder needs to decode the message before understands it. The channel is disturbed by noise and the receiver misunderstands the content of the message, in this case the noise plays an essential part in misunderstanding of the message.

         In-class exercise on Shannon-Weaver Model

   Maria and Pedro are husband and wife. One day Pedro who works on a building site calls his wife Maria. While talking on the phone she asked him to buy a chicken on his way home. Due to the noise on the site he did not understand the message. Pedro comes into the house and then into the kitchen thinking his wife was expecting him in there although she asked him to buy a chicken. 


    Berlo’s Model of Communication
 In 1960, David Berlo developed Berlo’s  (SMCR) model of communication from Shannon Weaver’s Model of Communication (1949). He described factors affecting the individual components in the communication making it more efficient. Berlo’s Model has, four components to describe the communication process. They are sender, message, channel and receiver.  The message might not have the same effect as intended if the receiver and sender are not similar. The receiver must also have a very good listening skill. Other factors are similar to that of the sender.
     Schram’s Model of Communication has its roots in Shannon-Weaver Model, Wilber Schramm proposed the model of communication in 1954. He thought that an individual’s knowledge, experience and cultural background also play an important role in communication. Individuals from diverse cultures, religion or background tend to interpret the message in different ways.
This type of communication is effective only if the sender and receiver have the same level of knowledge. 

        Styles of communication
    Analytical communication
 Usually this type of communicators like   hard data and  tend to be suspicious about people who do not have numbers to back up their ideas. For example, when giving a presentation to analytical people best thing to attract their attention is to phrase my words that best resonate with them. Instead of using usual words when giving figures is best to give some numbers also. Analytical communicators don’t like emotional communication and for this reason they might seem cold and unfeeling. However, in a meeting to determine whether a marketing campaign is going well this style is the best to use.
    Personal communication
Unlike the analytical communicators this style of communicators value emotional language and use it to build strong relationships. They are very good listeners, good at problem solving and smoothing over conflict. In order to make them pay attention when you are speaking add some emotional language in my speaking. I tend to be personal communicator most of the time at work.
[bookmark: _Hlk27042798]   Intuitive communication 
Intuitive communicators often look at the big picture, avoid details and go straight to the point. They do not talk step by step when explain things, usually jumping to the ultimate goal getting things done without getting blocked in one particular step. upside and downsides of this behaviour is jumping in some unpleasant situations. This style of communication is popular amongst bosses.
   Functional communication
Functional communicators are the opposite of intuitive communicators as they rarerly miss things when implementing plans however they have difficulty to maintain people’s attention. The best way to present a functional communicator an idea is to go through all the details, going to the process of detailing my ideas will increase functional communicators comfort with whichever ideas presented.


        Ways to improve communication in my workplace
 “Communication is the real work of leadership”-Nitin Nohria Dean.
Verbal communication is the most used way of communication used at my workplace because we often work in teams where verbal communication is present most of the time. Sometimes we use written communication, informal, when we are at home and we need to discuss some activities that need to be done the second day at work. 
Every conversation I enter at work assume I have something to learn. Keep in mind everyone I will meet knows something I do not. The use of open-ended questions is elementary when having a conversation because I am giving the speaker the possibility to open more and more. Another rule in having a conversation is do not equate my experience with theirs because every experience cannot be the same, I do not need to show how much I suffered or how great I were. Last thing I want to add in this paragraph is that “a good conversation is like a miniskirt, short enough to retain interest and long enough to cover the subject”, Headlee (2016).

      Listening plays a crucial role in developing my professional excellence. Most people remember 25-50% of what they hear according to Crockett (2011), this means most of our conversations with family, friends or employers are only half retained which leads to the fact that we do not listen.
   In usual conversations people tend to use words hearing and listening as being the same although not many make a real difference between the two. As a professional however I need to have a clear vision on the terms in order to succeed in any career. Hearing is tested at the doctor’s office meanwhile listening requires focusing on the verbal and non-verbal communication to be able to decode those messages. Sypher, Bostrom and Seibert (1989) claimed that a person’s abilities to listen is linked to teamwork and overall success. The same Sypher et al (1989) researched that effective listeners own high positions so are promoted more often than those who are not effective listeners.
   Feedback should be regular and on-going, should include positive and negative with suggested improvements. It is necessary that employers receive the resources to make the changes needed. Additionally, language matters in today modern workplace would recognise that certain terms can be considered offensive. Similarly, I must be sensitive how my language and words are perceived and make adjustments. 
   Founder of Amazon said:”Your brand is what people talk about you when you are not in the room”. Listening has helped me to improve my knowledge by getting to know people closely as we need to learn from each other, built my confidence, and it has opened new horizons in my workplace.
        Meeting regularly
    This way of communication is helpful to discuss specific situations which can occur on different fields of a company. Teamwork on top of the company should filter down throughout the company. Working in team means trusting on other employees to come through with their part without watching them all the time. It is great to divide teams up and work together, touch basis frequently and bring it out into a product. Employers should meet more often, listen to ideas, solve problems, new marketing products. This type of technique is one of the most effective way when working in teams especially. At my workplace, I meet regularly with my colleagues and discuss situations, debate sometimes and all the time we sort out things by discussing and not hiding different situations that seems unfixable. Here comes a skill I developed at my workplace called assertiveness which is an ability to be straight forward, being able to express your opinion accurately and clearly and standing up for yourself without disrespecting any other individual.
   Usually members of a team or individual should express themselves politely even to advocate a point of view or to challenge wrong conceived ideas. According to Barney (2004) assertiveness can be defined by three words: think, feel, want. When assertive communicators are making a viewpoint or respond to a specific set of questions, they accentuate the introduction and the conclusion of their answers.


        
       Powerful foundation traits to improve communication in workplace
Honesty (I have be truthful, no matter the outcome, I will not compromise myself).
Authenticity (be myself, stay original, I  am amazing just the way I am).
Integrity (yes is yes, no is no).
Love (tempered with honesty is a great thing, wishing people well).
        
        


             Conclusion
   The key of communication at workplace is Love. Where is love harm can be done, so communication will be smooth, understanding, compassionately, nice and clear. The best example everyone can use is Jesus Himself, who taught us to love each other no matter the situation given, even loving your enemies. One of his teaching which I am trying to focus on at my workplace is to treat others how I wish to be treated. Practising this verse into your life you will never fail you in communicating effectively.
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