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[bookmark: _Toc27403266]Introduction
Communication skills are an essential to work in the office environment especially in the ones which have interaction with the managers or fellow employees. The assignment deals with the analysis of methods and models of communication along with the barriers that are faced by employees while working with fellow co-workers. The assignment further contains the significance of communication between the employees and managers at workplace and the perspective of the writer related to the communication skills and their application at workplace. 
[bookmark: _Toc27403267]Communication
As per the research study of the West (2012), communication is defined as a way of sending voice or other information. Communication is one of the most important and essential factors in the workplace. Creating and maintaining a positive work environment means successful communication in the workplace. Statistics show that communication must be improved in the workplace to improve the overall working environment and for enhancing the working efficacy. Successful communication is essential for success and contentment in all areas of life, including professional and personal. Successful communication in the workplace is crucial to achieving all business objectives (Dyer Jr, 2015). According to the research of Berry (2011) company’s value communication skills, twice as much as management skills and the employers seek the skill first with new employees, first as communication. It is important to develop healthy and rewarding communication processes within a company. Successful communication is the key to long-term success, so be sure to follow the above plans. No matter what level of work you need, you need to exchange good ideas in the workplace to communicate effectively (Galegher, Kraut and Egido, 2014).

[bookmark: _Toc27403268]Communication Methods
The method used to disseminate key information depends largely on the scope and size of project, and the typical approaches include oral, written, singular, or interactive communication (Nancarrow et al., 2013).
[bookmark: _Toc27403269]Face to face informal communication
Email is rarely used today, but it is invaluable for understanding the message behind the text. Physical language can tell you a lot about a person's real thoughts, whether or not they verbally agree with you. We usually send emails to people sitting in another room, or even in the same room, because the email is connected. Nothing prevents you from being face to face (Dyer Jr, 2015).
[bookmark: _Toc27403270]Formal briefings
The formal briefing helps in attracting a large audience. Keep in mind that when you talk to specific listeners about conflicting or bad news, you use this tool to create great dissatisfaction and opposition. In this case, the participants feel that they cannot be contradicted or asked questions because there are many presents (Nancarrow et al., 2013). 
[bookmark: _Toc27403271]Email
Effective to support the organisational culture and send to the right people. Emails that appear to be selling something, or emails from people you have never heard of, will probably be deleted without reading them, as they could be considered spam (Galegher, Kraut and Egido, 2014).
[bookmark: _Toc27403272]VLE/intranet web pages
Provide detailed evidence to the people who require the need to distinguish and analyse their further actions. Not anyone who can find useful facts and does not requires to immediately take action utilise the method (Berry, 2011).
[bookmark: _Toc27403273]Newsletters
While newsletters are generally fun and colourful and widely known to the organisation, newsletters can be useful for public awareness. It is not necessary to add specific information that does not apply to all readers (Belbin, 2012).
[bookmark: _Toc27403274]Notices/posters
While publications are not always the best place to read articles, they are effective in ads that change individual article or articles (Dyer Jr, 2015).
[bookmark: _Toc27403275]Manuals and formal project documents
Useful for detailed information, e.g. code list, user manual, etc. and these documents are often important for the success and integration of the project. They can have a significant impact on electronic transmission. It is recommended that one must identify a personalised zone for all projects within your company's intranet. However, you cannot fully rely on it for all communications, because not everyone who should visit or benefit from it even has access to the best websites (Belbin, 2012).
[bookmark: _Toc27403276]Blogs
[bookmark: _Toc27403277]           Again, blogging is a great way to stay in touch, but only when people have enough reasons to visit. You can only assume that people who were previously interested in the project or who are genuinely interested in the project will spend time researching positive information (Daim et al., 2012).
[bookmark: _Toc27403278]                          Communication Models
Linear Communication Model
The linear communication model is a simple one-way communication model. Messages are sent directly from the sender to the recipient, and there is no concept of feedback (Galegher, Kraut and Egido, 2014). The only task the recipient needs to do here is to receive the message, and the linear model follows different models:
· Aristotle’s Model
· Lasswell’s Model
· Berlo’s S-M-C-R Model
· [bookmark: _Toc27403279]Shannon Weaver Model
Transactional Communication Model
In the business model, the sender and the recipient are called correspondents, and both play an equally important role in communication (Berry, 2011). Work models connect communication to social reality, cultural development and the background of relationships. In this model, non-verbal feedback, including gestures, are also considered as responses or reactions and various other models also follow the corporate communication model:
· Helical Model
· Barnlund’s Transactional Model
· Becker’s Mosaic Model
[bookmark: _Toc27403280]

