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Communication is a very essential, it is a way we transfer information to one another. There are a variety of different types of communication these types are known as Verbal Communication, Non-Verbal Communication, Written and Visual. 
We use communication on a daily basis either academically, in our work life or personal life’s. Within this report I will be looking into a range of communication models, using my in-class activities and research and different types of communication I use within my workplace and ways to improve communication. 

[bookmark: _Toc29213485]Methodology 
In order to present this report I have used a variety of methods that have assisted me in my current academic learning. 
· In class exercise 1 – business email 
· Communication case study 
· In class exercise 2 – Writing an Email 
· The Shannon Weaver Model 
· Berlos Model of communication
· Schramms Model of Communication 
· Communication within my workplace 




[bookmark: _Toc29213486]Types of Communication 

[bookmark: _Toc29213487]Verbal 
According to Hanes, T. (2018). Verbal communication is a main tool of expression between two or more individuals. Verbal is done through sounds and language to get a message across.
This means that communication has to be effective in order for the receiver to get the message. Your use of language must be clear, and you have to be able to engage your audience so you can make an impact when relaying the message. 
Verbal communication can be used in one to one conversation between you and an individual, it can be used in meetings which is a slightly bigger audience, or is can be used in conferences which is through an even wider audience.

[bookmark: _Toc29213488]Nonverbal Communication 
According to Segal, J. Smith, M., Robinson, L. and Boose, G (2019). Non-Verbal Communication is when we express ourselves through body language, facial expressions, and our physical behaviors. 
When we want to communication information not only do, we use sound but we also use our movement to connect to people as well. This can through Eye contact, using hand gestures, the way we have our postures and even the way we dress.
Giving a strong approach, standing confident, engaging is using nonverbal communication which can help show an individual or even a group of individuals that we are dedicated and also listening. 

[bookmark: _Toc29213489]Written 
According to Sharma, P. (n.d.) Written communication means when an individual communicates through messages. This can be sending and order or even an instruction. This can be through writing letters, Articles, sending emails and many more. 
This sometimes is a simple, fast and effect way we can get our message across, but they can also be disadvantages in the way we write our messages and or instructions. For example, using all Capital letters can encode that the individual is shouting or being abrupt towards the other individual. 
Another example can be what we actually write, and the use of language can send off bad communication, so it’s essential that if communicating through letters, emails or bulletins we present it in a good clear way. 

[bookmark: _Toc29213490]Visual 
Visual communication is similar to written, but instead it’s when we use diagrams, graphs signs e.g. road traffic signs, pictures. According to White, D. (n.d.) Visual communication is very essential way we communicate and share information. 
Another good use for communication is using social media, internet even watching the Television. These ways are very effective and actually is what we use most of the time in today’s modern world. 
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[bookmark: _Toc29213492]The Shannon – Weaver Model
According to (Businesstopia, 2018) The Shannon Weaver model was constructed in 1948 by an article wrote by Claude Elwood about “A Mathematical Theory of communication”
My understanding of The Shannon Weaver model is when the individual that wants to send communication encodes the message to the other individual (receiver) this is done through either telephone or telegraph. 
The sender puts the message into codes in which the machine understands this send through a system using codes. 
The individual receiver then decodes the message before understanding it. There can be a disruption for example noise and the receiver might not be able to decode the message, which will cause issues in the communication process. 



[bookmark: _Toc29213493]Berlo’s SMCR Communication Model 
According to (Businesstopia, 2018) Berlo’s has four ways to describe the communication process these are Sender, Message, Channel, and Receiver. 
The sender is the person that creates the message > The message is what information or context is being sent to the receiver > The channel is the system used to send the message either through touch, hearing etc.> The receiver is the individual that gets the message.

[bookmark: _Toc29213494]Schramm’s Model of Communication
According to Janse.B. (2019) The Schramm’s model was published in 1954  
This model is when the individual sends the communication and how the person on the receiving end receives the message. 
Encoding/ Decoding – it is the way the message gets across to the other individual. 
The sender passes the information on to the receiver – the receiver must then interpret what the sender wants and give the feedback or responds accordingly. 


[bookmark: _Toc29213495]Communication in within my workplace 

The retail environment consists of many audiences from the General Store manager, senior management team, section leaders, employees, and customers. 
I have gained throughout my time in ASDA different communication skills whether it be Verbal, Nonverbal, or Written communication and have seen the different ways managers engage with colleagues using all types of communication.

