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Terms of Reference

  The purpose of this report is to demonstrate my understanding about the communication skills by using the knowledge gained during the effective Team-working and Communication class and to apply this knowledge at the workplace. The deadline of this report is the 16th of June 2023 and was requested by lecturer James Squire-Wood from University of Wales Trinity Saint David.

Procedure 

  To complete this report, I used the tools provided on Moodle, the notes taken during the course and the three communication models discussed in class:Berlo, Shannon Weaver and Schromm. I also also used articles websites and books provided by my lecturer.

Introduction

   Successful communication is the method of trading thoughts, consideration, supposition and information so that the message is gotten and caught on with clarity and purpose.
When we communicate successfully both the sender and receiver feel fulfilled.
An effective communication in the workplace it is crucial as it could considerably improve worker productivity, increase employees job satisfaction and can also have a positive effect on absenteeism.
On the other hand, poor communication has a negative impact on customer service, employee morale, absenteeism, greater incidents of injuries. (University of Southern California, 2021)

Main findings
 For the communication to be effective at the workplace the
person delivering the message needs to make sure that is fully informed on what they want to deliver.
No matter the communication method either if it’s online, text or face to face the message needs to be clear, the information accurate and complete and the same time covering the “what’s” and “why’s” of what is being discussed.
This might pre-empt some of the questions and give a better understanding to the audience. (Edith Cowan University, feb 8,2015)

2.1 Shannon and Weaver model of communication

Shannon and Weaver tried to convert the communication into a set of mathematical formulas and to solve problems through this model. It is really similar to Aristotle’s model. 
The difference is that this model includes the concept of “noise”. (University of Missouri, K Foran)
[bookmark: _Int_hI3Xwy41]The “noise” concept illustrates “semantic noise” that interferes with communication. Semantic noise could be an important problem and a barrier in effective communication.
The message transmitted by sender could have a different meaning for the receiver.
To avoid misunderstanding we should try to reduce as much as possible the semantic noise during the communication. (Claude F. Shannon and Warren Weaver, 1964)

2.2 Berlo’s model of communication 

In this model Berlo points how important is the psychological view in the communication.
SM CR stands for source message channel receiver.
In various models several important factors must be considered.
Starting with a source that might be a person or institution, it is important to have communication skills. Then the code or language must be chosen, then established the channel used to transmit the information. The receiver is the final link to the communication process.
The lack in this model is that the source is unaware of how the receiver view the things as this model is linear without the possibility of a feedback. (David K. Berlo, 1960)

2.3. Schramm model of communication 

According to Osgood and Schramm model of communication it is not a different source or receiver during a communication and all the participants to the discussion are simultaneously source and receiver.
In this model it is no feedback. (Word Press, Sep 14, 2012)
The skills required by this model are speaking-writing,encoding and listening- reading, decoding. It is a circular system.
If the source and destination doesn’t have anything in common, then the communication is difficult or impossible. (University of Sargodha,).

3.Recently I start a new job and I encounter a multitude of communication difficulties. I encountered one of these situations when I was asked to send an e-mail to all parents requesting that they stop bringing personal toys into the nursery. My error was presuming that everyone understands the reason why they shouldn’t bring personal toys in the nursery and as well presuming that the e-mail was direct it to all groups.My message was inaccurate and not very clear with a lack of information, so this led to a lot of questions coming from parents and this made me lose more time than I expected. I had to send another e-mail compressing the reasons why the nursery required this and the date when we expect them to take action, as well explaining what will happen in case this rule is not followed. After this experience I learned that a message has to be clear with the maximum of information required and do not presume that everyone understand the information as I wanted to transmit. 


Conclusion

The effective communication is truly important at the workplace as the impact that a positive or negative communication style can have it is crucial for every business (University of Harvard, Feb 4, 2022).
The three models of communication studied during the Effective team-working and Communication class help me have a better understanding upon the workplace communication and be aware of the section that I have to improve.
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