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INTRODUCTION
        
The purpose of this report is to write about communication skills discussed in class, and to briefly analyse communication in my workplace using my findings from published literature referring to theory that suggest how communication could be improved at my workplace or in my friend ‘s workplace.
COMMUNICATION SKILLS: Is define as the process information and understanding from one person to another. Quora (2018)
Griffiths and Dunham (2015) define communication as the exchange of thoughts, information, or ideas that results in a mutual understanding between two or more people. This process requires at least one sender, one receiver, and a message that is transmitted within a communication medium at my workplace example is telephone communication, this will mean that if am communicating with my colleague at my workplace  on the phone, I have to able to use my communication skills and strategy to encode and decode the message that been communicated between me and my colleague at my workplace to enable us make the communication effective at our workplace. 
METHODS OF COMMUNICATIONS
· Verbal and Non – Verbal Communication
· Written Communication
· The use of in class - exercise case study (Example the English Professor and the village people).
VERBAL COMMUNICATION: Is define as the type of oral communication where the message is transmitted through spoken words. (Business dictionary) (Accessed 28 August 2019) Verbal communication also involves both our words of mouth and our verbal message we speak through language with meaning to convey what am communicating about to another person. Effective communication is accurate interpretation of what others are communicating with you. However, I can see from my in -class exercise case study how the English Professor and the village people communication went wrong because the village people did not understand the English professor needed  the village people  to come help him stop the fire in his  house but because the language he was using to communicate the message to the village people was not a clear simple language rather if he would simply in a simple clear language say  please come help stop the fire in my house the village people will easily understand him, then come help him stop the fire in his large house. 
Therefore, in that scenario the English professor did not communicate effectively to the village people because of the language he used also I can see and understand that the English professor use Schramm’s model of communication. At my workplace most staff communicate verbally also the in – class exercise case study a day with the chief between Mark as a top- performer salesman at a pharmaceutical supply company and Ms. Mills as his chief executive officer, But because Mark did not use the right strategy to communicate with his boss Ms Mills by asking her to  spend  more money on incentives and bonuses, then the reaction of Ms Mills changed because she does not want to spend more money as a result stand up and told  Mark her assistant will show Mark the way out of her office. The method of communication used by Mark and Ms. Mills was Schramm’s method of communication, Also my Lecturer Marked and correction the in – class exercise will help me now and the future learn how to improve better communication strategy in my workplace effectively when an invited for a meeting with my company chief executive.
Furthermore, according to Robinson and Robinson (1982) wrote about how active listening is very important during verbal communication to enable the person you are communicating with to fully understand what is been communicated to him or her. He wrote and analyse that without active listening during verbal communication one may not be able to fully understand what is been communicated in full context.
However, during my research on verbal communication I come to understand that when we use symbols in communication, it can be abstract, Vague and sometimes arbitrary because we have to make sure what we communicate make constructive good meanings to other people as well as we ourselves are able to process the information in our head (Duck,1994).   Keyton and Beck (2010). (Wood, 2009). They all help me to understand how verbal communication work in different context and strategies.
NON -VERBAL COMMUNICATION: Is define as body language which include all the ways we communicate without words. Quintanilla et al (2017) Nonverbal communication can also be defined as communication other than written or spoken language that that create meaning to someone. Ivy and Wahl (2014). And (Lavan, 2002). Help to carry out research and the findings was that 55% of non – verbal communication and its effectiveness show our thoughts, attitudes and perceptions meaning that 55% of our interpersonal message are conveyed as non- verbal communication as the findings of the research result further show.
WRITTEN COMMUNICATION: Is define as any type of message that makes use of written word. (Study.com) (Accessed 28 August 2019).
Furthermore, written communication is the most important and effective way business operation use in writing business memos. According to (Valentin,2017) help me to understand that when I want to write a good business plan at my workplace, I must have a good  business report writing skills, it will start with executive summery of the business plan including all the main points of what am writing about including table of content  highlighting and capturing the entire business plan in written form as good business memo. My organization often use written communication to send us important health and safety and any other new information if the company want to inform all members of staff regarding health and safety new updates from time to time which has really helped us as facilities services contractor company with (Transport for London TFL) written communication is very effective at my workplace.
However, active listening is very important in communication, because if my boss at my workplace is communicating with me as the receiver, I  must listen actively very well to enable me encode the information he or she is been communicated to me, so I can process the information and  share my ideas, opinions, facts and valuable feedback about the message subject matter to the person am communicating with as my boss at my workplace. I will do further analysis blow as I progress in my report when am writing about Shannon weaver’s and Schramm’s model of communication.
MODELS OF COMMUNICATION
SHANNON WEAVER MODEL OF COMMUNICATION: Is a model of communication where the sender sends a message to the receiver through a technological channel such as telephone or telephone and the channel can have noise and the receiver might not have the capacity to decode the message because of problem of noise in the communication process. source communication theory (Accessed 21 August 2019) This model of communication is especially, designed to develop effective communication between sender and receiver. Also, they find factors which affecting communication process called noise at first the model developed to improve technical communication.
The in- class exercise case study about Maria and Pedro how telephone communication can be misunderstood because of noise or bad network signals during communication  Pedro did not understand clearly the that message Maria his Wife was communicating with him the he should see if he can get her a chicken on his way home from work, but during the phone conversation with his wife, Pedro understood that his wife want  to see him in the kitchen and when he got home he took off his boots and coat and went to the kitchen, When his wife Maria  came and was asking Pedro where are you, Pedro reply to his wife am in the kitchen she then ask Pedro where is the chicken, Pedro ask  chicken, it was then Pedro realise he did not get the message his wife communicated with him right.
However, this is a good case study to explain Shannon weaver model of communication very well where noise or telephone network problem could be the reasons why the receiver did not get the wright message that was communicated to him by the sender because they were both using a telephone device to communicate the message.

