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Introduction
The reason for this report is to explain communication within my workplace. In every organisation communication plays a major role. Communication can be said to be the ways in which individual transfer information from one person to another to understand their point f view and to get their ideas across without any mistake.   “Communication is stated to be an ongoing process. Everyone is continuously communicating with the people around them, such as their family members, friends, helpers, neighbours, relatives, workplace members, and when a person goes out for shopping then too with the shopkeepers and other people communication takes place. Communication is also referred to as a skill that is pertinent in one’s daily life and an individual is required to be competent in this skill by himself or via means of observing others” (Skills you need, 2011). People communicate verbally or non-verbally. They do so either face to face or in an electronic format.  Communication is an important aspect of human life, which reflects as having lots of ideas and ever-changing process of any organisation where individuals involve transmit verbal or non-verbal message to develop shared ideas. It is very important to use all available resources including the knowledge and skills to enable the organization to respond very well.  In my place of employment, we use various methods to communicate with different individuals. These methods include face to face conversation, training and online courses, where individuals collaborate with each other. 
Effective Communication
I have been working as a hospitality assistant at Chartered Institute of Personnel and Development (CIPD) in Wimbledon. Effective communication plays a major role in my every day working life to get information passed on properly. Workplace communication is significant to the organisation since the organisation will be more productive and operate effectively.  If the communication within the workplace is not accurate this can affect employee performance and also lead to employee being fired.  I remember one busy Monday afternoon I was asked to set up a function for a group of people. The menu consisted of several dishes. However, one customer asked for a special salad dish that was not on the menu. She rang and informed the manager about a special order. She was very specific in saying no cheese should be included in her salad. However, the message was not relay effectively. The message was not received effectively by the manager because she was distracted doing something else. I went ahead and prepared a cheese salad for the customer however, it was the wrong salad prepared. This misunderstanding could have led to serious illness if customer was lactose intolerance the meal contained cheese. The customer was however compensated and offered an alternative meal of her choice.  This was as a result of poor listening skills on the path of the manager. According to Covey (2004) “One should seek first to understand.” He went further to say that “most people do not listen with the intent to understand; they listen with the intent to reply.”  Additional, Skills you need (2011) explained that listening is the key to communication therefore an understanding that the receiver is aware of the message that is being conveyed to them to prevent a misunderstanding. Therefore, it should be taken into consideration the context and appropriateness of the delivery of the message for effective communication. Lack of effective communication cause a lot of problem in the workplace. Often, we send a message we assume that the receiver gets and understand the message, but they do not.  Communication does not only focus on the passing of messages from one individual to another but also to make sure the other person understands the message that is pass on to them.  
[image: Image result for shannon weaver model]In order to communicate effectively, the person receiving the message must understand the message that is sent to them and gather the information correctly.  Shannon Weaver (1949) explained how messages conveyed using a diagram (see diagram below)
Figure 1: Shannon Weaver Model of Communication
This model was developed to display how messaged were sent and received between the transmitter’ and receiver. It also suggests there are factors such as noise that could distort or affect how effective the communication is. For example, one afternoon my manager called one of the workers to ask them to bring a cup of latte. However, the worker did not receive the information that she wanted a cup of latte because of network disruption i.e. Noise’. The feedback of the worker let the manager knows that the message was not entirely received which allow the receiver to attain all the information after the feedback. Smith (2015) suggests that the noise that can disrupt a message is present in many everyday scenarios and the source of the noise needs to be identified in order to limit the effect it has purveying a message.  Additionally, noise can also said to be a barrier in the communication process. Barriers are present that cause problems in every working organisation. However, once these barriers are identified, solutions to these barriers can be implemented. Zaineb (2018) identified that the process of communication is fairly straightforward, 
For example, at my workplace there are persons that I work with that English is not their first language This makes it very difficult for us to communicate and work effectively. I have to write the information on paper then they translate it in their language using their smartphones. I found this very frustrating and time consuming, if for instance there is a fire evacuation in the building then it will be very difficult to explain the situation to the individual. Also, translating is a very critical job to do as this affects the rest of team members. However, negative effects of performance due to language barrier can be challenging and difficult for person leading the team. In order to, avoid conflicts and misunderstanding within the working environment, these forms of communication can lead to stress that will affect your ability to function correctly due to the pressure from work colleague where the English is not their first language.  Additionally, to overcome barriers of organizational communication there are guidelines to be followed which the company can form an optimistic approach by doing this it is regarded as politeness, good manners towards one’s approach. 
Mlinzi (2016) argues that for effective communication to take place according to Berlo’s model, both parties i.e. the source and receiver need to be on similar or the same level in relation to their communication skills. If the source and the receiver for example, at my workplace different individuals speak different languages. Most of them English is not their first language. With differing levels of understanding the English language with the source being more fluent than the receiver, the message could potentially be misconstrued so to fix this problem we break down into simpler English or translate to solve the language barrier between the workers. 
Similarly, Businesstopia (2018) states that “Communication skills of a person are a factor that affects the communication process.” If the sender has good communication skills, the message will be communicated better than if the sender’s communication skills are not good. Additionally, if the receiver cannot grasp the message, then the communication will not be effective. Communication skills include the skills to speak, present, read, write and listening.” This indicates that an increased effort from employers to better the communication between staff will have a positive desired outcome on factors such as productivity, employee output and overall morale. 
In addition to this, an employee working within an organisation must work in a reasonable manner to accomplish their goals however they also should not be burdened with too much of a heavy workload to meet organisation deadline. As a result of this some employee would feel frustrated and unable to concentrate on their work, due to the unrealistic expectations for work output. Employees should therefore feel empowered to also feel that it is their duty of care to communicate such unrealistic working expectations to their superiors, make them aware of how it could be affecting performance and suggest ways in which the problems could be alleviated such as a larger frame of time to work with. With this, employees should be assertive in their communication in order to make their concerns known to their employers, how it makes them feel and what their desired outcome is to be as suggested by Baney (2004). At my workplace employers are very effective in communicating information. For example, they have a system called work space where individuals can see the menu in advance before lunch service, so they do not have to come and look at the menu in the restaurant. This helps to make the employees job easier as persons come prepared with their orders. Also, if a worker is not coming to work due to illness or other reasons the employer has a system in place where they connect with agencies who will send persons to cover the job of the employee that is absent. Additionally, the company have relieve teams that can fit in if they are available upon request. 
 Baczor (2019) states that “good employee communication will help people to understand their organisation’s purpose and strategy.” She further states that “workers are more likely to contribute more and feel committed if there is a culture of pen communication.”  I strongly agree with what she wrote because if there is no good communication the organisation cannot move forward and there will always be misunderstandings however, if the information is communicated correctly and understood by the receiver then there will be no problem as employees are aware of what they are doing and what is to be done.
[bookmark: _GoBack]In conclusion, communication plays a vital role in our everyday lives whether at home, work or even talking on the phone. It is very significant that the message that is being communicated is understood by both parties (sender and the receiver) involved. It is of utmost importance that barriers such as language and noise be limited as much as possible. Effective communication within the workplace is important as it will determine the productivity and the outcome of the organization.
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