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1. [bookmark: _Toc137723614]Introduction

          This report has been submitted on 16th of June 2023 by the student of University of Wales Trinity Saint David Swansea, Socrat Domenco by the request of the Effective team-working and communication skills, James Moore. The purpose of this report is to clearly define the importance of effective communication especially at the workplace. Within this report will be also discussed communication models, such as Berlo's Model of Communication, Shannon and Weaver Model of Communication and also Schramm's Model of Communication. Although, an example of communication issue at the workplace will be discussed as well how to overcome it. As an academic report should be professional and based on facts so as source of researches and in terms of references, credible websites, journals and books will be used. 



2. [bookmark: _Toc137723615]Main findings

2.1 [bookmark: _Toc137723616]What makes effective communication in the workplace?

           According to Dr. James Seligman, effective communication is an ability that some people are born with, while others gain from experiences in life. He stated that effective communication is the act of sharing thoughts, ideas, expertise, and data in order to get the most beneficial result. Simply said, it represents the sender’s delivery of viewpoints in a form that the person who receives them can understand. He also believes that the communication at the workplace to be effective there are 8 principles to follow: clarity, timeliness, coherence, urgency, conciseness, correctness, courteousness, and completeness. According to Milton Jamison, the benefits of effective communication at the workplace are: mitigated conflicts, improved productivity, increased employee engagement and motivation, increased job satisfaction and increased innovation. 

[bookmark: _Toc137723617]2.2 Communication models

    Researches shows that many communication models has been developed along the time, thus, within this section there will be analysed 3 of the most dominant models of communication.
              Berlo's model of communication is a popular model that describes the communication process in terms of sender, message, channel, receiver, and feedback. (Berlo, 1960) An example of this model would be the news on television, where the sender is the news presenter, the message is the news, the channel is the television and the receiver is the audience.   While it has been widely used in communication studies and training programs, it has also been subject to criticism by scholars and practitioners. According to Jan Servaes (2007), one of the main criticisms of Berlo's model is that it is too simplistic and linear. In reality, communication is much more complex and dynamic, and it involves a range of contextual factors, social and cultural influences, and feedback loops. The model does not account for the many nonverbal cues and signals that are an important part of communication, nor does it address the effects of power and social inequality on communication.
              Shannon and Weaver's Communication Model is a mathematical model of communication that was developed in 1949 by Claude Shannon and Warren Weaver. The model describes communication as a process of encoding and decoding information through a transmission channel. It consists of five main elements: Information source, Transmitter, Channel, Receiver and Destination. 
The model also includes two types of noise that can affect communication: 
Shannon and Weaver's Communication Model is widely used in the field of communication studies and has been adapted and expanded upon in numerous ways. An example of Shannon and Weaver communication model can be a person sending a message to another person via email. Shannon and Weaver's communication model, also known as the transmission model, has been widely used in the communication field since its introduction in 1949. However, the model has faced criticism over the years for its oversimplification of the communication process and its failure to account for the complexities of human communication.
According to Jesper Falkheimer and Heide (2022), one of the main criticisms of the Shannon and Weaver model is that it views communication as a one-way process, where a message is transmitted from a sender to a receiver without any feedback or interaction. This does not account for the many forms of feedback that occur in human communication, such as nonverbal cues and the ability to ask questions and clarify information.
             The Schramm communication model is a circular model that emphasizes the importance of feedback in the communication process. This model consists of three main components: source, message, and receiver, and includes the following stages:
 Source, Message, Channel, Receiver and Feedback. 
The Schramm model emphasizes the importance of feedback in the communication process, as it allows both the source and the receiver to adjust their communication accordingly. This model also recognizes that communication is a continuous process that involves both sending and receiving messages, which can be influenced by factors such as the context, culture, and individual personalities of the participants. 
An example of Schramm’s communication model would be a situation where the leader give a project to the employees so the employees ask questions to understand the task. 
Schramm's communication model, also known as the interactive model, is an improvement over the Shannon and Weaver model as it takes into account the feedback and interaction between the sender and receiver. However, it has also faced criticism for its oversimplification of the communication process and for neglecting certain aspects of communication.
According to WM David Sloan (2014), one of the main criticisms of the Schramm model is that it still views communication as a linear process, where the sender encodes a message and the receiver decodes it. This overlooks the fact that communication is a dynamic and interactive process, where both the sender and receiver play an active role in creating and interpreting meaning.




2.2 [bookmark: _Toc137723618]Example of communication issue at the workplace
My supervisor gave an instruction to me to complete a project by the end of the shift. However, my supervisor did not explain the details of the project clearly, so I misunderstood the scope of the project. As a result, I have completed only a part of the project, and my supervisor was disappointed with the outcome. As a lesson we have both agreed that next time he would explain the requirements in detail and I will ask questions if something isn’t clear.




	
3. [bookmark: _Toc137723619]Conclusion

To sum up all that has been stated, effective communication is very important in the workplace as it can improve employee engagement, motivation and job satisfaction and as the example shows, it is vital in successfully completing projects. It can also be concluded that communication models are useful, but they can be too simplified like Berlo’s model, or developed as a one-way process like Shannon and Weaver’s model, or complex but still linear as Schramm’s model. 
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