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Introduction  
The purpose of this report is to analyze effective communication skills at the workplace, personal experience and effective communication barriers, and present the three models of communication Berlo’s model, Shannon and Weaver model and Schramm’s model.



Communication 
Definition
Communication is the method of enacting message and perception from one person to another. Likewise, it is the method of delivering and conveying ideas, viewpoints, certainties, significances from one person to another or one group to another. https: www.google.com [online] accessed 20 December 2019.
Types of communication
Spoken communication
Verbal communication happens when people are committing to talking to each other. Communication can be non-formal such as talking to someone over tea or coffee, or in the brake at the workplace and formal communication such as organized conference. Nonetheless, spoken communication is not just about words, it is also about the caliber and the sophistication of those words, the ability to establish an overarching message.
Non-verbal communication
Well, speaking everyone makes different kinds of gestures, and so often, gestures are more important than actually speaking. Eye contact facial manners, attitude, hands motions, and touch are an aspect of non-verbal communication.
Written communication 
Good written communication, have the exact objective to transmit in a precise and concise procedure, but the objective is not always acquired. One important thing about written communication is that the information lives on, possibly forever. For the information to live on there are two things to remember. The desired content of the message has to be the one wanted or the association of the message for a long time. Incorrectly written communication can direct to confusion and sometimes humiliation.
Listening 
One of the most fundamental types of communication is effective listening because without attending to people there is not effective engagement. Without listening is impossible to accomplish something in negotiations, for instance. Likewise, part of the procedure is to evaluate what the opponent expects and demands.
Visual communication
Today’s society is a visual society. Visual communication happens every day through social media. The images posted on Facebook, Twitter and Instagram are implied to express significance to transmit information. Comprehension of how to communicate is the main stage to communicate more effectively. Drexel.edu [online] accessed 20 December 2019























 Berlo’s model of communication





Berlo’s model was created in 1960 and is the SMCR model of communication and presents the simple form of communication. The model is formed by four elements that are each affected by different factors of communication. The assurance that the information is communicated effectively, the sender and the receiver must interest some mutual ground. Google.com [online] accessed 19 December 2019.


 Shannon and Weaver model of communication 






Shannon and Weaver Model of communication was created in 1984 and is known as ‘information hypothesis’ because Shannon was the primary person who formulated the strategy. Furthermore, the Shannon and Weaver model of communication says that communication can be decomposed in six key concepts: sender, encoder, channel, decoder and receiver. Google.com [online] accessed 19 December 2019.
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Wilbur Schramm Model 1954
In Schramm’s model, the sender and the receiver both hold positions in the model positioning the idea in the center of the model. The Osgood-Schramm model of communication is a circular, relatively than straight, experience that implicates a sender, who encodes the message and a receiver who clarifies the message.  Google.com [online], (10 July 2018) accessed 19 December 2019.

 


