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INTRODUCTION
The following report is about the explanation of communication in my workplace and how to improve my communication skills to have a better transmission of information with my employers in the workplace. I will achieve this through the analysis of two different activities in class and definitions or ideas found in books, articles and in different websites.
Communication is the transmission of opinions, information, or concepts that results in the understanding among two or more people. The procedure needs a sender, a receiver, and a message that is transmitted within a communication channel.

In our daily life, communication it is vitally important because this is the way of transmiting information to the other people. We have communication skills since we born, first with non-verbal communication like our gestures and when we grow, we star a verbal communication. We applied communication in our studies, in the workplace, and with all people around the world we met.
COMMUNICATION METHODS
VERBAL COMMUNICATION
Verbal communication involves some verbal fillers and our words. Through language, we can create verbal communication.

Verbal communication is the transmission of data among people by using our voice. People who works in a company, necessary need to use efficiently verbal communication that employees can understood spoken words, as well as ensuring that the enunciation, stress and tone of voice with which the words are expressed is appropriate.

NON-VERBAL COMMUNICATION
Basically, non-verbal communication (also mentioned to us like body language) consist of all the ways of communicate without words.

Non-verbal communication are those aspects, such as gestures and facial expressions, that do not include verbal communication but which may contain nonverbal characteristics of speech (accent, tone of voice, speed of speaking, etc)

MODELS OF COMMUNICATION
SHANNON-WEAVER´S MODEL
The most recognised and powerful formal model of communication, developed by Claude Shannon and Warren Weaver in 1949. It is a communication model involving five important elements: an information source, that produces a message; a sender, which encodes the message into signals; a channel, where the signals are adapted for transmission; a receiver, which decodes the message from the signal and a destination, where the message finally arrives. A sixth element, noise, is a dysfunctional aspect: any interference with the message transmission along the channel (such as static on the telephone or radio) will may affect to the signal received, being different from the message that the transmitter sent.

BERLO´S MODEL
Berlo´s model of communication created in 1960, explains the components in the communication procedure. The four components are source, message, channel and receiver. There are five channels for each component. Berlo’s suggested that message must have effects, positive or negative on the audience and that effect must be evaluated over an effective investigation.

SOURCE	MESSAGE	CHANNEL	RECEIVER	EFFECTS
Communication Skills	Elements	Seeing	Communication Skills	
Attitudes	Content	Hearing	Attitudes	
Knowledge	Structure	Touching	Knowledge	
Social System	Treatment	Smelling	Social System	
Culture	Code	Tasting	Culture	


SCHRAMM´S MODEL
In Schramm´s model, he records that communication always need three important elements (the source, the message, and the destination). Perfectly, the source encodes a message, transmits it to the final destination through some channel, where the message is received and encoded. However, taking the sociological characteristics involved in communication into contemplation, Shramm explain that for the understanding of the message placed between the source and the destination, they must have something in common. If there is no connexion, or only a trivial part in common, communication is hard, if not impossible.


COMMUNICATION AT WORKPLACE
The communication in the workplace is the procedure of exchanging information and ideas in an organization, though verbal and non-verbal channels between one person to another. This is very important because is a tool to maintain effective relationship between the employees of an organization. The employers that creates strong lines of communication, make the employees feel confident and build an atmosphere of trust in the place of work. This ensures that productivity increases and every person in the company have a good handling of their functions. This happens as long as there are no failures or interferences in communication between employees and employers. Poor transmission of messages will unfortunately cause in workers the gradually lose of interest in their workplace and feel unmotivated. This will origin them to wonder if they have enough abilities to keep working, or in the worst case, they can lose confidence in themselves and bring down the whole company.
As a general cleaner, the communication in my workplace between me and my manager is great almost always. But there are situations when there are some fails in the transmission of message and this causes me some problems at the moment that I go to work.
In my workplace, what we do is communicate via email, WhatsApp and in conversations in the morning. Me, as an employee, I have to communicate if in my work schedule any problem or situation that is troubling has occurred. But if there are not problems, I only talk with my manager for comment that all is done and wait for her to tell me if it´s all right or if there is something that I need to improve.  
 Also, I have to check if there is the material to do my job and if I don’t have the necessary things to work, I have to talk with my manager in the morning and she will solve this issue.  
BARRIERS IN COMMUNICATION
Is very important to be familiar with communication barriers and considerate how they impact in the way of communication of all people in the world. If we understand this, it´s easier to eliminate these walls that are interfering with the way we communicate.
NOISE
Is an obstacle that occurs among the communicators (sender and receiver). Different types of sound include interruptions made by people around us, a ringing phone or movement outside a building.

