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Introduction

The purpose of this report is to demonstrate a clear understanding of models of communication and different communication methods used within a workplace. At times it evident that communication is not correctly applied and how this could be improved within a workplace using the models studied. I will also refer to case studies to support my knowledge gained.


Types of communication:
The definition of communication is a transmission of messages sent to a person either through verbal or non-verbal methods, this could be by spoken words through conversation, or this could be non-verbal through body language and gestures. Communication in a business is fundamental for proper organisation, staff morale, problem solving and information sharing says Jerry Crick (2014, p.96-98)
Different types of communication are considered as Verbal and Non-verbal communication as highlighted above but also as formal, and informal and written communication. It’s important to understand how easily these different forms of communicating can be misunderstood. we will distinguish how these different types of communication can be overcome and which model of communication is the most effective theory to use in these scenarios.


Formal communication:
The definition of Formal communication is an acceptable method of interaction within the workplace that follows the standards set out by your employer, these are the organisations expectation set out in policy and procedures which are very important to understand. You wouldn’t engage in conversation or communication via telecoms with your manager as you would your friend because it is simply not appropriate for that situation, a level of professionalism needs to be held to demonstrate your ability to adapt yourself on various different levels. If not appropriately followed this could portray you in a negative light and could affect your development within a career/company.


Informal communication:
The definition of Informal communication is the kind of communicating you would have with a friend or relative, there’s not much standards that need to be upheld and you wouldn’t be expected to present yourself in a particular way. Examples of informal communication could be having lunch with a colleague outside of work, this situation doesn’t require you to act a certain way, you can relax and laugh and talk about subjects you wouldn’t typically discuss in work, this could be in a form of gossiping about out of work situations, or activities one takes up.


Verbal communication
Verbal communication is a method of communicating often used in the form of spoken conversation. Oral communication used within an organization includes personal discussions, staff meetings, telephone discourse, formal and informal conversations and presentations (Cleverism, [undated]). 
I completed a case study in case which demonstrated clearly how important it is to have good Verbal Communication and awareness when in a leader position, such as multi-tasking Max. If Max had not over stretched himself with things to do, and instead followed the examples in which he was preaching he would have understood and seen that his verbal communication was not effectively being communicated due to different communications barriers which he failed to notice.


Non-verbal communication
The definition of non-verbal communication is a method of communicating which is not in the form of spoken words, rather this could be demonstrated through somebody body gestures, or sighs which help you understand the mannerism someone is projecting or the message they are trying to convey.





Written communication:
The definition of written communication is information relayed in the form of text, this could be by letter, email, or text. This is commonly used within a workplace to discuss matters, or to contact individuals. This method is affective as it allows the sender to detail and share a perception, they may have in a way that can be looked back at by the receiver for confirmation.


Barriers of communication:
There are many different communication barriers that play an effect on how successful this communication is. I intend to cover those that I have studied in class as well as case studies I have completed to evidence these barriers. One being a Language barrier as commonly this can be found as a barrier many organisations face and have to overcome for the success of the company. Not always will employees speak the same language to the fluent extent as one another, could cause a delay in work being completed or effectively carried out so measures have to be put in place to ensure that this barrier can be eliminated. If faced can be overcome, as an example in the case study done in class called multi-tasking Max. The manager had employees that worked at the restaurant but did not speak fluent English so when the manager was relaying information the message was never received accordingly. This wasn’t the employees’ fault, in fact as a company these barriers should be supported by your employer to help you thrive. This particular study mentioned that the health and safety rules could not be accurately followed due to the lack of understanding when spoken to, however these health and safety rules could be translated on a document which the employee could refer back to as guidance to ensure policies were followed the correct way to the company standards.


