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Introduction

To begin with I would like to introduce myself and say what I am going to talk about in this assignment. My name is Luminita and I was born in Romania. For the past 3 years I have been working at the Waldorf Hilton Hotel as a supervisor. 
My main job is to make sure that everyone is completing their tasks they received at the beginning of the day. I need to check all the rooms, then hand out the jobs that need to be done and make sure that everything is completed at a high level of professionalism. 

Understanding someone can be difficult on occasion as we are all under the pressure of time. Things can get hard and people do not always use the right style of communication. Usually my managers talk to me through emails or phone calls, but most of the time it is by email. I need to make sure that I have read the emails in time as there could be an important task that needs to be completed and also the way I respond back needs to be formal, so it is not the same as speaking with my friends through messenger. 
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Research-Informed Literature

Firstly, I should start explaining what communication is. Everything that we do transmits a message. Communication doesn’t necessarily need to be through words. It can be through actions like, for example, by giving someone flowers, showing your love. The best way of explaining communication is through the ‘pyramid of communication’ 
· Historians, politicians and scientists’ study societal communication.
· Institutional communication is performed by political parties and organised religions and large corporations.
· Group communication is usually used in a family of a fan club 
· Interpersonal communication that is the communication between two or more people
· Intrapersonal communication is what you say to yourself.

At my workplace I would say that interpersonal communication is used the most as we speak with each other in order to understand the jobs for the day. Most of the communication is made verbally, but sometimes, at meetings, I do need to use my body language at a higher level. I am always professional but when is just me with my co-workers I can say that I am more relaxed. 

Non-verbal communication is all about what messages your body sends to other people. (for example, if you are angry or in a rush)

It is very important to make sure that my body language is always professional and formal. People believe more in what kind of actions you do instead of what you said. Actions speak louder than words and because of this you cannot present yourself with the wrong attitude. ‘A greater amount of human behaviour is emphasized through non-verbal behaviour’. In total there are 4 kinds of non-verbal behaviour (aesthetic such as art and music. Physical meaning body movement during interactions with others. Signs including any
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signals that are used to communicate and symbols which are any   
material objects that promote social status). You can express your feelings without talking. Just having someone to look at the expression of your face they can say how you feel. 
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Analysis

However, we use radios to communicate more easily. There are some parts of the building where there is no signal on your phone, so we use radios to make sure that our communication is constant and never interrupted.
Because of this I can say that in my workplace the model of communication that would be represented at the best is the Shannon and Weaver’s model. This is because, for example, when I need to send a message to my manager, I use my computer to encode the message and then I send it, through technology, to the receiver who has to decode it in order to understand it.

No body language can be transmitted through the computer to be decoded by the receiver. Because of this you must make sure that the writing is formal and correct. 

To give a good example why body language is important I can speak about Kennedy and Nixon at their first televised meeting. Nixon had a knee injury before the meeting and during it he showed signs of pain. Because of this the public who were looking at him lost faith while people listening to the meeting had more belief in him than Kennedy. At the end Kennedy won the election and many people believe that this happened because of the body language that Nixon transmitted through the TV.

Also, there are 4 styles of communication at work. The first style is analytical communication, specific information about the improvement. The people using this communication usually avoid using emotional language. 
The second style of communication is personal communication, this is where the speaker values emotional language and uses it to build a strong relationship.

The third style of communication is intuitive communication. People like to focus on the big picture working more efficiently wasting a 
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little amount of time.

The last style of communication is functional communication. These people like to go through the entire process, getting all of the details. Using this style of communication the messenger will use a lot of rich details. At my work place the third style of communication (intuitive communication) is used the most as people communicate with each other focusing on the big picture and in this way they work effectively.
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Conclusion

Each of us use a different style of communication at work and there are small parts where there is space for improvement. 

At my personal job we mostly communicate through technology and face to face. When we send messages through technology these will be encoded and the reader will decode these messages in order to understand them. When speaking with an employee or one of my managers I need to make sure that I am formal and that my vocabulary is correct making sure that I get straight to the point without writing hundreds of words without including too many details that do not need to be sent.

We need to make sure that we listen to each other and communication is very open. We need to make sure that people are not just hearing our instructions, but they are actually listening and understanding them in order to apply all of the details later on when working. 

The team must not be distracted when having a meeting and sharing information with each other. In order to get the best results from any job you need to make sure that the employees are focused. 

There needs to be a sense of community at your workplace. This way people will choose to remain instead of leaving. The younger people put importance on relationships and how they build. If myself, as a supervisor, behaves aggressively or I do not take the time to listen to everyone then employees will keep leaving because, from their point of view, their opinion does not matter. Make sure that you always take their opinions into consideration. 
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