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Introduction
The objective of this report is to concisely analyse my communication in mine or my friend’s workplace. Communication is vital because every person can express themselves. Therefore, in a workplace this makes a team stronger to improve.
Communication Methods
Communication is an act of transmitting information. This includes thoughts, ideas and emotions. There are different types of communication. Verbal, non-verbal and written verbal communication. Verbal is the things that we say, non-verbal is the things we do not say but communicate through body language. Another form of communication is written, however there are different types of written communication such as writing letters, memos and reports. This can be formal/informal or for internal/external audiences. 

Modules Of Communication
There are modules of communication Shramms’, Shannon and Weaver and Berol’s.  Shramms’ model emphasizes the transmission and the decoding of that message is for the person who can be able to understand what the speaker intends to say. There will be no use if the second person is not able to understand. Therefore, Shcramms’ believed that it’s a process between the people. Schramms’ also believed that cultural background, experiences and knowledge also play a part in the note of communication. The mixture of people tends to play a part in communication in many ways.  To communicate effectively, you need to communicate with someone with the same life experience.

The Shannon-Weaver model, is a model that begins with a source of information. This starts the communication. It can be an individual or a group. To send to another individual or a group, the encoder transmits information, then the message is transferred by the information, from the transmitter, to the receiver. The noise intervenes, as the message travels. It modifies the message. It must be decoded in the form, so that the receiver understands. The receiver is the recipient of the message, that was sent by the transmitter. Feedback is what the person who received the information, tells the person who transmitted the information, that will he/she got the message and interpreted it. This model is cyclical, it has feedback and no feedback 

The third module is the Berlo’s model. Dariel Berlo developed this from the Shannon-Weaver model. His model focuses more about the encoding and decoding, before the information source and before the person who sends the information, to make it a message and before the person receives the message, in a repetitive manner. The components he uses are the sender, message, channel and receiver.  The sender is the person/source of the message. The message is the substance being sent, by the sender to the receiver. Channel is the medium used, to send the message, the receiver is the person who gets the message sent.


Culture
Culture plays a big part in communication. Goman (2011) states that ‘Every aspect of global communication, is influenced by cultural differences. Even the choice of medium used to communicate may have cultural overtones.’ This evidence suggests that internationally, every person communicates differently, because of their cultural background. Furthermore, it has been said that certain countries rely face to face communication more than technology. ‘But Japan, which has access to the latest technologies, still relies more on face-to-face communications than on the written mode’. People have their own preferences.
Body language and gestures are one of the barriers, of cultural communication. Without this we cannot communicate. In South Africa greeting by shaking your right hand is a sign of respect.  However, in some societies its seen disrespectful.  ‘In conservative societies like Arab and African countries, greeting opposite gender by shaking hands or hugging is considered as ill-manner’. Countries still have their traditional beliefs, regardless of the evolution of communication. Some countries try to accept the diversity of people, therefore certain societies are not so keen on body language, as much as some other countries.
Eye contact, which is important in a workplace, shows that you are attentive. Confident and respectful. However, its seen differently to other cultures. ‘Asian, Middle Eastern, Hispanic and Native American do not take it as a good expression. It is taken as a rude and offensive expression’. Whereas in western cultures it is seen respectful.

Communication at a workplace
There are many different styles of communicating effectively at a workplace, however there are issues that happen every day at a workplace.   Morgan (2016) suggests
· the team might not actually be communicating in the right way for the other person to be involved sufficiently in the task.
· We can assume that everything is the fault of the individual who is not engaging with the task.
How Employees Communicate
Employees can sometimes be intimidated, by their boss at their workplace and this leads to them, not being able to prove to their employee, that they are trustworthy.  The lack of self-confidence. They can’t establish their foundation first. They can’t show their strengths and they tend to let their weaknesses, get the best of them because of the lack of motivation, and self-confidence.
 How employees communicate at a workplace must be effective.  It is essential to have active listening skills. This requires discipline and effort to show your attention, before you can give a response to the person, who is speaking to you. With posture, it will enhance this skill. This skill is mainly a non-verbal skill because your body language, speaks a lot for itself. Assertiveness within your team is important.  It is suggested that having boundaries, is important to improve a relationship as an employee, between an employer. ‘The first is the boundary between the professional relationship and the personal relationship’. A guest blogger from engageemployee.com states that. Balance is a key skill to have in a workplace, being able to balance your professional life and personal life. That slightly goes under the meaning of being ‘Assertive’ because you are establishing your foundation, you are standing your ground. This will improve the relationship because there is mutual respect. The ability to be direct and honest without disrespecting, underestimating another individual. The ability to express.   
Feedback is important. Ask and give feedback. This is good for our self- confidence, by doing this your team will improve. Never enter a conversation thinking that you know it all. Know that we learn every day and that it is great to learn. If you don’t know what to say that you don’t know. This is part of self-confidence and assertiveness. Being able to be confident in front of others by admitting honestly that you do not know.  This is good because it shows that you are ready to learn as know one knows it all. This can improve the relationship between the employee and the employer

