1. 
COMMUNICATION SKILLS WRITTEN ASSIGNMENT REPORT
1. MODULE NAME: EFFECTIVE TEAMWORK AND COMMUNICATION
2. MODULE CODE: BMSW 4002
3. STUDENT NAME: STEPHEN LIEP CHOIK
4. STUDENT ID: 2121569
5. TOPIC: COMMUNICATION SKILLS
6. LECTURER NAME: Soban Sadiq
7. UNIVERSITY OF WALES TRINITY SAINT DAVID(UWTSD)




















2.
TABLE OF CONTENT
1. Introduction 
2.Models of communication
3.Communication skills
4. Advantages and disadvantages
5. Conclusion
6. References






















3.
0.1 Introduction to communication
[bookmark: _Int_wVcoU0Uw][bookmark: _Int_6v75OsgP]“According to Oxford English Dictionary, communication is described as ‘the transmission or exchange of information, knowledge, or ideas, by means of speech, writing, mechanical or electronic media. In this oxford English dictionary definition, we learned that in the case of mechanical or electronic communication, I can refer you to one of the topics that we learned in the class about communication. Like Shannon and Weaver model of communication, where the sender encodes the message and sends it to the receiver through a technological channel like telephone and telegraph.
This Shannon Weaver communication technology is the most effective and intelligent one.
The sender converts the message into codes understandable to the Machine then sends it in codes through a dedimus. The receiver must decode the message before understanding it and interpreting.



 
















4.

