


                                                INTRODUCTION 

The following report will show an analysis of effective communication skills and will discuss how this affects the workplace. Communication is defined as the process of sending and receiving information between one person to another, it is the exchange of thoughts, ideas or information that can be understood between two or more people. There are more types of communication like: verbal, nonverbal, written, formal, in-formal and visual. Communication is crucial in management as this is where the foundation of implementing a strategy is and ultimately the key to demonstrating good leadership. Management must ensure that their message is delivered accurately and with clarity so that the receiver understands adequately (Nordquist, 2019).


EFFECTIVE COMMUNICATION IN A BUSINESS ORGANISATION
A successful effective communication in a workplace is described as transparent, accurate, descriptive, specific, considerate, right and courteous (Kramer, 2019). There are numerous types of communication, but oral communication and interpersonal skills are the most important criteria in evaluating job candidates. Suitable candidates must be chosen among individuals who can work successfully in a team setting and understand the needs and backgrounds of others. It also important to recognize the difference between formal communication and informal communication.
Formal Communication is described as an exchange of instructions and information that takes place in several levels of an organization through defined channels (Anderson & Narus, 1984). 
Effective formal communication is associated with increased productivity, higher professional gratification, reduced coordination efforts, diminished disagreements and a decrease in the spread of rumours (Kandlousi, et al., 2010). Furthermore, Kandousi, et al. (2010) find that management who implement effective communication is more likely to obtain the organisation’s mission and goals and to keep competitive advantage over competitors. In order to do so, the management must clearly communicate to employees their obligations and tasks, what the organisation is expecting from them and establish formal communication processes and policies that every member of the firm can rely on.   Organization who fail to achieve this level of efficiency will have employees that rely more heavily on informal communication (Kandlousi, et al., 2010). 
Informal communication is reserved for by employees to achieve “private purposes” (e.g. asking a colleague for lunch) while formal communication is typically reserved for “purposes of the corporation” (Ogaard, et al., 2008). Gilsdorf (1998) believes that informal communication channels (e.g. rumours ad chatters) will be used by employees to obtain and exchange information that formal communication channels are not able to address in an efficient manner. 


Nonetheless, informal communication is an important part of the organization life: thanks to this informal channels personnel can speak about their issues, expectations and their jobs,  and in any other topic they would like to address which is believed to be associated with  higher personal and professional satisfaction. Furthermore, informal communication is often used by the management to obtain information regarding the staff problems and moral. This information if properly utilized in order to improve the working life within the company (Guffy, et al., 2005).
Another important aspect of communication within organizations is the non-verbal communication, defined as the process through which people exchange unspoken signals without using words, these signals are mostly visual cues (Hans & Hans, 2015). 
Proxemics is a non-verbal communication theory which explains how people recognize and use space to archive communication objectives. The use of space depends on a number of aspects including the type of communication (formal/informal), the type of relationship, and culture (Hans & Hans, 2015). 
Kinesics encompasses all the signals sent through body language: these includes gestures, facial expression, posture and eye contact (Hans & Hans, 2015). 
In order to establish good and effective communication, both managers and employees must consider the different cultural backgrounds people come from and adjust their communication techniques in order to achieve their goals. Also, everyone should be aware of the hierarchy and the formal structure or the organization so that workers know of what is expected of them. Managers should show good leadership by example, creating positive atmosphere in which employees can use formal channels to obtain the necessary information they need to accomplish their tasks. 
COMMUNICATION MODELS AND THEORIES
The following three communication models help us understand the process of communication:
Shannon and Weaver 1948 (B, 2019)
[image: ]
This model of communication was created in 1948 by mathematic Claude Elwood Shannon and a scientist named Warren Weaver. This model of communication is known as linear and it is based on the following concepts:
The sender is the information source or originator of massage. The sender can be either a group of people or one single person. The sender chooses the channel through which they send the message (e.g. like a telephone or telegraph).
The channel of communication is the infrastructure or the path where the information travel from the sender to the receiver. The channel can be for example telephone, radio, films, telegraph, etc. Often the message can be interrupted by noise that limits the understanding of a message (Businesstopia, 2018)

For example, a manager made a call for one to an employee about a meeting about important changing in the workplace at hour 3pm but during the call, noise appeared (transmission error) and the employee received “we have meeting about changing”. The following part “at hour 3pm” was missing due to poor phone network connection or noise.
This model of communication (feedback) originally was not proposed by Shannon and Weaver 1948. Feedback is the decoder’s response to the sender in order to close the communication, and the sender know that they understood the massage correctly. (Businesstopia, 2018)
This model of communication was used to explain an exercise provided by lecturer Timothy Hopkins “Maria and Pedro”. Maria said to Pedro to bring at home a chicken, but the noise source caused interference and let Pedro understood kitchen, in this communication between Maria and Pedro there was no feedback. 
[bookmark: _Hlk39501595][bookmark: _Hlk39505789]REFER TO APPENDIX 1: Maria and Pedro 

Wilber Schramm’s Model of communication 1954 (Juneja, 2015)
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The Schramm communication model is a circular model of communication that includes all basic principles of communication between the sender and the recipient. It can be used to decide how two people’s communication works when they exchange knowledge, ideas. This model of communication is based on the theory that communication is two-ways. This means that there the same person can be both the transmitter the receiver. The model also contains the message as well. The person who has been sent the message is called a decoder, the decoder’s interpretations are often influenced by cultural contexts, beliefs, behaviours, experiences and competencies (Juneja, 2015).
Schramm believed that and individual knowledge and cultural context of a person often play a significant role in communication. Individual from other cultures or backgrounds tend to perceive the message differently from what the sender would have expected. 

