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Introduction
In this report I am going to talk about how important communication skills are in the work place, using different case studies, theories and models of communication to support my points.
My definition of communication
Communication is how you transfer information from a person or group to another (skills you need 2020) and is the key to a successful workplace. There are many different ways in which we transmit information for example the most common emotions. The process of communication usually consists of one sender, a message and a recipient. (skills you need 2020)
There are many different types of communication barriers for example noise. 
Barriers of communication 
Noise can be a barrier to communication, if your speaking to somebody and there is a lot of noise you and the person will find it difficult to understand each other and can hear the wrong things. A example of noise being a barrier to communication is in the Pedro and Maria case study. (Kapur 2018)
An overcrowded place can also affect communication. Too much people will bring a lot of noise so the place and environment in which you choose to communicate is vital. 
This report examines the different types of communication, different models of communication and my experience of communication in the workplace 
Models
The Barry case study shows how much good communication is important in the workplace. Barry who is the manager of a restaurant says how frustrated the job can get working with people who hear what he says but are not necessarily listening to understand the meaning Many of the staffs have different cultural and ethnic backgrounds and their first language is not English. 
Berlo model of communication 
Berol model of communication is being showed in this work place where the cultural diversity and the primary language is the reason for the miss communication.
 

As a food safety supervisor Barry trains staff on hygiene, hand washing, time/temperature cleaning and sanitizing. After many training trying to get staff to practice food safety he still finds raw meat left out in room temperature. 
Barriers in communication / management 
This case study shows one of the main barriers in effective communication at the workplace, the fact that some of the staff primary language is not English is a common communication barrier in many work place for example.
My experience at work
I once worked in a coffee shop and I had to train a young girl called Sarah how to operate the coffee machine however, Sarah’s first language was Spanish she knew no form of English. 
I had to use non-Verbal communication so she could understand what I was saying, like nodding my head to say yes, giving her a thumbs up to let her know when she’s doing good, my face expressions and the tone of my voice would also let her know if I was happy annoyed or upset. 

Barry solution was to use the schramm’s module of communication which was created in 1954. This module has a message, decoder, message and a encoder. After Verbally speaking to his staff Barry made a sign saying “keep hot food hot and cold food cold and wash your hands” (message) the decoder would be the staff and how they interpret Barry’s message.
Pedro and Maria case study
Pedro and Maria case study also relate to Barriers of communication. This case study demonstrates the Shannon-weaver model of communication where there is a (sender) (encoder) channel (decoder) (receiver). [image: ]This is my diagram of Shannon-weaver model using the Pedro and Maria communication.


                               
Maria calls Pedro while his at work and ask Pedro to buy some chicken on the way home. However, where Pedro work has a nosey background and he miss interpret what Maria says and comes home with nothing.
when Maria asked where is the chicken? Pedro replied “ I thought you said when I come home I’ll see you in the kitchen" The phone call from Maria to Pedro asking for the chicken is the sender, the encoder is the phone which is being used to communicate with Pedro, the information coming from the phone is the channel, the sound coming from the phone is the decoder, Pedro who the information is for is the receiver. 
A simple text message to Pedro from Maria would of been more effective that way if Pedro forgets what Maria asked him to do he could look back at his message. The better solution would be Schramm’s model of communication.
I myself have had many difficulties in communicating at work from a mobile device.
My work place usually takes orders from Deliveroo and Uber eats. Sometimes the restaurant runs out of food and the system was not updated in time. When customers order food that is out of stock it’s our duty to call and have a replacement. The shop floor is often busy so when we make a phone call to customers it’s very difficult for customers to hear clearly the line can sometimes be interrupted by customers and staff on the shop floor and information is not often received correctly. 
The environment is the main barrier of communication in my work place because it’s very busy, packed and overcrowded this leads to loud noise and distractions.

different types of communication 
There is two different types of communication verbal and nonverbal communication. 
Verbal communication is created through language (Andrew 2017) . Using words to communicate with a person and to also have a understanding in the message which is intended to you.(power phrase by rickeisha). Verbal communication is not only about sounds, listening and being able to clarify and reflect up on things is also a key part of communicating. 
Non verbal communication are ways you communicate without using words for example if you was in a lesson and while your teacher speaks you turn your head, that would indicate that you have been distracted by something without Verbally speaking your body language says it all. Face expressions and the tone in your voice is also examples of nonverbal communication. (Andrew 2017)


Para Verbal communication is not necessarily what you say but the tone in which you say something for example, if I was to arrive at work Late, and up on my arrival I apologise to my manager, it is the tone the pitch and how I empathise my apology which shows if am truly sincere.
In order to receive the message and understand the information that is intended to you there must be active listening. People often think of listening as something that can be easily done but it is indeed not so simple for everyone. Many people are easily distracted and while a person is trying to communicate with them there mind is else where, this is not active listening you have to be able to concentrate and try to have a connection with the person who is speaking.
Empathic listening is the best way to show effective listening by responding and cooperating with the speaker sharing your points and asking questions shows you are in fact listening. Work meetings would often have a speaker but at some point, the speaker ask questions relating to things he or she has spoken about this is to ensure people are listening by responding sharing your thoughts and knowledge this is empathic listening.

The S.O.L.E.R method is a guideline to effective listening. Here am going to explain in a non complex way my understanding of S.O.L.E.R
S. Sitting straight and directly to the speaker not being distracted by anything e.g. books papers people.
O. Your posture should be very open and calm sit comfortable hands and feet should not be crossed that usually come across very intense or uncomfortable.
L. Leaning towards the speaker usually shows interest where as leaning backwards may come across as you not interested or you may not want to be there.
E. Eye contact is the key when a person is observing your listening skills if you are not looking at the speaker they will feel as if your not listening or you may not have any interest in what the speaker is saying however to much eye contact may also come across aggressive so be sure to have a welcoming look as well as showing eye contact.
R. Being relaxed is not only a good way when listening or even speaking but it’s also the wise way to communicate think of how you would like to be treated and act in the same manor. Its also good to be relaxed because people who or listening or speaking can pick up on the way you behave towards them. A person who is speaking very shy might not be as dominant speaker as a person who speaking very confident, I believe when trying to execute effective listening being relaxed is vital. 
Proxemics is the distance and space you have when communicating. When speaking to a stranger we tend to keep a distance as you don’t know the person however if you are speaking to a friend you tend to be more close.(Maliberger 2017)
Kinesics relates back to the individual body language e.g eye contact, posture and face expression.
After all the research I have done and all the case studies I’ve covered it’s clear how all these different types of communication is linked in a work place.
Communication between managers and employees are all based of all these information in which my report consists off and without these being practiced in a work environment communication will not be as effective as it could be.
A manager needs to have the right proxemics and kinesics to address he or she employees these skills are very important especially when working at places as serious as hospitals police stations and nursing home where information is vital.
Conclusion 
I will like to conclude my report by saying how important all the different types of communication are we not only use all these communication Verbal and non-verbal all the different model and the S.O.L.E.R  methods at work but we use them in our everyday living to communicate with family and friends like the Maria and Pedro case study. 
I’ve also began thinking how little I knew about communication before this report and now I’ve explored communication in depth am now aware of how much this is needed. 
I am of a Caribbean culture and background my first language is English so I’ve never came across any serious communication barriers, but now I’ve realised that there are thousands of migrants who work in the uk that will have difficulties with communicating as covered in the Berol model.
Overall my understanding is communication is the key in making a successful workplace. 
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