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Executive Summary

The report explained the importance of effective communication in the workplace. It discussed the different communication models and skills in the business. It also discussed the impact of poor communication skills. Further, the report explained the importance of communication among employees and management. 
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1. Introduction
The report discusses the importance of effective communication in the workplace. Communication is important as it helps in building an effective relationship between management and employees.  It explains the different communication models and skills in the business. It also discusses the impact of poor communication skills. Further, the report explains the importance of communication among employees and management. 












2. [bookmark: _Toc49935140]Communication and its theories

Communication is a mechanism of exchanging thoughts, ideas, information, and knowledge. It shows the way the sender presents their views and is then understood by the receiver correctly. Communication is effective in the organization if it has a clear, correct, complete, and precise message (Kim and Scott, 2019). Conveying the views effectively is considered as skill or art that is developed by individuals only after continuous experience and practice. The major effective communication skills are observance, self-efficacy, respectfulness, emotional intelligence, clarity, understanding, listening, and brevity.
2.1. [bookmark: _Toc49935141]Different Communication Models
Café Rouge must use communication models to maintain a long term relationship with staff members and generate huge income. By adopting these models, organizations may deliver the right message to their customers (Kim and Scott, 2019).  These models may help the receiver to interpret the message effectively. In this way, the organization may able to understand employees' opinions and perceptions. Some of the famous communication models are described below:
2.2. [bookmark: _Toc49935142] Shannon Model
Claude Shannon has established this communication model in 1948. This model mainly explains the entire communication process between the sender and the receiver. Under this model, the information source is regarded as a person that sends a message to others through the transmitter. It can be any electronic device like mobile phones, computers, and laptops. The signals may vary depending upon the communication channel (Berger and Roloff, 2019). In Shannon Model, noise may disrupt transmitting messages. Shannon Model is regarded as the simplest model to understand the entire communication process.
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This model clearly shows how messages are transmitted and received among individuals. At first, the sender used an appropriate channel to transmit their message. A sender can exchange information in multiple ways like oral communication, music, and body language. The encoder is a crucial element of the Shannon Model that converts ideas into signals. The drawback of the Shannon Model is that it does not consider feedback as an important part of communication. This model does not put much emphasis on power relationships. Shannon's model is not suitable for mass communication.
2.3. [bookmark: _Toc49935143] Berlo’s Model
This model mainly focuses on the relationship between the sender and the receiver. Berlo's model states that communication skills are very much important for transmitting the information. This communicational model mainly focuses on three aspects which are speaker, subject, and channel. This model may help the organization to maintain a strong connection with staff members. If the receiver is unable to interpret the message, then it makes communication ineffective (Kurtzo et al., 2019). Berlo’s model states that social systems may affect the entire communication process. The attitude of the sender and receiver may change the meaning of the entire message. Under this model, the smell is considered an important channel to communicate with others. The information source and receiver need to be at the same level to make communication more effective.
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However, Berlo's model does not mention different barriers to communication and regarded as a complex model. It omits the sixth sense of communication channels like thinking and understanding. Berlo's model mainly shows common field experience between the sender and receiver. This model consists of interchangeable roles and applicable for any kind of communication method (Osborne and Hammoud, 2017). The main advantage of Berlo's model is that it makes the communication model more effective and clear. Decoding may help the receiver to interpret the message systematically.  
2.4. [bookmark: _Toc49935144] Schramm Model
This model states that both the sender and receiver can play the role of encoder and decoder in the communication process. Schramm model gives the utmost importance to circular communication rather than linear. This theory states that communication is a two-way process between the sender and the receiver (Haylett, 2016). Schramm believes that individuals' experience and knowledge play a crucial role in the communication process. This model mainly explains how meaning is transmitted between corporations and individuals. The main advantage of the Schramm Model is that it shows communication in circular nature. This model considers feedback as an important element of the communication process. However, this model does not consider semantic noise which may affect the entire communication process. The Schramm model mainly assumes the moment of encoding and decoding. Schramm's model mainly explores the idea of beliefs and background (Haylett, 2016). It entirely changes the way the message was interpreted. This model states that communication is considered as incomplete without feedback.
[image: A close up of a mans face

Description automatically generated]
3. [bookmark: _Toc49935145]Communication Skills

