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Terms of Reference

Using the knowledge, I have gained from this report, I hope to improve my ability to assess my employment competence by putting the knowledge I have learned from the Effective Team-working and Communication Module. 
This report was requested by Lecturer Melanie Squire, for the Effective Team-working and Communication Module, Employability Skills Course. The deadline for the report is 16 June 2023 by 15.00.
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I used a variety of reading lists, books, articles, and webpages provided by teachers in Moodle for this task. Additionally, I make use of the information and proof I gathered regarding Berlo’s, Shannon-Weaver, and Schramm's Models of Communication during the course.
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	This report aims to enlighten readers about the value of successful workplace communication. It will discuss communication models including Berlo, Shannon-Weaver and Schramm. 
	Communication is the glue that holds society together. Communication skills enable people to build and maintain personal relationships (John, 1974). Good communication helps employees become more invested and knowledgeable about their work (Rajendranagar, 2001).
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[bookmark: _Toc137126865]Effective Communication in the Workplace	
	Effective communication is an art and must be effectively practised in the workplace to achieve better results and successfully meet organizational goals (Pamela Lutgen-Sandvik, 2009). 
	Communication in the workplace is important because: 
· It gets rid of uncertainty.
· It provides context.
· It creates a productive business (Kashyap, 2021).
Communication has not occurred until a clear understanding and information have been transmitted between the intended recipient and the sender (Kevin Ruck, 2012).
Employees cannot gauge performance, know what their goals are, or know what their co-workers are doing if there is no communication. Executives are unable to obtain the information they need to plan and make choices, and managers are unable to provide commands to their subordinates (Mallett-Hamer, 2005).

[bookmark: _Toc137126866]Berlo’s Model of Communication
	The method of communication is explained by David Berlo’s SMCR Model (1960), which incorporates aspects of how individuals interact, the parts that make up communication, and the function of language in human conduct. Berlo’s communication model evaluates individual attitudes, and speaker-listener relationships, and identifies and describes the factors that positively and negatively influence the communication process (Broca, 2016).
	The communication process indicates: 
· Source – a person who has a valid cause for taking part in communication. 
· The encoder – consists of physical capabilities. 
· The message – characters that are organised.
· Decoding – the recipient’s sensory ability to retranslate the message.
· The aim of the interaction – is the information recipient (Stead, 1972).
Criticisms of Berlo’s SMCR communication model are lack of feedback and no room for noise. The main drawback of this model is that it does not use the sixth sense as a useful communication channel for humans (thinking, understanding, analysing, etc), (Adriane B. Craig, 2006).
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Shannon and Weaver's Model of Communication
Shannon and Warren Weaver created an exceptionally famous and significant official interaction framework in 1949. This type of communication involves the following five components: 
· The informational base from which the message is generated.
· A signal encoding generator that delivers messages.
· The communication frequency that the message is tailored for.
· A device that receives signals and decodes the messages.
· The location at which the message is received.
· Noise is a problematic element (Daniel Chandler, 2020).
This model still has some limitations. For example, it is primarily about grammatical information, not pragmatic and semantic information. It is also a one-way linear model that does not consider the feedback (Ma, 2015).
[image: Shannon-Weaver Model of Communication | Theory, Parts & Transmission Model  - Video & Lesson Transcript | Study.com]
Schramm’s Model of Communication
The communication theory put forth by Wilbur Schram in the 1940s is the one that is most frequently taught and most frequently accepted. According to the Schramm model (Wilbur Schramm, 1948), communication is an act that happens involving a sender and a receiver.
Recipients may have a way to provide feedback on messages ensuring that messages have been received and understood correctly. This model is also called “Schramm’s feedback loop” (Blythe, 2009).

[image: Figure 4.4 The Schramm model of the communication process]
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Workplace example 
The catering staff in the Hospital was provided two days of training by one of the colleagues. The Hospital Ward was very busy and the new catering staff helped with cleaning, but the important responsibilities were not shown. The supervisors and managers did not monitor this process. On the third shift, the new catering was left to work alone in the ward and to take food orders from the patients for lunch and dinner on iPad, the patients ordered hot food and sandwiches at the same time. When the food trolley arrived on the ward, the medical staff asked the catering why there are so many sandwiches. The catering staff did not know that patients must choose between hot food or sandwiches for their meals, but not both.
The communication issue is a lack of training and poor team communication.
a) The communication issue was overcome by effective communication with colleagues and managers, and by asking specific questions about responsibilities in the workplace.
b) [bookmark: _Toc137126869]This experience explains how important it is to have adequate training and good team communication in the workplace otherwise, the lack of training leads to less knowledge and lower quality of service provided at the workplace and poor work practices as well as a lack of motivation. It is also very important for supervisors and managers to monitor and evaluate the training procedure to ensure its adequacy.

Conclusion

	Establishing and keeping productive interactions inside a company depends on communication at the workplace. As a result, this report emphasised the value of communication and gave background information on the communication models developed by Berlo, Shannon-Weaver and Schramm’s Models of Communication.
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Appendices

https://www.youtube.com/watch?v=QGHBq5OEsBM 
https://www.youtube.com/watch?v=OY1JsGFZprc 
https://www.youtube.com/watch?v=yUGW2d6nXe0
https://www.youtube.com/watch?v=xuJKEqiv0XQ 
https://www.youtube.com/watch?v=nh1_Z36sIMQ 
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