PHYSICAL
Physical situations that can obstruct the communication procedure. This can be geographical considerations, time and space.

MENTAL ATTITUDE
The temper of both (sender and receiver) can go about as a warning in the communication process. Aspects included are regard, culture, presumptions in light of individual inclination and stereotyping. The connection among the transmitter and the receiver is important, if the relation is good, communication naturally has a higher possibility for progress.

POOR FEEDBACK
Feedback is the answer of the message sending back to the sender as they have seen it. Poor feedback occurs when there isn’t a response, that makes improbable for the transmitter to know if the receiver has comprehended the message.

POOR LISTENING SKILLS
Listening skills can affect the possibility of correspondence. Obstacles in correspondence incorporate not focusing in the conversation, so a few or the majority of the message loses all sense of direction in the communication process.

SELECTION OF INAPPROPRIATE LANGUAGE
Selecting the correct channel for communication is serious, as using the incorrect channel can block the communication process. The language selected is also necessary, utilizing exclusionary language, for example, dialectal colloquial speech, and shortened forms can be a significant obstacle. Consistently, the level of dialect used must be chosen surely. The level of instruction and information of the target group must be considered, as must their social foundation.

BODY LANGUAGE
This includes posture, signals, appearance, tone and pitch of voice, style of clothing, eye stare and personal space. Even so, non-verbal signs can be undefined and their importance is the understanding of the message by the other person.

EXCESSIVE TALKING
The conversational aptitudes are an advantage, and a person with these skills will make very important progress. In any situation, talking more than should be expected is an obstacle to have a great communication. People don’t like to cooperate with a person who talks too much and don’t let other people say anything. They get exhausted and excessive talking might be seen unfriendliness.

PREJUDICE
Prejudice is a partial deduction of feelings, which is normally awkward. This inference is dangerous and can transmit hostile in people. We can call prejudice everything related to the speaker´s race, religion, age or appearance.

IMPROVEMENT OF COMMUNICATION SKILLS
Possibly the one personal ability that has a great impact on your company gratification, upgrade your potential, and ensure career success is your skill to communicate efficiently with others. By improving your communication skills at your workplace, you increase your ability to achieve success and get  those opportunities you deserve.

HOW TO IMPROVE COMMUNICATION AT MY WORKPLACE?
Communication at the workplace is essential, with this, there is a good relation between employers and employees. In my case, I can progress communication with my employer, first of all, learning how to listen to the recommendations and suggestions that the manager tell me, in this way, both sides wins. After learning this, I can improve communication by staying present in the conversation and paying attention of all the things they are explaining to me. The third thing I can do is have a good attitude and be prepared to listen information about my job that is new for me and if I don’t understand or know something, tell that I don’t know and wait for an explanation. Another thing I can do is not comparing my work with the experience others have, with this I only concentrate in my job and we only talk about the role I have in the company and any difficulty I have in my workplace. Finally, the last thing I can do for have a good communication, is to have a conversation that goes direct to the point, without a lot of details, only saying the necessary information. 
IN CLASS EXERCISES
As part of the process of teaching all about communication skills, our lecturer asks for some activities in class. In the first activity, we have to exercises to solve, the exercise one is about writing an email to a woman. In this question, we act like a director of communication and we have to ask a supervisor of the company to have a training for improve communication skills. In the second exercise, we have to read a case about a man and his staff and answer some questions to help this person to solve the problems of communication. With this activity, I learned how to communicate an important message to an employee and how to manage with the problems that can present in y workplace. I show my answers in the appendix.
For the second activity in class, we have to read two cases and answer what tis people were doing wrong, and what they should do for resolve the situation. Also, we have to write an email responding to some questions that a person has about communication, the Shannon-Weaver model and what is non-verbal communication and the importance of this. With this activity I learned how to control a situation and how I can do if someone have a problem, also I learned more about communication, one of the communication models, and one type of communication, in this case, non-verbal communication. I show my answers in the appendix.
CONCLUSION
In conclusion communication is vitally important in the workplace, but not only there, is also very important in university, school, and between people that are around us in our daily life, like family and friends. Also, never forget that is essential the way we communicate, we have to respect the people, always taking into account age or level of education to use the correct terms. Communication is the transmission of a message that starts when we are babies and stays in our life’s forever.
REFERENCES
Business Dictionary (n.d.) WebFinance. [Online] 
Available at: http://www.businessdictionary.com/definition/verbal-communication.html
(Accessed 4 January 2020).