[bookmark: _Toc29213496]Nonverbal communication 
Body language is part of the way managers and colleagues develop a is it important we look approachable, smile, stand straight and open for the customer or the colleague to approach us with any queries. 
Between the managers and colleague’s nonverbal communication is used during meetings and one to one meeting. When managers communicate to us about business updates or briefings, there way of presenting is by having the correct posture standing straight with confidence, making eye contact to each individual section leader, or colleague so they know there engaging and making sure the message reaches everyone and by using positive facial expressions. 
If the Body language is used in the wrong way between managers and colleagues, it can send off the wrong signals and demotivate colleagues and make the colleagues have the wrong perception for example if the managers don’t care then why should the colleagues. 
Colleagues and Managers also are aware that personal space is also very necessary when giving out   feedback or have disagreements this shows that there is a level of respect to each other. 
It is also important that managers and colleague have a good presentation about their appearance as this is also part of nonverbal communication. 


[bookmark: _Toc29213497]Verbal Communication 
Verbal communication is used throughout or working day from the start when we enter the building to when we leave the premises. 
Depending on what type of morning you walk into whether it be a good or a bad start determines what type of verbal communication you’re going to have between the managers and colleague, most of my working time my manager greets me in the morning and always asks “if everything is ok” before he starts to talk about the tasks ahead. 
My General store manager tends to use a high pitch tone and shouts “Good Morning” to try and motivate the colleagues and tries to great a good atmosphere. 
In daily huddles we have an ASDA chant to get the colleagues involved to make everyone feel like one team. 
We use a tannoy to give instructions or to call an individual to a certain area across the shop floor and have shorthanded ways to communicate what action needs to take place for example (service call one) means all managers and section leaders to administration for a meeting. Sometimes the word ‘immediately’ is used to instruct whoever is needed as soon as possible. 
Verbal communication is also used through in store mobile phones where each department is assigned to their own contact number so we can have immediate contact. 
Managers at my work use different language styles, and tones of voice when giving feedback, health and wellbeing meetings, conferences, performance reviews, and disciplinary hearings. 
Company briefings are always given with tutor notes to assist when presenting and sometimes company videos that have a member from head office and or directors to communicate messages to everyone in the same way. This ensures everyone has the right company information. 

[bookmark: _Toc29213498]Written Communication 
We use written communication through many ways this can be through either letters, emails, notes, and notice boards. 
Within human resources we write letters and create documents to colleagues to communicate about their contracts which informs them about their days and hours of work, or we send letters to invite them in for a manager consultation or with business information. 
We use emails on a regular basis to give instructions, for example an upcoming course a manager or colleague needs to attend, send updates on business changes, or to give feedback. 
Notes is a way we communicate to each other with either a to do list or giving a handover to a manager, so they know what expected for the shift or any important information they need to know. 
Notice boards are to catch the attention of the colleagues to either congratulate, inform or instruct. 

[bookmark: _Toc29213499]Visual 
Our head office uses a lot of communication though visuals this can either be in posters with bright colors and bold letters, on our ASDA intranet or on Social media. Posters attract a lot of attention from colleagues and are a good way to communicate information to all colleagues and managers. 
We use visual communication to also give health and safety, and fire exit instructions with signs and displays across office areas, warehouse, shop floor, and in the car park. 


[bookmark: _Toc29213500]Barriers and way to improve communication 
Although we usually have positive days where communication is effective there are moments in which managers and colleagues lack communication. 
The management team has a hierarchy, in which we have from general store manager to senior managers, to department manager, to section leaders, then colleagues. 
Sometimes communication can be miss interpreted between levels before it gets to the colleague thus making the information unclear or this message is incorrect.  
Communication barriers can also be caused within my workplace because of fear or confidence from colleague to manager as sometimes colleagues feel like they have no rights to bring forward ideas or concerns. 
Mood changes between colleagues and managers can also be a barrier, if the individual has a bad day or has received bad feedback, they can take their frustrations out on the other individual by using bad body language or a negative tone of voice.
Noise and distractions can cause huge barriers and can have an effect of message delivery.
Colleagues who have learning difficulties or disability can also be affected because there sometimes isn’t enough support in delivering company information for example through verbal or written communication, a colleague might not be able to read, hear or see. 
These barriers can be rectified or broken if managers present their standards towards communication correctly. Managers and colleagues need to create a good working relationship through listening and working as a team. Giving colleagues praise after doing a great job also helps set good communication between both individuals. 
Having the right communication support for colleagues with disabilities and learning difficulties helps to improve communication, for example getting videos made with subtitles, or sign language interpreter to support or spending more time explaining and helping individuals that find it hard to understand although it can be difficult creating calm and  less noise disturbances can help to relay messages to colleagues and managers in the correct way. This can be done by having construction or works done in the appropriate time.
Using the right writing techniques also improves communication by not send rude or inconsiderate by using less capital letters and bold characters when explaining instructions or giving feedback in emails from management to another. 