Interactive Model of Communication
[bookmark: _GoBack]An interactive approach is analogous to a business model in that it is a two-way communication technique. However, interactive models are mainly used in new media, such as the Internet. Interactive model enables individuals to react to any kind of mass communication, like video, news, etc (West, 2012). It further enables individuals to exchange opinions and ideas, and different types of interactive communication models include:
· Schramm’s Interactive Model
[bookmark: _Toc27403281]       Communication at the Workplace
           Good communication is an important skill in dealing with people in all environments. However, good communication in the workplace is an important factor in the success of a business (Suter et al., 2009). Good communication is an important factor that influences business relationships with customers, profitability, and team efficiency and employee engagement. One of the most likely ways for organisations to receive exchange training is when there is significant tension or conflict in the workplace (Galegher, Kraut and Egido, 2014). Whatever the conflict, communication is often a possible factor. Misunderstanding even if someone feels they are communicating well, there can be misunderstandings if the person they are talking to interacts differently (Olson and Olson, 2012). Bad communication can also be traced to communication methods. If no one is going through a personal or team communication process, they will automatically use their method of communication instead of the recipient's communication. People who feel that their emotional needs are not being met or ignored. Employees who believe they respect, use, or neglect can cause tension or conflict (Dyer Jr, 2015). A well-connected team lays the foundation to shape and understand the needs that also increase employee engagement and performance (Olson and Olson, 2012). 
When good communication culture is created within the team or workplace, employees become more involved and connect better with the company's objectives.
Communication can increase employee engagement by:
• Providing better understanding of employee motivation and satisfaction.
• Understand the skills and abilities of other invisible employees (Suter et al., 2009).
• Ability to develop talent and skills in line with the company's objectives.
• Improve relationships with colleagues to create a more positive work environment.
• Establish better communication with leaders and managers (Dyer Jr, 2015).
[bookmark: _Toc27403282]Barriers of Communication
There are some obstacles in the communication process, such as harassment and disruption of communication can often occur due to a misunderstanding and inability to communicate. There are many types of barriers to successful communication, such as language, mental, emotional, physical, and cultural (West, 2012). All of these models are described in detail below. Language barriers are a major obstacle to successful communication. Language is the most common communication tool as each large area has its language, which prevents effective communication, and due to this sometimes, even difficulty arise in communication (Galegher, Kraut and Egido, 2014).
The emotional index of the person determines the convenience and convenience of communication; however, a mature person can communicate effectively. However, some leave emotions in trouble, and successful communication requires a perfect combination of emotions and facts (Nancarrow et al., 2013). In principle, at least these barriers are easily removed, and these include obstacles such as noise, closed doors, faulty communication equipment, etc. Sometimes, in large offices, physical isolation and poor equipment can significantly impede effective communication (Olson and Olson, 2012).
[bookmark: _Toc27403283]My Perspective
I believe that effective communication is a skill or art that can captivate and make them valuable, a skill that can help everyone in all areas of life, such as education, business, and human relationships. Life plays an important role in this modern world and communication skills affect a successful life today because everyone wants to do more with less, but communication is essential. Teach people how to use words, formulas, ringtones, and effective body language. By using the right communication tools, a person can save valuable time and encourage others to succeed. Communication skills play an important role in all areas of life, and any organisation, 75% of communication methods are used daily, which could be written, spoken, listened to, or read. Success is essential in all organisations, and for young people, communication skills are as important as techniques. 
Communication skills can help managers develop their business and build long-term relationships with employees, where employees are the heart of every business. When employees are satisfied with their managers, they go out of their way and maintain good communication skills. It helps to deal with different types of people because of their personality, their nature, their desires, their motivation, their beliefs, their values, their attitudes are different. It also allows you to build a good relationship with your colleagues. If people can communicate their thoughts and thoughts effectively in meetings, and the listener understands the purpose, communicating with the groups can help them gain confidence. Successful communication allows companies or businesses to maintain professional behaviour and prosperity in their field.
[bookmark: _Toc27403284]Communication between Employee and Management
In general, management functions are divided into different categories, such as organisation, staff, management, planning, and management. Nevertheless, even though leaders can play different roles, everyone must interact effectively (Belbin, 2012). By looking for ways to improve communication, you can not only create productive workplaces but also hire more employees. Be sure to communicate regularly with your employees and that their methods are not expensive, especially when your employees are younger. Transition ideas are regular meetings, rather than weekly meetings where your employees often ask if employees want email updates or SMS notifications (Berry, 2011). When you receive information, such as launching a new product or signing up with important new customers, be sure to interact with them as well. However, managers can also give an opinion on the team's work (Olson and Olson, 2012). 
Constructive feedback, as well as praise and motivation for good work, help employees learn more about the company. Response systems are one of the best ways to improve communication in the workplace. In communication and writing, and listening is important elements of true communication (Costa, Passos and Bakker, 2014). One of the most important ways to improve communication is to ensure that communication between managers and employees is open. Administrators must have access, and they should be able to take the time to answer calls, receive emails, and chat with team members. Listening needs your full attention and hears what your employees say without disturbing you or considering your answers. Even if you do not agree with these thoughts or ideas, ask your employees to speak. The more you listen, the more employees will contact you with your attention and ideas (Galegher, Kraut and Egido, 2014). 