Berlo’s model of communication 1960
[image: ]
This communication model is called as well SMCR model. The Berlo’s model of communication is known for four components which are: source, message, channel and receiver.
The Berlo’s model of communication consist in a simplest form of communication. The model communication is composed of four elements, each element is affected by various factors, the sender and the recipient must share some common ground to ensure that the message is transmitted as efficiently as possible. Communication skills are playing a crucial role. Also are very important this element: knowledge, attitude and culture. 
Berlo (1960) explain that if the sender of the message has good communication skills, there is more chance that the message will be understood as opposite to the sender who does not have high communication skills, the receiver also need to have a high communication skills that can understand the contents of message. The person’s knowledge, culture, social system and attitude are going to effect on how the message been delivered and received, for example: something that can be considered normal in a person’s culture can be offensive in another individual’s culture. These factors can cause interference or noise in the process of the communication. The source needs to make sure that the message contains the right content. Berlo also reported that the five senses are also channels and it effect the message (Buisinesstopia, 2018).


ANALYSING COMMUNICATION AT Jamila’S PLACE OF WORK
In my job effective communication is extremely important; I am employed in a Care Home located in West London where I work as a Care Assistant; my responsibilities include supporting and listening to needs to the patients. Furthermore, I support and help patients with Alzheimer with all aspects of their day to day life such as personal care, mobility and mealtimes. My role also envisages the monitoring individuals’ physical conditions for example by regularly taking their temperature or pulse. teamwork is very important within my workplace: effective communication between colleagues and managers must always be good in order to deliver the best services and take care of our patients. 
in the beginning of my career here in the UK, my manager asked me to support Mr Hussam to bathe but due to my limited abilities at that tie to understood English when spoken quickly, I understood that I should have assisted another patient. My manager in fact spoke really quickly without asking for my feedback which lead to miscommunication. In this case the message was not decoded properly, and the lack of feedback made it impossible for both the sender (my manager) and the receiver (me) to properly exchange information.  

METHODS OF COMMUNICATION
Communication is really important in the lives of each of any individual, is the way we exchange our ideas, our emotion and to pass a information to another; There are many methods of communication, and these are some:
· Verbal communication or oral is the use of the words to communicate with other person, it is one of the most common types. 
· Non-verbal communication or body language is when we communicate without using the words; facial expression, eye contact and movement of the hands.
· Written communication is when we use words or symbols to exchange information. 
· Visual communication the act of using art, photographs, drawings, videos, letters presentation to convey the information. 
· Formal communication is an official notification which follows standards and routines, it is often used in the workplace. 
· Informal communication is casual language usually used when we communicate with friends.
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COMMUNICATION BETWEEN MANAGEMENT AND EMPLOYES
Effective communication between leaders and workers is all about getting the message in a simple and effective way, this kind of communication must be straighter than communication with clients; management should communicate effectively with their employers to in order to achieve their result and get the delegated tasks done. Good communication between the management and the workers also minimizes the chances of mistakes and it support the workers by knowing what is required of them. Communication skills, among others are very important for a manager’s role because. These include good ability to speak, interview and questioning potential employees, good negotiation skills and good presentations skills (Busiesstopia, 2018). 


CONCLUSION

Effective communication allows people to exchange all sort of messages during their lives. Furthermore, developing good communication skills is crucial for professional and personal realization and satisfaction. As human being we seek connection with other people, and we seek to be understood in all types of social settings.  This report analyses communication in a business organisation and discuss communication theories and highlights how communications works in an organization and what are the critical aspects we should take into account in order to avoid miscommunications and achieve the ultimate mission of the organization. 
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MARIA and PEDRO

Pedro works on a building site and Maria is his wife.

One day Maria phoned Pedro.

‘Hello, Pedro, when you’re coming home, see if you can get me a chicken.”
‘Okay,’ replied Pedro.

When he got home, Pedro took off his boots and coat and went into the kitchen.
‘Maria, where are you?’ He said.

‘Here — in the sitting room,’ she said.

When Pedro went into the sitting room, Maria said, ‘Where is the chicken?’
‘What Chicken?’ Asked Pedro.

The one | asked you to get on your way home.’

Oh, no! | thought you said when | come home | will see you in the kitchen!
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