1.Importance of communication in the workplace
[bookmark: _Int_qQKUqdUO]“In general, communication is the key to everything we do as human beings, so effective communication skills are important because it allows us to interact and understand information and build relationships, teamwork, and trust. In contrast, bad communication skills lead to misunderstanding.”
In the case of communication in the workplace, it is important that we have the right tools of communication, and this includes software and cloud based. Equitable software can enable employees to effectively communicate and carry out their duties for the most part if they are working at home.
2. Barriers that could affect the message in the workplace
There are many ways that could affect communication in the workplace, some of these barriers could be cultural differences, language barriers or poor communication. All these affect communication in the workplace. For example, in the case of Pedro who works in a construction side and his wife Maria, we learned that there was a misunderstanding between them when Maria called her husband to bring Chicken with him after work but because of poor communication due to the noise where Pedro works, he overheard his wife saying that when you come back home, you will find me in the kitchen. This poor communication happened because of noise. However, this could have been prevented if Pedro double checked what his wife was saying to him by calling her back after work because it makes no sense to me that Maria could have just called her husband to inform him about her being in the kitchen. 
Another example could be a language barrier in our workplace. This barrier is important to consider in all workplaces because it can cause unnecessary misunderstandings and people may get frustrated or feel irritated which can even lead to conflict. In general, there are some common examples of linguistic barriers, and this includes people from different countries interacting with one another. In these countries, people have diverse ways of greeting others and those who have the same language speaking in different dialects can sometimes face this barrier and this is evidence in the case of Professor of English at a well-known University who lived in a large house near to a small village. This language barrier happened between the Professor and his Neighbours in the village when his house was on fire, he went to the village and begged for help. He began to scream 'the edifice is being consumed by a great conflagration! but the words he used to describe the situation were not understandable to the villagers. They could not understand the word edifice means house and conflagration means fire because of that the villagers ignored him, and his edifice was really consumed by the great conflagration. The Professor could have been helped by the Villagers if he just used simple words like fire and house.
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3. Consequences that may arise from poor communication
There are many things that can arise from poor communication in the workplace; this may include tensions, low morale, high- stress, confusion, frustration, and wrong assumptions.
If there is poor communication in the workplace, then it is extremely easy that tension may rise between employees themselves or between managers and employees. If a situation like this occurs in the workplace, it can cause great harm to the employees and the company. This is something that I experienced in my first term in the University when we were told by our lecturer that we need to form a teamwork and I ended up in a difficult team where we could not agree on one thing at all. Every one of us thinks that others are not doing enough and as a result our group presentation was a disaster and we ended up getting an unsatisfactory result in our final presentation.
[bookmark: _Int_3QQ9NRX7] The challenging and most difficult part of the workplace is teamwork, and this has been studied by “the American institute of stress which stated that 14% of [workers] wanted to strike a coworker in the past year and 10% of [workers] are concerned about an individual at work. They fear they could become violent. 10% of {workers] said they work in an atmosphere where physical violence has occurred because of job stress, in this group, 42% report that yelling and other verbal abuse were common and 29% yelled at co-workers because of the workplace stress. Another 18% of [workers] experienced some sort of threat or verbal intimidation in the past year”.
Workplace tension expressed as threat and violence in the workplace demand attention. Poor communication can exclude critical information because each party in a broken communication scenario may experience confusion or assumption like in the case of Pedro and Maria, the consequences of their broken communication resulted to Pedro not bringing chicken home with him that his wife was to try to communicate to him.
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0.2 Models of communication
[bookmark: _Int_ZxDbFGGu]2.1 What are the important points of Shannon and Weaver (1948/49) Before I begin to write about the importance of Shannon Weaver Model, I would like to mention a little bit about how, where, when and who created this technology. The Shannon Weaver model was created in 1948 by two authors known as Shannon and Weaver. Shannon was an American mathematician of communication while Weaver was a scientist. The birth of this model began when Claude Elwood Shannon authored an article, “A mathematical theory of Communication” and was published in Bell System journal with Warren Weaver. (“Intro Com and Media.pdf - BACHELOR OF ARTS IN BROADCASTING...”) (“Intro Com and Media.pdf - BACHELOR OF ARTS IN BROADCASTING...”) Since you understand when and where this technology begins and who was involved in creating this sort of communication technology. 
[bookmark: _Int_erYMsbeU]Now, I am going to explain to you the important points of Shannon Weaver in detail. The model was first intended to improve technical communication, for telephonic communication before it was used for all kinds of communications. The concept of Shannon Weaver Model was to find easy means of communication, by creating a machine that can send and receive messages. For instance, we can use our six senses as examples to describe the function of this model. The brain might act as the sender, mouth might be encoder which encodes to a particular language, air might be the channel, and another person’s ear might be the receptor and his brain might be the decoder and receiver. (“Shannon and Weaver Model of Communication - Business Topia”)
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[bookmark: _Int_nzKDNIZ2][bookmark: _Int_u8cmeM3c][bookmark: _Int_JSTGhmOA][bookmark: _Int_8hFZt6Lr]2.2 What are the important points of Schramm? (1954) Some of the important points of Schramm model is that communication is a two-way process between the first party and the second party. “Wilber Schramm proposed the model of communication in 1954 to carefully put information into words and conveyed to others by encoding and decoding information. (“Schramm's Model of Communication - Management Study Guide”) According to Schramm’s Model coding and decoding are also essential processes of effective communication. The Schramm Model also emphasizes that the communication is incomplete unless and until the sender receives feedback from the sender.” (Wilbur Schramm Model of Communication 2022 - Shark Tank Updates)
[bookmark: _Int_96KffWDX]Schramm Model believes when the sender passes on the information to the receiver, the receiver must interpret it in the desired form the sender wants and give him feedback or respond accordingly.
Schramm also believes that an individual's knowledge, experience, or cultural background also play a significant role in communication. For example, individuals from diverse cultures, religion or background tend to interpret the message in diverse ways.
 2.3 What are the important points of Berlo and how is Berlo’s model different from S/W’s and Schramm? Provide diagram. The important points of Berlo’s model are to describe factors that are affecting the individual components in communication, which make communication more efficient. The Model focused on encoding and decoding which happens before the message is sent and before the message is received.
There are four components to describe the communication process, and these include, the sender, message, channel, and the receive
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A source to encode a message for a Channel to a receiver who decodes the message: S-M-C-R Model.
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0.3 Communication Skills
There are two types of communication skills, verbal, and non-verbal communication skills.
3.1 Verbal communication skills is a communication that involves Spoken words, written, choice of words, tone, and pitch. We use Verbal communication to conduct meetings to discuss progress, problems, or challenges that may occur in the workplace. For example, we make speeches, presentations, and interviews to consult and engage our members
3.2 None -verbal communication is a communication that involves body language, eye contact, touch, and gesture of hands. We always use nonverbal communication to express what we think or feel. For example, we often use eye contact a lot in the workplace as an option to communicate with colleagues while busy working.
3.3 Listening- Active listening is important. It is the first step towards understanding and communicating.
It is our ability to receive and respond to messages when we use oral form of communication.
[bookmark: _Int_63ljZDoA]As Carl Rogers said in 1980: ‘Attentive listening means giving one’s total and undivided attention to the other person and telling the other that we are interested and concerned’. (“The Importance of Active Listening - LinkedIn”) (K Robertson-Australian family physician 2005-search.informit.org) For example, the worst-case scenario that I experienced at my previous workplace at Merseyside area in Liverpool, was when my line manager called a brief meeting for all the staff and spoke to us rapidly with the  scouse accent, about how to do the work but because I am not from Liverpool and my level of English was not that perfect enough to guess what he was saying  I could not hear what he was saying. When he finished speaking, he left, and I was just standing there confused. He was in a hurry because we were running out of time, and he paid no attention to whether we all understood him or not. And this could have been difficult for me if I were not lucky enough to find a friendly colleague who explained to me what the Supervisor had said because we were working in a Factory where our job was to operate dangerous machines. Another example that I can refer to is the case study of Maria and Pedro, the confusion could have been avoided if there was feedback. Similarly, our supervisor should ask us if we understood what he had said. This will avoid confusion and accidents. 








9
0.4 Advantages and disadvantages of technology in communication
0.1 Advantages of technology in communication:
Easier access to information. For example, Google is one of the places where one can find information from such as News articles etc.
Modern technology has improved our means of communication. For example, we use social media such as Ticktacks and clubhouse to share our thoughts and ideas with other people all over the world.
0.2 Disadvantages of technology in communication:
Not always sure who you are communicating with, for example on a Snapp chat. People use different names and pictures. 
It is hard for elderly people to use some of these modern technologies. They would rather watch TV or listen to the radio, which I personally believe is less stressful and more effective to keep your mind healthy.
[bookmark: _Int_61V9bbNr]Cyber-bullying has been going on for a while now on social media and it is affecting a lot of people’ mental health, especially young people. “According to a survey; Large numbers of primary schoolchildren are becoming victims of cyberbullying.” 
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0.5 Conclusion:
[bookmark: _Int_XucYRDWj][bookmark: _Int_rZQ8bFxb][bookmark: _Int_oUKAC4nA][bookmark: _Int_JwpUurmy]The need for excellent communication skills cannot be ignored because it is important and necessary in the workplace. Lack of effective communication skills could have some negative impacts on you as an individual or in a teamwork. So, to be an effective communicator first, learn to listen, understand, and repeat what you hear. 
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