SCHRAMM’S MODEL OF COMMUNICATION: Is a model of communication help to establish that coding and decoding are two essential model to communicate, Schramm’s (1954) These two-way circular communication strategy is between the sender and the receiver. Schramm’s (2017) model of communication seeks to explain how meaningful messages are been transferred between individuals, organization and others. Schramm’s communication model is most commonly taught and widely used theory of communication today at many workplace and big organization this model of communication has been widely used my many organizations today because is strategically and effective model of communication that benefit organization generally. Below here is how Schramm’s two-way circular communication works between the sender and receiver -A message is encoder by sender and the message will be decoder by the receiver get the message interprets and encode the message send the message to be decode and interpreter the message. This model of two-way circular communication strategy between sender and receiver written by Schramm’s is very effective and is been used as a result by my workplace and other big organization as model of communication.
The in-class exercise case study about the professor and the village people is good example of Schramm’s model of communication. The only reason why the village  people did not come help the English Professor to stop the fire was because they did not understand the professor language .He should  have ask with simple language the village people understand for example please come help stop the fire in my house then the village people will understand the message he was communicating then come help him stop the fire in his large house.

HOW DO WE IMPROVE COMMUNICATION AT MY   WORKPLACE WITH FOLLOWING STRATEGIES
· Communication can be improved at my workplace by training of staff.
· Regular meetings with members staff.
· Have regular meetings with your members of staff say three hours weekly like (Steve Jobs).
· Building trust by asking your employees to work in team so they can learn from each other.
· Creative new ideas within members of staff.
· Allowing employee to make decision.
· Develop and build trust in your employee.
· Leistering to your employees’ issues and finding ideas and ways to solve them.
· Change doing things same way all the time.

LOW AND HIGH CONTEXT CULTURE OF COMMUNICATION AND ITS DIFFERENCIES ARE FOLLWS BELOW:
When we talk about low and high context culture in communication we are talking about different ways and of communicating and greetings in different countries. I must be aware if am working in Africa in Nigeria for example we shake hands or bow your head as a man but if you a woman you may shake hands, hug or move your knees downward a bit as sign of respect when you want to greet a fellow business partner or a family member that looks older than you.
At the university we were thought by our lecturer that in Asia you bow or shake hands when greeting or meeting a business partner as part of the culture there as form of respect.
In North America countries such as United States and Canada people shake hands and hug as way of respect and cultural greetings in those countries.
However, in Middle East Arab Counties for example Saudi Arabia and Kuwait you will only be allowed to shake men hands not Women when greeting because of the culture and religious believes and respect for their culture. 
EFFECTIVE COMMUNICATION MUST HAVE THE FOLLOWINGS
· Active Listening.
· Understanding.
· Responding.
· Been consistent balancing everything you do well.
CONCLUSION:
BARRIERS OF EFFECTIVE COMMUNICATION:
· Language Barrier
· Lack of Attention
· Differences in perception points

