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1.0 [bookmark: _Toc39517289] Introduction
This report defines communication and shows my understanding of the importance of effective communication within management roles in an organisation, further analysing communication within my workplace. It shows understanding of communication theories, communication barriers and different methods of communication between management and employees.
[bookmark: _Toc39517290] 1.2 Communication
Communication is giving, receiving, or exchanging information, ideas, signals, or messages through applicable channels, enabling individuals or groups to give information, to seek information or to express emotions. The process of communication is when the sender ‘encodes’ a message usually through verbal or non-verbal communication and the receiver of the information ‘decodes’ the message to understand its meaning & importance. (SkillsYouNeed, 2019)
[bookmark: _Toc39517291]1.3 Communication & Management
Communication influences every function of management. Managers at many levels of profession use communication to plan, solve problems, organize, direct and control activities and efforts of people. Communication is important to enable management to perform their jobs and responsibilities to implement their employer's objectives. When managers are effective communicators, they are more able to inform staff effectively of their responsibilities and what is expected from them. Good communication skills also aid managers to provide constructive feedback to their staff, build better relationships, and understand personal goals that staff may wish to work towards. (MONEY MATTERS, 2020)
[bookmark: _Toc39517292]1.4 How communication can be made effective in a business organisation
Effective communication is important for the development of an organization, it helps eliminate misunderstandings & encourages a healthy & productive work environment. For example, these are types of communication skills that can make communication within a business organisation effective.
· Good verbal communication
· Good Non – verbal communication
· Good Listening skills
· Assertiveness
· Good problem-solving skills
· Good Decision-making skills

 If these communication skills within a workplace is encouraged, a more organised and effective team will emerge. Good communication within a team also tends to boost employee confidence. When employees feel that they are well informed of the company’s direction and vision, they will feel more secure within their role. Regular effective communication can also lead to an improved work ethic if staff are reminded of achievements and feel that they are working towards a common goal (Hutton, 2014).
[bookmark: _Toc39517293]1.5 Communication theories             
There are many communication theories that explain different methods of communication.
[bookmark: _Toc39517294]Shannon and Weaver
The Shannon and Weaver Model of Communication argues that communication can be broken down into 6 key concepts: sender, encoder, channel, noise, decoder, and receiver. (Drew, 2020). The model’s primary value is in explaining how messages are lost and distorted in the process of communication it follows the concept of communication in a linear fashion from sender to receiver with the following steps:
[image: ]Source: https://helpfulprofessor.com/shannon-weaver-model/
Sender (information source)
The person, object or thing that thinks of a message to send, someone to send it to and the channel to send it through.
Encoder (Transmitter)
The machine or person that conveys the idea into signals that can be sent from sender to receiver. (The model was designed originally to explain communication through means such as telephone and computers which encode our words using binary digits, radio waves and codes.)
Channel 
The channel of communication also known as ‘medium’ is the infrastructure that gets information from the sender and transmitter through to the decoder and receiver. 
Noise
Noise interrupts a message while it is on the way from the sender to the receiver. It is named after the idea that ‘noise’ could interrupt our understanding of a message. There are two types of noise: 
· Internal noise happens when the sender makes a mistake encoding or when the receiver makes a mistake decoding the message.
· External noise happens when something not in the control of sender or receiver interrupts the message.

Decoder 
Machine downloads message from binary digits to format that can be understood by receiver.
Weaver later came up with the 7th concept ‘Feedback’.  Feedback occurs when the receiver of the message responds to the sender, whether they got the message clearly without the noise or how well they understood. One of the key goals for people who use this theory is to identify the causes of noise and try to minimize them to improve the quality of the message. (Drew, 2020) Nevertheless, Shannon and Weaver’s model has been criticized regarding several aspects. (Al-Fedaghi, 2012).
[bookmark: _Toc39517295]Schramm
Wilber Schramm’s model of communication identifies that communication is a two-way process between the sender and receiver, the model believes that communication is incomplete unless the sender receives feedback from the recipient.  Whenever information reaches the recipients it becomes the receiver’s responsibility to give the feedback and express if the message has been understood in the way the sender intended. Unless and until the receiver can understand or decode the information the message is of no use. 
[image: ]
Source: www.communicationtheory.org

