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[bookmark: _Toc502840229]INTRODUCTION:

In this assignment I will be writing about my experiences and communications at workplaces throughout my work life, also I will be looking in to experiences of other people such as friends and colleagues as well as some research on other people’s experiences.
I have worked in many environments and with many different people in lots of work places therefore I have gained experience in different way to communicate with people.
I will be using Shannon and Weaver’s model of communication which shows how to encode, send, receive and decode a message. There is lots way of communicating, but sometimes when the message is received it might have different effects depending on the understanding of messages.
Lots of factors are involved, different ways of communicating are verbal, sign, expressions, written, by tele communications and face to face, all are differently delivered and understood.
These are the elements I will be looking at to write in my report, as this topic is effective communication at work place I will try to look how we work and communicate in a team.

[bookmark: _Toc501723207][bookmark: _Toc502840230]The Report:
Communication has changed now earlier time the way to communicate was with letters, telegram, phones or face to face, but now thanks to the modern technology we can send message with email, text and with using mobile phone and video calling.
At work to take customer orders we used to use pen and paper but now we use        computers and other devices, sometimes the other colleagues would not understand my hand writing, so I must tell them verbally to confirm what I have written. When we are in a meeting lots of people have individual manners, some can be calm, some are excited, and some are short tempered, so everyone will have separate input to the agenda of the meeting, understanding a message is most important so one can respond correctly. 
[bookmark: _Toc501723208][bookmark: _Toc502840231]Shannon and Weaver Model:
[image: https://www.businesstopia.net/sites/default/files/shannon.jpg]


The Shannon and Weaver’s model of communication is one of the best way to communicate, it was created in 1948 according to this website ‘Businesstopia (2017),
The model is sender is person or source who creates a message, next is the encoder or transmitter the sender uses a machine or a device which converts the message in a signal or any data, next is the channel which is the medium which is used to send the message ,then the decoder where the message is sent , next is the destination could be person or a device where the message received and then the feedback of the receiver, sometimes messages can have different kind of feedback if it’s not received  and not understood by the receiver. As messages can be sent by telephone, email, text message or by post it could have different feedback for example, if the message is not written or said clearly the receiver might not understand some words might be written in a shortcut, but in confuse others.
[bookmark: _Toc501723209][bookmark: _Toc502840232]Other sources:
It’s said in this website
 http://www.employee-motivation-skills.com/communication-in-the-workplace.html
‘that effective communication at workplace can be your best friend or worst enemy’ which true as at place we have to deal with lots people from diverse background so if the skills of our communication is poor then we will have lot of problems, because to deal with all kind of people is not easy. So, if we have good solid and confident skills of organization then running a business or a organisation can be successful. But if we have too many employees and if messages are not passed on properly then it can cause pressure and problems.
In my work places I have come across lot of problems as lot of people had language problems reading problems, so it was difficult to work with everyone, some employees would want to learn, and some won’t want to learn, lot will argue they know their work and wouldn’t listen. Also while in school and university I have also had same experience as people would do similar behaviour, they will come and waste time disturbs others.
[bookmark: _Toc501723210][bookmark: _Toc502840233]Models of Communication:

Face to face
Email
Telephone
Signs
Expressions
These models are frequently used to communicate, face to face can be in a meeting, email is electronic mail which has replaced letters, telephone conversation still exists but by usage of digital technology it has gone t anew level as its not limited to just telephone but with mobile devices we can call any one from anywhere any time. Signs can be used especially to people with hearing problems but also can be used in noisy places and from little distance where will be hard to talk or sometimes when in quite places only signs can be used and expressions could be the feedback of the receiver
[bookmark: _Toc501723211][bookmark: _Toc502840234]Experiences:

Workplace experiences are different in many places with the technology its easier to pass the messages instantly, as most people using mobile devices and computers so if we have to let the work or any important place where we can’t go we can call from our device or send an email also a text message, if the receiver doesn’t answer there is an answer machine service where messages are recorded. Whenever my children don’t go to school for any reason we call but most of the time it goes to voicemail where we leave a voice message, explaining the situation briefly and short.
Also, same situation occurs calling in doctor’s surgery, hospitals, and lot of other organizations, lot of times recorded messages hard to understand as some people talk quite fast and may the service is not very clear so recording is difficult to understand, though it has advantages and disadvantages.
[bookmark: _Toc501723212][bookmark: _Toc502840235]Changes of the way to Communicate:

Previously the way of communicating was via sending letters to long distance people also there was telegrams which was urgent, as time went by new technologies were invented it changed the way to communicate, in ancient days people sent messages with people who are travelling sometime letter or verbal words to pass to the receiver, then one by one followed telegram, letters, telephone, mobile phones, video calling, text messaging and emails.
At workplace in my opinion is the best way to communicate verbally or face to face so there won’t be any misunderstanding, when talking face to face lot of things can be cleared, while working lot of times I had misunderstood my what my colleague’s r employer says in text or emails and vice versa, therefore the message is clearer if its exchanged face to or in a meeting, so the feedback can be instant.
Sometimes people from different culture cannot understand every message that could be lack of knowledge or experience, understanding is the issue, it is always better to be patient and interactive with them, get to know them as well as they will get know you that would be effective communication.
Training is very important for new employees, as well as to have a meeting every month so everyone can have their feedback 
At a website it gave examples of of workplace strategies (Employee-motivation-skills.com.2017).
It tells how an employee comes back after a vacation only to find she have 400 emails messages waiting to be replied, as there is no escape she has to reply asap, communicate with them via email, phone, text messages etc.
It talks about advantages and disadvantages at workplaces, lot of times its easy and also very hard to work.

[bookmark: _GoBack]It also helps businesses turnover if their employees can speak or interact well with the customers. If an It also says that workplace communication is very important as it improves workers productivity. Also, it improves skills and knowledge as they go on to work it becomes easier and relaxing, it also employee has these skills they will confident of their work and offer better service to customers also, they will get promotions in the company and will get better job offers, they will be successful in life also they can communicate out of work better as well. The new modern technology is very helpful as working as a delivery or courier driver if there is any problem its quicker to communicate with customers or employers which I experienced lot of times.
[bookmark: _Toc501723213][bookmark: _Toc502840236]The Conclusion:

The experiences and knowledge I got throughout this assignment is invaluable, I have learnt that there is no end to our education, as I have come across lots different kind of peoples from all walks of life all these and it was quite difficult to keep everyone happy at work and social life, even friends and family members are not always happy with our way of communication thus we have to find a way to satisfy everyone.
By going back to education, it has helped me gain lot more knowledge and becoming more understanding and more mature. My understanding of effective communication and team working is everyone have to understand the target and aim of a business, management and employees should have a healthy and better communication, a team should be motivated by the leader by understanding them, passing the right message clearly and responding to the reply or feedback. Any business is a joint effort of employer and employee they should work as team and communicate well.
It is better for all parties and way to do this everyone should be up to date to all the information of the organisation.
As it is not easy in big companies to everyone knowing everyone, they have different department and every department should have leader who takes the responsibility of his team and he can be link to the upper level. Sometimes in a small firm where the employees are limited the owner knows everyone so there is easy to interact with each other, where I work we are 10 staff, so we communicate verbally or face to face, only in rare occasions when in really urgent we use telephone calling or text messages. 
All the employers are very busy most of the time as well as they don’t want to know all their employees especially the big companies so it is up to the manager who can work close with other employees and keep a good relation with everyone, always it is good to have  good communication by keeping in touch socially and at workplace, work colleagues can become very close friends like a family. I finish my report here and would like to say I have done much to my strength and as much researches as possible.
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