Chandler, D. & Munday, R. (2011) A dictionary of media and communication 1st Ed. Oxford: Oxford university press.

Darnish, M. G. & Ramu, M. (2018) ‘A study on the barriers on the effective communication’, International Journal of Pure and Applied Mathematics, 119(17), pp. 57-69.

Dictionary.com (n.d.) Dictionary.com. [Online] 
Available at: https://www.dictionary.com/browse/nonverbal-communication
(Accessed 4 January 2020).

Griffiths, B. & Dunham, E. (2015) Working in teams Thousand Oaks: SAGE.

Lee, D. (1993) Developing Effective Communications Missouri: University of Missouri Extension.

Narula, U. (2006) Handbook of communication models, perspectives, strategies New Delhi: Atlantic.

Quintanilla, K. & Wahl, S. (2017) Business and professional communication 3rd Ed. Thousand Oaks: SAGE.

Reh, F. J. (2019) The balance careers. [Online] 
Available at: https://www.thebalancecareers.com/improving-your-communication-skills-at-work-2275766
(Accessed 5 January 2020)

APPENDIX



[image: ][image: ]

2

image3.jpg
and you woul
Communications at your comparny nication because Y
December, togoon training course in non-verbal com

On-verbal skills SOmetimes send the wrong message.
Mary Why yoyu are writing

- Say what You have obse

ved about her communicatiofs';:::tnd her rela
- Tell her how yoy think this course would improve her
Workers.

\ Mg T





image4.jpg
Exercise2: COMMUNICATION: A CASE STUDY.

As you read their case, think about how you might help communicate with the e
reme.dy the conflict. Answer the critical thinking questions at the end of the case and,
Possible, say whose communication model is relevant. :

BARRY AND HIS STAFF

Barry is a 27-year old who is the manager of a restaurant. He is responsible for supervising and
managing all employees in the kitchen. Employees working there range from 16 years old to 55
years old. In addition, the employees come from varied cu!turgl,gn,d.ethﬂi@baﬁkg—r_-—ﬂounds‘ Forc

anli»sh?isi not their primary language.

Barry has a Health and Safety (Food) Certificate and tries his best to keep up with food safety issues
in the kitchen, but he admits it's not easy. Employees receive “on the job training” about food safety
basics (for example, appropriate hygiene and handwashing, time/temperature, and cleaning and
sanitizing). But with high turnover of employees, training is often hurried, and some new employees
are put right into the job without training if it is a busy day.

One day Barry overslept because he had been working on his car until 2 a.m. He was rushing around

and realized that he didn’t have a clean uniform. However, he managed to find one that was not
very dirty. As he dressed, he realized that he needed a haircut and a good hand scrubbing, especially
after working on his car.

When he arrived at work, he dashed into the kitchen and noticed several trays of uncooked meat

sitting at room temperature overnight. He called one

on the work tops. They appeared to have been
of the kitchen staff and asked: ‘Why did you leave the chicken out when | told you to put them in

the fridge?’
‘| heard you screaming but | thought you were trying to talk to the chef above the

The man replied:
f the food mixer he was using. | didn’t know you were talking to me’. Barry is frustrated and

noise o
doesn’t know what to do. He felt like he was beating his head against a brick wall in trying to get

his employees to practise food safety.
to get them to learn how to handle food safely. He has put large signe

He has made many efforts
all over the kitchen: KEEP HOT FOOD HOT AND COLD FOOD COLD and WASH YOUR HANDS OFTEN

Questions:

1. What are the commun
Which communication models can you use to explain Barry’s problems?

ication challenges and obstacles that Barry faces?

What solutions might Barry consider in addressing each of these challenges or ob
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What could she have done to make the situation better?
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CASE 2: Steve was exhausted from work when his wife, Sally, came home. So he was quite
annoyed when she began telling him all that went wrong about her day. He interrupted her and
said, ‘’'m so tired, can’tit wait?’. The next morning while they were in the kitchen making

| breakfast, Steve said, ‘Did | tell you what happened at work yesterday?. Sally said nothing, but

|“valked out of the kitchen.
)5 1. hy was Sally upset?
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