                                                Effective communication at workplace
                                                               (family experience)
Two years ago my father was working in an oil company back in my country, Romania. He had an accident at the workplace that ended his work career.one of the machines that he worked with run in top of his legs causing lot of damage to his legs. The accident happened at work and it happened because my father did not pay attention to details and also because the lack of communication at his workplace. The day that he went into the new oil platform, after the management has changed he was not well instructed by superiors about the way the new machines worked and safe instructions. At the meeting management was much more interested on making employees feeling that they did not belong to the company than actually explaining how new machines worked. Likewise, young management did not have management skills. They had no empathy for employees, no organizational skills, leadership skills and many others. All they wanted was to ‘get the job done’ and they never got the attention of the employees.
                                                Effective communication barriers
In the workplace, communication is not often right ahead and obstacles like information becoming contorted, leading to misinterpretation, confusion and often offence can easily get in the way. They are several types of barriers:
Physical barriers
Physical barriers they are relaying on technology rather than face to face. That can avoid a person from inferring non-verbal suggestions. Additional physical barriers impediments include:
Communication equipment is too old or stopped working
Uneasy climate
Environment confusion
Inadequate lighting
Communicating near to the lunch break, or near to the finishing hours
Working in vast arias, physically detached from coworkers
Closed doors
The vast distance between the sender and receiver
Psychological barriers 
One of the psychological barriers can be anger. That can lead people to say things that they will regret. Likewise, people that suffer from social anxiety and low self-esteem can be very nervous engaging in conversation with their superiors.
Organizational system impediments 
Companies with sophisticated administration degrees and undefined configuration can make communication hard and also the loss of information. In these kinds of companies very frequently employees do not understand their part in the communication network.
Perceptual barriers 
People varying impressions and beliefs can decrease objectively. Engaging in a conversation, speculating that the listener does not comprehend or being uninterested in the content can direct to unintentionally damaging the message. 
Attentional barriers 
Attentional barriers are found very often in written communication when the receiver does not read the whole content. Likewise, the listener may not pay sufficient notoriety or be diverted.
Too much information
Vast amounts of new information can confuse and diver the receiver from the message.
Emotional barriers
Effective communication can be prevented trough emotional reactions from either listener or sender. People frequently think that they can be wrongly judged, therefore, they do not speak up in the workplace.
Cultural barriers
Communication can be affected by cultural barriers in various ways, personal space, cultural noise, assumptions based on other people culture.
 Hypotheses, lunging to judgments and a premature examination
People often hear what they are expecting to hear which can lead to false decisions. That occurs when the decision is made before hearing to everything that the orator has to tell.
Semantic and dialect barriers
Unfamiliar accents, jargon, local expressions and abbreviation slangs can lead to misunderstanding or offence in some cases.
Interpersonal barriers
False understandings can be established by low self-esteem and prejudices. That can stop people from establishing friendships and relate with others.
Psychological barriers 
At the workplace, communication can be influenced by illness or pain.
Lack of similarities
Summaries and examples are utilized to illustrate people questions. Nonetheless,the consequences are decreased if the others do not find it relatable or they do not possess the exact information or the awareness. People with good similarities are more likely to perceive thing in a similar manner.
Obscurity
Misinterpretation and unclear communication occurs when people adopt numerous generalisations or adages in their description.
Status
The status in the communication happens when the organization or people do not share certain information for different reasons and aspects.
Shortage of time
The lack of time sometimes gets in the way of communicating the message effectively.
Opposition to change 
When a speaker attempts to deliver suggestions implicating a change, people may dismiss it, because they do not want to change the exiting state of affairs.
Credibility barriers 
Very often people try to listen to a message coming from a reliable and trustworthy source. Likewise, without credibility receivers can get skeptical, unwilling or even negative towards information. Gini Beqiri, 05 September 2018, 6 min read, barriers to effective communication in the workplace. 
                                                Importance of communication 
In today’s modern world the significance of communication has improved because of the expansion of telecommunication, data technology and the expanding competition and complexness in output. Therefore, communication is significant for effective administration and boost industrial associations.
The importance of communication in human resource administration can be represented by following pints:
Roots for development 
Any activity starts off with communication which gets the essential information to embark with. Therefore, the root of any action is communication.
Scheduling comes to be simple 
Communication helps to obtain any type of data following the human resources statute of each bureau of the association with their capabilities. Communication plays a big function in the whole operation, it also facilities administrative planning of the association.
Implies coordination
At the workplace, communication is a crucial method for coordinating peoples accomplishments.
Helps in conclusion making 
The access to the necessary knowledge to make conclusions is created through communication.
Empowers management value
Managers with good communication skills win the reliance of their subordinates, trough constantly relating with them and eliminating possible misunderstandings. 
Improves confidence and motivation 
Misinterpreting is the primary factor of disagreements and discontents which can be eliminated through good communication skills. For confidence among associates and employees, there is a need for effective communication skills. www.yourarticlelibrary.com, [online] accessed 20 December 2019.

Conclusion
In conclusion, effective communication is vital at the workplace and personal life. We need to learn how to use all types of communication such as, oral communication, written communication, listening and non-verbal communication in order to be capable to communicate effectively. The most important thing is to learn how to avoid communication barriers, to avoid being misinterpreted, create confusion and offend or be offended. However, every day of our live no matter where we stand, we have to pay attention to the way we express our self, our behavior and outfits in some occasions, in order to make a good impression, send a great message, to show respect for the people that stand in front of us and receive respect.
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student Name: DV HIAIR woriAMC Y student ID/Group: _}A4 QI 5D
Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of on
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1. Read the cases and answer the questions that follow

CASE 1: Mary was working on some paperwork when her daughter came into the room upset,
As the child told Mary what was wrong and how she felt, Mary kept typing on her keyboard and
said, “It'll be OK,” and ‘Everything will be all right.” She was confused when the child only
continued to become more and more frustrated. Just then, Mary’s phone rang and she was all
excited when she heard her friend’s voice. They spoke for fifteen minutes and when the call
ended, she turned and said to her daughter, ‘Oh, darling, that was Susan. I'm so excited about
seeing her tomorrow!". The child broke down and cried.

Why weren't Mary's fa ming words havi g any effect on
§ (X
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2. What could she have done to make the situation better?
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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.
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2. What could Steve have done to help the tension that had developed?
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Exercise2: Writing an e-mail.

You are a teacher of Communication and have received this e-mail from one of your students:
Dear Sir,

1 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 questions. Use a diagram in your answer, if necessary.
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Exercise2: COMMUNICATION: A CASE STUDY

As you read their case, think about how you might help communicate with the employee to
remedy the conflict. Answer the critical thinking questions at the end of the case and, wherever
possible, say whose communication model is relevant.

BARRY AND HIS STAFF

Barry is a 27-year old who is the manager of a restaurant. He is responsible for supervising and
managing all employees in the kitchen. Employees working there range from 16 years old to 55
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 turnover of employees, training is often hurried, and some new employees
are put right into the job without training if it is a busy day.
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One day Barry overslept because he had been working on his car until 2 a.m. He was rushing around
and realized that he didn’t have a clean uniform. However, he managed to find one that was not
very dirty. As he dressed, he realized that he needed a haircut and a good hand scrubbing, especially
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?’

The man replied: ‘I heard you screaming but | thought you were trying to talk to the chef above the
noise of the food mixer he was using. | didn’t know you were talking to me’. Barry is frustrated and
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. i

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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Ex.2. Read the following brief and write a business emall according to the instructions.

You are Director of Communications at your company and you would like an employee, Jack Danlels, to join
your Communications Training team.

- Tell JD why you are writing
\é“ Say what you have observed and like about his communication skills

- Tell him why you think he would be an asset to the team
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