Shannon-Weaver model of communication:
In the 19th centaury, Claude Shannon and Warren Weaver created a communication module which distinguishes between different messages sent from sender to the receiver, this was then reconstructed in to signals.
The module was set up in three components channel Noise which is the process in which information is exchanged, Semantic noise which is when the receiver misunderstands the message sent by the communicator; this could potentially be due to a lack of understanding of terminology used in the message, or simply because the m
This model of communication is used every day within the workplace. Although the communicator may be intending to send out a particular message, this could be miscommunicated if the sender does not become aware of the signals being applied in this process; this could be by the sender's body language gesturing something that is not meant, or using words that the retriever may not understand which can cause an misunderstanding. You have to be very aware of the external signals you send out to ensure that what you are saying or attempting to communicate matches up with the intended message being sent to the client and their families.


Berlos model of communication:
Berlo’s SMCR Model of Communication represents the process of communication split in to four components, SMCR is an abbreviation for Sender, Message, Channel, and Receiver. 
This model of communication is effective within the workplace only if the sender has good communication and knows exactly what it is, they are trying to communicate, if the sender and receiver are not on the same page this message when decoded can become misinterpreted. There are many factors that can influence the way the receiver understands this message. This could be by one's attitude towards themselves or the environment which then effects how the message is transmitted.

Schramms model of communication:

The Schramm Communication Model is a theory that communication is circular meaning it’s a two-way street; the sender and the recipient. The Schramm Communication Model offers a classic approach to and explanation of communication. It can be used to determine how communication between two people works when they’re exchanging information, ideas, or attitudes (Janse,2019). 
If the sender and the receiver do not have a common understanding of the topic of discussion happening the message itself can be interpreted differently. This causes a miss-communication between both parties. 
This theory is used every day in my chosen organisation, this could be by telecommunications such as telephone conversations, emailing and call reporting; this is when you record activities completed during your visit to the service users' home. It is important for you and your line manager to have good communication so that the service being provided is always exceeded to a high standard. At times as carers, we need to ensure equipment is fully functioning and if not working properly that it is communicated using this theory.


Communication within workplace:
The organisation I am basing my example on is a Social Care providing company, I will call the company Service provider for data protection reasons. This organisation is within the health care sector providing homecare, supported living, care within a care home to people who suffer with sickness or disabilities.
There are examples that I will use which will demonstrate exactly what poor communication is specifically within the workplace, this example is of somebody who was not able to verbally communicate, and depending on their careers to assist them with their needs. Once during a breakfast routine call, the carer did not fully understand what the meaning of non-verbal meant and nearly choke one of the clients on their food, expecting them to say when their mouth is full enough however the woman could not. I remember seeing her eyes bulging out as a way to let the carer know she wasn’t doing fine. The definition of non-verbal communication a silent form of communicating with a person or party without using any form of speech to grab the attention of audience or to exploit a message (Phutela, 2015)


How to improve communication within the workplace:

My suggestion would be to ensure all staff are adequately trained regularly and quizzed to ensure that the information being taught is fully being understood and communicated correctly, not just taught once and assumed that it is understood to the level that some of the high need clients need.
When a carer is taking on a call, they need to have enough time to reach that clients log book and profile to understand what is expected of them in that call and to know the client needs so you are fully prepared.


Conclusion:

To conclude, each of these models of communication detail the transmission of information using different methods of communicating, and how this transmission of information can be misunderstood or interpreted incorrectly. If not correctly transmitted within a work place this would pose as a barrier to progression for the team or individual. Being knowledgeable of your client/clients health profile will enable you to prepare for your client need to effectively communicate. 



















References:

Crick, Jerry. 2014, Communication:
Effective team communication, p96-98 [Article] Available at: https://www.google.com/amp/s/www.researchgate.net/publication/270738637_Effective_team_communication/amp

Phutela, D. (2015), Non-Verbal Communication:
IUP Journal of Soft Skills, the important of Non-verbal communication [Online] Available at:  https://www.questia.com/read/1P3-3929416571/the-importance-of-non-verbal-communication     (Accessed: 27 April 2021)

Unknown Author, [Undated] Non-Verbal Communication:
Entrepreneurial Insights [Online] Available at: https://www.cleverism.com/skills-and-tools/verbal-communication/  (Accessed:28 April 2021)






	
	
	1