Remember, your credibility as a leader is largely determined by your ability to live up to your promises, your ability to communicate with others, and the recognition of your employees' success and ideas. Employees need to know that you are the truth and that you are someone who does what you say. 
[bookmark: _Toc27403285]

Conclusion
Good communication is an important skill in dealing with people in all environments. However, good communication in the workplace is an important factor in the success of a business and results in better performance of employees. It is analysed that Life plays an important role in this modern world and communication skills affect a successful life today because everyone wants to do more with less, but communication is essential. Teach people how to use words, formulas, ringtones, and effective body language. By using the right communication tools, a person can save valuable time and encourage others to succeed. When you receive information, such as launching a new product or signing up with important new customers, be sure to interact with them as well. Receiving regular updates from employees is not only a way to improve communication, but it can also increase their mentality and participation.
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StudentName: _ |\VAYYS  SolH Student ID:__ (40 G [F0
Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
f0you 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.1. Read the following passage and answer the questions.
! (Kelly Quintanilla, one of your co-authors) have taught many successful workshops to business
professionals over the vears, workshops in beautiful locations with enthusiastic participants. | also taught
one workshop that appeared to be doomed to fail before it even began. The topic of this 6-hour workshop
Wwas conflict management. The group was a department whose members were currently engaged in a battle
with one another. Literally, half the department was not speaking to the other half. Some of the best
department members had put in for transfers. Productivity and customer service were suffering,
Knowing all this in advance, | had carefully selected a large room with comfortable chairs, round
and good lighting. | had planned for several breaks with food and drinks in an attempt to foster
informal communication. The meeting environment was ideal. Unfortunately, an emergency water outage
Caused the workshop to be moved to a room in one of the local museums. The meeting was scheduled to
begin at 8:00a.m., but many people arrived late due to the last-minute change in location. Those who arrived
ontime became increasingly agitated as they waited. Part of their agitation stemmed from the fact that there
only praca ee: 10 food, nothing. Despite severalcals, the food order never made it o the new location. The
2Nl place 0 get a drink or snack was 5 ey extremely overpriced gift shop that did not open unti 10:00
2o 70 make matters worse, the room had about 45 mounted animal heads hanging from the walls. The
animal heads, most of which Were in a growling pose, were very dusty, causing anyone with allergies to bi-g!c\:
sneezing and sniffling. The final problem was the furnitur. The chairs were the small, metal, folding kin
The fables were also small, and there were not enough of them, so the participants were crammed mge‘fwy
! could not imagine a worse meeting environment for any group, let alone a group alrcady engaged in conflict
| needed to do something quickly.
Q1: What went wrong?
Q2: What would you have if you had been in that position?
Q2: Could the situation somehow be used to your advantage? Why/ why not?
Q4: Could any model of communication help explain this situation?
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Ex.2. Read the following brief and write a business email according to the instructions,

Write an email to a business contact or colleague asking for information.

Prepare the situation using the questions below. The information can be real or imaginary.

* What is your company’s business? What products/services do you offer?

* What is your position in the company?

* What information do you want right now? Ideas: the status of an order that you are waiting for; product
information to give to a customer; market information about a new country where you are going to do
business; financial data to write a report; hote! information for a business trin you are going to make.

* Who are you going to write to, to get this information? Ideas: a colleague in another department/from
another country; a customer; a supplier; your line manager.

* Can you make your request for information more specific?

* Do you want to give any information to them? / promise action? / offer help?

Now write the email.
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