These communication skills may help individuals to produce good quality work and interact with professionals. Effective communication may enable the organization to understand others' experiences and situations (Kikoski, 1999). It may help individuals to overcome diversities and share their problems with other subordinates. Some of the top communication skills are described below:
Listening: It is a crucial aspect of effective communication. Good Listening may develop mutual understanding and acceptance among the sender and receiver. In this way, the Organization may create a collaborative environment where employees can easily solve problems I systematic way. Active listening may help staff members to contribute their ideas and opinions in group activities. It is mainly defined as the ability to pay much attention to the speaker's opinions. The main advantage of active listening is that individuals may gain deep knowledge of several topics.
Emotional Control: Feelings play a crucial role in building effective communication among individuals. Effective communication enables employees to control their negative emotions as per the given situation. However, Poor coordination may result in misunderstanding, frustration, and conflict (Haylett, 2016).  By managing emotions, individuals may easily deliver the right message to others. Thus, Communication may help employees to reduce their stress levels and perform their jobs effectively.
Empathy: It is defined as an individual ability to understand others' feelings and experiences. Emotional acceptance is closely related to empathy. This communication skill is all about putting oneself in other positions (Alvesson, 2013). Employers can increase staff morale by becoming more empathetic toward their experiences and problems. Empathy may help individuals to explore things from a different perspective. In this way, employees may also find an appropriate solution for specific problems.
Non-Verbal Communication:  In this procedure, the individual tries to communicate with others through facial expression, body language, eye contact, and voice tone. As per research, 93% of communication is nonverbal. By using non-verbal communication, organizations can build strong connections with staff members (Haylett, 2016).
Feedback: It is another important skill for building effective communication. Managers and supervisors must find innovative ways to gather constructive feedback from staff members through instant messaging, email, and phone calls (Haylett, 2016). Positive feedback is quite useful in increasing employee motivation and confidence.


4. [bookmark: _Toc49935146]Importance of effective communication in business

Employee management: Effective communication ensures efficient management as well as self-discipline in the Café Rouge (Maina, 2013). Employees receive an order from top management that shows that there is open communication in the form of leaflets or letters.
Team building: Workers in Café Rouge work as a team for accomplishing common goals. Effective communication helps Café Rouge in boosting the morale of their workers. 
Organizational growth: Effective communication also helps Café Rouge in making better decisions. When communication is effective in the business then public relations are intensified and problem-solving ability is enhanced. All of these aspects lead to business development and growth.
Strong relationship: Effective communication simplifies the complex view of the business. It helps in positively motivating the workers that make them perform much better while maintaining effective relationships with other members in the business (Mishra and Mishra,  2009).
Ascertain Transparency and develop trust: Effective communication helps Café Rouge in building trust among workers and assures them regarded sharing of complete statements. 
Facilitate innovation or creativity: Effective communication creates an environment where workers feel free to share their opinions while exploring innovation and creativity. 
Reduce misunderstanding: Effective communication greatly reduces the possibilities of misunderstanding and confusion in Café Rouge by delivering appropriate and clear messages to the workers. 
5. [bookmark: _Toc49935147]Communication Practices at Café Rouge

Café Rouge communicates to the internal as well as external customers. The company uses telephonic conversation for dealing with customer complaints. It helps the organization in receiving feedback that helps the workers to communicate more effectively with customers. Café Rouge also monitors the telephonic conversation to find that whether customers are happy or not. Effective communication helps the company in influencing the clients, guests, customers, and employees. The company also offers exciting discounts and gift vouchers to customers at special occasions, also provides better compensation and fair working conditions to their staff members. The company usually provides important information and instructions to employee regarding business operations. Café Rouge trains their staff members to make perfect cup of coffee and offer fair treatment to each customers. It tried to maintain clarity and transparency among staff members by setting realistic goals. Some of the communication practices of Café Rouge are described below: 
Open Atmosphere: The company has established strong culture where staff members can easily share their problems and experiences with others. The company also conduct several training programs to support professional development of employees. An open environment may enable Café Rouge to gather constructive feedback from their staff members. It may help businesses to generate new ideas and handle complex issues. 
Building Trust: Café Rouge makes sure that their employees are healthy and satisfied. They always involve employees in implementing successful change. The company ensures that each staff members receive better wages and work under safe conditions. It often conducts reward programs to build trust and loyalty among staff members.
Organizing Regular Meeting: Café Rouge arranges special conference and meeting to understand employee’s thoughts and opinions. These meetings may enable employees to exchange their ideas regarding business operations. Through regular meetings, employees will pay much attention towards business activities and stay connected with their job for longer time period. It may strengthen the relationship between management team and staff members.