PRINCIPLES OF EFFECTIVE COMMUNICATION:
· Principle of Clarity
· Principle of Attention
· Principle of feedback
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THE IMPORTYANT OF EFFECTIVE COMMUNICATION AT MY WORKPLACE/ METHODS OF COMMUNICATION
WRITTEN COMMUNICATION: Is defined as process of conveying a message through a written symbol. Also, any message exchange between two or more persons that makes use of written words is called as written communication. Business jargons (2018)
However, at my workplace we use written communication from day to day activities example is when we are signing our daily timesheet as we are required to do by the company laws rules and regulation in my workplace. Kalliath  and  Laiken (2006) wrote about the important of communication skills at various organizations as a result  they further wrote about how 10 major metropolitan newspaper not surprisingly the U.S Department of Labour has identified communication and interpersonal skills as core requirements for future workers, Colleges now work hard to prepare individuals for professional success by  helping them develop these skills. My writing communication skills has been improved significantly from the time I started my study at the university till now and these skills are helping me to communicate better at my workplace now as result am more confident of myself when am communicating with my boss, colleagues, or writing a memo at my workplace.
Furthermore, in my workplace once new employee are hired our organization has a company policy to invest significant resources to re- train enhance the new employee communication skills, these effective communication skills re-training strategy in my workplace has make our company more productive and very effective in the global market of today.
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Ex.2. Read the following brief and write a business email according to the instructions.
You are Director of Communications at your company and you would like an employee, Jack Daniels, to join your Communications Training team.
· Tell JD why you are writing
· Say what you have observed and like about his communication skills
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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 an appendix together with you Task 1 (part of the Assignment for this module).
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Ex.l. Read the following passage and answer the questions.
The professor and the village people
A Professor of English at a well-known Welsh University lived in a large house not far from a little village. He never went into the village, bur shopped in the town near the University because he had nothing in common with the village people, who were largely uneducated and did manual jobs. One night, the professor fell asleep while smoking his pipe and the pipe fell onto the carpet and started a fire.
When the professor awoke and saw the house on fire, he rushed into the village, screaming:
'The edifice is being consumed by a great conflagration!'
'The edifice is being consumed by a great conflagration!'
The village people looked at him and continued doing what they were doing.
'Don't you understand?' He said. "The edifice is being consumed by a great conflagration!' They ignored him.
When the Professor returned home, he saw that his house had been completely destroyed. He sat down on the ground and wept. The next day, he went into the village crying. 'Why, oh why didn't you help me? My home has been destroyed by the fire. I came and begged you last night.' He wept.
'But Professor, why didn't you say that your house was on fire? We would have helped.'
QI: Why didn't the village people help the Professor?
Q2: What should he have done to get them to help him?
Q3: Whose model of communication do you think can explain this situation?
Why?

Student 
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 an appendix together with your Task 1 (part of the Assignment for this module).
Ex.l. Read the following passage and answer the questions on the next page.
Case Study: A Day With The Chief
Mark is a top-performing salesperson at a pharmaceutical supply company. As a reward for his performance, he is treated to a trip to the corporate office in California to meet the chief executive officer, Ms. Mills. Ms. Mills is known around the office as the "Wicked Witch of the West" because of her short and sometimes abrasive demeanour.
Mark's co-workers share "horror stories" of their encounters with her, stating that she rarely makes eye contact, never smiles, and dislikes being approached unless she initiates the conversation.
Although he is excited to travel, he is also nervous about what he and Ms. Mills might talk about. He prepares by thinking about how he can share his sales strategies and techniques. On the day of the meeting, he waits patiently for Ms. Mills' assistant to call him into her office. When he is escorted in to meet her, he is shocked to see a petite woman behind the large desk smiling back at him with kind eyes. He approaches, shakes her hand, and waits for her permission to sit.
Ms. Mills is nothing like the horrible person they made her out to be. Ms. Mills asks Mark several thoughtful questions about why he is successful, ways the staff can be supported, and how the company fits in with his professional goals. Mark feels more and more comfortable as she leans forward to listen intently to what he is saying. Mark loosens his tie, crosses his legs, and begins sharing stories of how he feels his immediate supervisor has dropped the ball on more than one occasion and that the team would be better if more money were allocated to incentives and bonuses. Mark immediately sees Ms. Mills' eyes begin to squint and her brow furrow. She stands up abruptly and says in a gruff voice that their time is up and that her assistant will show him out.
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1. Given the professional context, what would you have done the same and/or differently if you were in Mark's position?
2. Do you think Mark accurately evaluated the context? Why or why not?
3. What communication factors led to the change in the chief executive officer's disposition?
4. How could Mark improve his communication skills?
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· SCHRAMM’S MODEL OF COMMUNICATION: 
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