[bookmark: _Toc29213501]Conclusion
All communication is vital in today’s world, it helps to deliver some of the most important information across the globe. 
Communication brings people together in a work and academic environment and if used correctly can make a positive impact within business or in education. 
All models of communication such as Shannon Weaver, Berlo’s SMCR, Schramm’s Model of Communication all are good concepts of communication if used in the correct technique.
All in class exercises it has made me understand the different types of communication and how to analyze different scenarios that can be misleading. 
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Exercise2: COMMUNICATION: A CASE STUDY

As you read their case, think about how you might help communicat
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say whose communication model is relevant. ne
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BARRY AND HIS STAFF

Barry is a 27-year old who is the manager of a restaurant. He is responsible for supervisi
& . . 1sin
managing all employees in the kitchen. Employees working there range from 16 years °|dgt ar:;
o
years old. In addition, the employees come from varied cultural and ethnic backgrounds. For many

English is not their primary language.
Barry has a Health and safety (Food) Certificate and tries his best to keep up with food safety issues
in the kitchen, but he admits it's not easy. Employees receive “on the job training” about food safety

basics (for example, appropriate hygiene and handwashing, time/temperature, and cleaning and
sanitizing). But with high turnoverof employees, training is often hurried, and some new employees

are put right into the job without training if it is a busy day.

d been working on his car until 2a.m. He was rushing around

n uniform. However, he managed to find one that was not
especially

One day Barry overslept because he ha
and realized that he didn’t-have a clea
very dirty. As he dressed, he realized that he needed a haircut and a good hand scrubbing,
after working on his car.

When he arrived at work, he dashed into the kitchen and noticed several trays of uncooked meat

on the work tops. They appeared to have been sitting at room temperature overnight. He called one
of the kitchen staff and asked: ‘Why did you leave the chicken out when | told you to put them in

the fridge?’
o talk to the chef above the

The man replied: ‘I heard you'screamingbut | thought you were trying t
*. Barry is frustrated and

noise of the food mixer he was using. | didnt-know you were talking to me
doesn’t know what to do. He felt like he was beating his head against a brick wall in trying to get
his employees to practise food safety.

He has made many efforts to get them to learn how to handle food safely. He has put large signs

all over the kitchen: KEEP'HOT FOOD HOT AND COLD FOOD COLD and WASH YOUR HANDS OFTEN.

Questions:
1.  What are the communication challenges and obstacles that Barry faces?
2. Which communication models can you use to explain Barry’s problems?

3. What solutions might Barry consider in addressing each of these challenges or obstacles?
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CASE 2: Steve was exhausted from work when his wife, Sally, came home. So he was quite
annoyed when she began telling him all that went wrong about her day. He interrupted her and
said, ‘I'm so tired, can’t it wait?’. The next morning while they were in the kitchen making
breakfast, Steve said, ‘Did | tell you what happened at work yesterday?. Sally said nothing, but

walked out of the kitchen.

d Steve have done to help the tension that had developed?

Lecturer’s signature: __M————/





image6.jpg
Trinity Saint David Effective Team Working and Communication — Term 1

LONDON BMSWa002
In-class exercise 2

&

Exercise2: Writing an e-mail.
You are a teacher of Communication and have received this e-mail from one of your students:

Dear Sir,

| am writing to you because | am confused about Communication.

Could you please explain:

1.What Communication is:

2. The Shannon-Weaver model.
3. What is meant by non-verbal communication and why it is important.

Many thanks,
Lucy Mars.
Reply to the student and answer her que

stions. Use a diagram in your answer, if necessary.
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