6. [bookmark: _Toc49935148] Poor communication in my friend’s experience

Lack of communication has caused misunderstanding between me and my friend. The reason for poor coordination is that my friend does not listen to others' opinions. Active Listening skills are crucial for building a strong relationship with others.  Poor communication ends the friendship and causes dissatisfaction among individuals (Sethi and Seth, 2009).  My friend is not willing to compromise and always tries to point out other weaknesses. At certain times, my friend misinterprets the message due to a lack of understanding. From Schramm theory in understood that communication is a two-way process individuals' experience and knowledge play a crucial role in the communication process. This model helped me in understanding how meaning is transmitted between corporations and individuals. 
Thus, I will try to follow certain measures to maintain a good relationship with others. Some of them are described below:
Actively Listen: It is an essential strategy to interact with others. Individuals must take enough time to understand colleagues' opinions through facial expression, voice tone, and body language. If an individual is actively listening to others, then they can easily build strong connections with other subordinates. As a result, individuals may easily share their problems and opinions with others without any hesitation. Active listening may build trust and mutual understanding among individuals (Goutam, 2013). Individuals can easily handle complex situations by listening to other opinions. Active Listener is more empathetic towards other problems and emotions.
Checking Body Language: It is a type of nonverbal communication that affects employees' behavior. Thus, Individuals must maintain positive body language while speaking with others. Body language reveals employees' feelings and thoughts. Body language mainly involves facial expressions, eye contact, and hand gestures. In the workplace, Body language is served as a foundation to communicate effectively with others. It may either enhance or impair your industrial relations. Good posture may convey the right message to colleagues. For example, scratching face mainly shows a lack of conviction. Thus, Good body language may help business owners to maintain a strong relationship with staff members.  
Maintain Calm Attitude: Negative emotions like aggression and frustration may lead to poor coordination between the sender and receiver. Thus, individuals must maintain a positive and calm attitude in stressful situations. Great leaders may easily connect with people as they inspire them to build credibility and support (Kim and Scott, 2019). Therefore, a positive attitude plays an important role in effective communication. However, Negative attitude harms the audience and they will only see the bad side of everything.
Be Real:  Individuals need to become more honest and open-minded while interacting with others. Employees must articulate their feelings and emotions in front of other subordinates and gain deep knowledge from others' experiences.  Honesty is very much important to build a strong connection with others. It usually means that an individual is straightforward and expresses truth without misinterpreting the message. Honesty may strengthen the relationship between employer and staff members (Kim and Scott, 2019). If an employee is honest, then they are more accountable towards a positive and negative outcome. It may establish mutual trust and happiness among the sender and receiver. Employees are more willing to share valuable information and knowledge with others. This will also give wide opportunities to receiver to interpret the message effectively.  
Using Different Communication Tools: Organizations must use specialized tools and technologies to interact with others. For instance, Café Rouge should adopt Drop Box and Proof Hub to spend time with their staff members. Firms must arrange special meetings and group discussions to analyze employee’s needs and interests (Kurtzo et al., 2019). Online discussion may help departments to share important documents and files with others. When team members communicate with others, there is less chance of task delays. 








7. [bookmark: _Toc49935149]Conclusion
The report has all learning outcomes after analyzing communication and its significance in Café Rouge. The report helps me to increase my communication skill and also expand knowledge about the different communication model. I will face problem in collect description or best example to explain my report in effective way. My teacher and senior also help to complete this report and told also the important of communication.  I will use different communication skills to share my thoughts with employee and my colleagues. I will also face problem due to lack of communication between me and my friends. Because my friend cannot listen opinion or thought of the other people.  The report is very beneficial for me as well as my friend that provide information about the important of the communication. The report has analyzed different communication models that help businesses to deliver right message to staff members. The report demonstrates different strategies that may help employees to interact with professionals. 
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