[bookmark: _Toc39517296]Berlo
 Berlo’s model of communication operates on the SMCR model putting the speaker in the central position and suggests that the speaker is the one who drives the entire communication, taking into account the emotional aspect of the message. 
[image: ]
Source: www.communicationtheory.org
In the SMCR model
· S - Stands for Source (Sender of message)
· M - Message (encoding)
· C - Channel (Medium through which information is sent)
· R – Receiver (Decodes message and responds according)
The receiver should be on the same platform as the source for smooth flow of information and better understanding of the message. Having the right attitude will help to understand the message in a positive way and possess good communication skills to understand what the source is trying to say. Berlo’s model believes that the source and receiver’s  knowledge should be on the same level and be from the same social and cultural background. (Juneja, 2020).
[bookmark: _Toc39517297] 1.6 The importance of effective communication within my workplace
 Within my workplace we provide respite short-time and time limited breaks for families with children with autism, developmental delay, and children with behavioural problems. Non-verbal communication is how I communicate with my clients, autistic children can find it difficult to filter out less important information, most children on the autism spectrum have difficulty communicating with others. They have difficulty with initiating interactions, responding to others, or using interaction to show people things or to be sociable. The barrier to the communication is that my clients cannot verbally communicate their needs. They use other methods such as gestures, crying, reaching, looking & challenging behaviour when misunderstood causing a breakdown in effective communication.
 How I can improve this is by adapting a new communication tool of using visual support images which will allow me to create selected pictures to give options to my client. For example, images of things they may want like going to the park, riding their bicycle, using the toilet, eating a snack, or having a drink etc. Therefore, that will help to improve my understanding, avoid frustration & build confidence to communicate for effective feedback with each child. 
[bookmark: _Hlk39065371]Berlo’s SMCR model of communication best describes the communication at my workplace because it believes that for effective communication to take place, the source and the receiver need to be on the same level. Only then communication will happen or take place properly. Therefore, the source and the receiver should be similar.
[bookmark: _Toc39517298]1.7 Methods of communication
Non-verbal communication
Non-verbal communication (body language) involves actions, gestures, and other aspects of person’s appearance that, combined with facial expressions (such as smiling or frowning), can be a powerful way of transmitting messages. At times, a person's body may be “talking” even as he or she maintains silence. And when people do speak, their bodies may sometimes say different things than their words convey. A mixed message occurs when a person's words communicate one message, while nonverbally, he or she is communicating something else.
Verbal communication
In general, people tend to assume that talking to someone face-to-face is more credible than receiving a written message. Verbal communication allows not only the exchange of words, but also the chance to see the nonverbal communication. However, verbal communicating has its downsides. It can be inconsistent unless everyone hears the same message. (Harcourt, 2020).
Written communication
Written communication includes handwriting letters, filling applications with pen & paper and typed electronic documents, emails, text messaging and anything that is delivered through written symbols such as language. This type of communication has several advantages. First, it provides a record for referral and follow‐up. Second, written communication is a low-cost means of providing identical messages to many people. Within communication correct grammar, punctuation and spelling are key.  The reader will form an opinion of you, the author, based on both the content and presentation, and errors are likely to lead them to form a negative impression. (SkillsYouNeed, 2019)

[bookmark: _Toc39517299]1.8 Communication between management and employees 
The term management or leadership is considered to involve staff members who are involved in the decision-making process. Shareholders, Directors, and Managers are considered to fall under the umbrella of management/leadership as they are in positions which can influence company strategy and are responsible for the completion of that strategy. Employees are all staff members who fall under management.
 Employees are one of the key influences on a company’s bottom line performance. A leader’s emotional style filters throughout the company (Goleman et al., 2001). This is the concept of mood contagion. Moods that stem from management generally impact on almost all employees as employees are generally looking to management for guidance as well as observing leadership’s behaviours and moods. Other studies have also shown that an emotion such as a good mood spreads even quicker with the addition of humour. Noted is that humour and good moods are only spread when it is genuine in people (Goleman et al., 2001)
Employee engagement applies to both management and employees. Factors such as experience, qualification and technical knowledge separate management and employees. Communication is key in all staff levels. However, there are differences in the way employee engagement is achieved. The authors (Foley and McCann, 2013) commented on the significance of employee engagement. Supervisor support has been shown to have a positive effect on employee engagement (Foley and McCann, 2013). An organization must ensure that there is a visible, high level of commitment from management and a common goal for employees. To attain this level of commitment, there must be strong levels of communication within the company; management must be able to clearly articulate and set goals, constructively deal with feedback and provide an environment where there is alignment to common goals.     

[bookmark: _Toc39517300]Conclusion 
This report showed how effective communication is a very important life skill, not just in organisations or University but also in our daily lives.  Communication is an essential tool on so many levels in achieving productivity and maintaining strong, working relationships at all levels of organisations.
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Berlos’s SMCR Model of communication
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