How Employers Communicate
Employers can improve their communication, with their employers by listening. By listening to their employees, the employees will listen to the employer. Teamwork is dependent on trusting. The employee will be able to achieve. Showing trust will give the employee confidence to do well and to not let their employer down. This will motivate them. Meeting with teams, working on ideas products and sharing opinions frequently, will help the employees and will motivate them a lot too. An employer must respect their employees. Treating them fairly is vital. BrightHR.com suggests that Ensuring all employees are treated fairly, equally and in compliance with the law is important.
I highly agree with this statement because respect is a two-way street. It is earned, not given in a workplace. How you conduct yourself is very important. Therefore, no matter what position you are in, at a workplace it is very important to treat others, the way you want to be treated.
Employers can sometimes be come across as withdrawn, by not communicating effectively, the employee with not feel confident. This will not help because in meetings, business plans and deals etc the employees will not be able to contribute and share their strengths.










Conclusion
This report focused on my communication skills at a workplace. 
Below shows the in-class exercises I have done to emphasize that I understand communication skills at a workplace.
[image: ]

This in class exercise shows my understanding of communication by explaining that the employer should take consideration, when recruiting employees for work. English courses are very important, for people who don’t speak it and cannot even read. This is important because in a pressuring environment, it will be less stressful having people, who are in a team and cannot speak English and the other half can. This will cause confusion.
Verbal communication is important, however using it effectively is important. The employer should try speaking effectively if there is a chaotic sound occurring being patient is a very important skill the employer should use in order to have less stress in a workplace environment when frustrated. And speak correctly.



Another exercise shows that as an employee, feedback is important. Try to motivate the employee when you can see that they are lacking in something, that you feel that it needs to be improved. Always respect the employee, treat the employee fairly when you are communicating to the employee.
This form of communication is written. The written communication style is written in an email. The letter must be formal because the relationship, between the employer and the employee is conservative.
From the start of the emai,l the employer says ‘Dear December’ which is the employees last name. Therefore, this indicates that the employee is being respectful and helpful to the employee writing the email to the employee because the employer is considerate.



This is an email the same form as the other exercise, is written communication. A teacher writing an email to a student, must be formal because the student wrote it in a formal manner. As shown in the exercise, I had to write as a response, to the student answering the student’s questions. I believe that I understand communication in a workplace because I am making sure, that I don’t come across arrogant with my answer. However, I did not insert the Shannon-Weaver model diagram I just mentioned it. If I added a diagram it would have been even more of an effective email, in response to the student in this exercise.
I started with thanking the student. This is because in a workplace, you must be very respectful to the employee/student who is working for you. In this case the student is working for the teacher. Therefore, the student was concerned because he/she didn’t understand so he/she sent an email. This was very assertive of the student to ask, with asking the teacher a question about what he/she doesn’t know.
This correlates to self -confidence, being open to learn and not having a thought of I know it all.

 

In this exercise, I had to read a small text and answer the questions given. The communication shown in this text is verbal, fluently. However, there is no verbal communication here, which shows that she is concerned for the child. Therefore, she comes off as an ignorant person. Her tone is not showing that she cares. When it was the phone call her tone changed, her facial expression changed. Her body language is what was lacking, towards the child that’s why the child was frustrated.
 
The second activity under, shows that the communication, between Steve and his wife have is very rude. Because he was tired, he didn’t inform her formally, that he wants to continue the conversation another time. Sally is upset and her emotions have been that way, since the next day. Therefore, she was not going answer him, when it was him talking the next day. He didn’t apologise to her and he should have apologised to her to avoid tension.
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