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This report will explore the skill of communication within workplace and apply appropriate theories of communication and my experience of communication. 
 “The way we communicate with others and with ourselves ultimately determines the quality of our lives” (Anthony Robbins cited in Gupta, 2008). 
 Communication is the progression of transferring information from one person to the other. The process of communication is for the first party who sends the information is known as the sender and the second party who obtains the information, and interprets the information and responds accordingly is called the receiver or the recipient. Thus, in simpler terms communication is simply a process where the sender sends the information to the receiver for a to response. Management study guide, (2018). There are three main types of communication;
· Verbal/oral communication- Verbal communication is the most used type of communication. This communication used through words and speech and sometimes requires a direct and immediate dialogue from both parties.  Tone and speech plays a key role in conveying the emotions and feelings on individuals when using verbal communication.
· Non- Verbal- although many may think is hard to communication without speech but it’s easier than assumed facial expressions, signs, hand and other body movements, and body postures all create nonverbal communication. Communication made among two individuals without words and simply through facial movements, gestures or hand movements and eye contact is known as nonverbal communication.
· Written communications-  This is the second most used type of communication where two individual expresses and communicate via letters, emails, and social media social meal. 
Management study guide, (2018).     

 
Models of communication
Schramm’s Model 
Schramm's Model of Communication is a model of Wilbur Schramm in 1954. Schramm proposed that communication is a two-way process where both sender and receiver take turns to exchange, send and receive a message. The message is referred after encoding so the sender is known as the Encoder and the encoded message is decoded under receipt by the receiver, likewise their known as Decoder. Businessstopia. (2018). 
The Schramm’s model is also known as the Osgood an Schramm model of communication as Osgood is another scholar who also revised this model Encode-Decode Model of Communication.
· Sender (transmitter) - The first person that starts the communication and sends the message.
· Encoder – An individual who translates the message to be directed into codes.
· Decoder is the individual who gets the encoded message which has been referred by the encoder and translates it into the language understandable by the individual.
· Interpreter – is the individual who attempts to understand and examine the message. Message is received after clarification or message is understood.  
· Receiver is the person who gets the message. He/she decodes and interprets the actual message.
· Message is the information sent by the sender and material that the receiver gets. 
· Feedback is the process of replying to the received communication by the receiver.
· Medium or media is the channel used to send the message for example letter, phone and email etc. 
Narula,  (2006).


the advantage of this models is that Feedback central feature as s it’s a very important component as it lets the sender know if the receiver has understood the message as required or no in which it promotes effective communication. As communication is pointless if message is not understood right.  One of the disadvantage that many scholar’s highlight for this theory is the fact that the model does not put thoughts to semantic noise which can interrupt the message doing the process of communication and this ay cause the message to be interpreted differently.  Management Study Guide, (2018).
communication theory
Weber’s Classic Organizational Theory of Fixed Structures Max Weber may be considered the innovator of organisational studies. Weber’s theory of bureaucratic organizations is one of the earliest theories to attempt to explain organizational structure and provide sense to the communication processes that occur within organizations. Weber’s theory is known as the Weberian theory that organisations have plainly well-defined their roles and responsibilities and henceforth communication must be indistinct, clear and structured.  A strong and effective organisation must have effective communication so its clear from the CEOs to managers and staff and that there is no confusion in the aims and ambitions of the organisation to ensure that all are working for the same achievement of goal. 
The Weberian theory examines and provides a place of importance to quality and the way establishments work. Through assigning work according to abilities and competence this can only be achieved through excellent communications where the managers may distinguish these skills and abilities. 
Tompkins and Cheney’s Organisational Control Theory 
Tompkins and Cheney’s organisational control theory is an addition of Weberian theory applied to organisations. This theory extends that there are four kinds of control that govern how establishments exercise power within, the four aspects are; simple, technical, bureaucratic, and concertive. The four types of control are defined according to the development of the organization from very simple organisational to bureaucracies’ model. Management Study Guide, (2018).
Communication theory was proposed by S. F. Scudder in the year 1980. It states that “all living beings existing on the planet communicate”. communication comes in many shapes and form, but Scudder explained that all living things communicate to survive plants will communicate with the texture and colour in order to be watered and survive and animals communicate through different sounds and movements to indicate pain or hunger. communication theory suggests that to live, every living object, require communicating with others and among themselves. Communication is crucial to of survival. Scott, (2018 )
Importance of Communication 
Communication affects teamwork in positive and negative ways. When a team is not actively communicating, their work is at stake. It's important for everyone to learn how to communicate effectively to work effectively as a team. (Pearce, 2015).   An example of this is that once I was working at a restaurant in central London and it was a very busy environment where I had to communicate with other members of the team so that I can get people seated on arrival of their food and failing to communicate well used to cause customers food to arrive and their have no time which used to cause customers to complain or write critical review on restaurant website, so it was very crucial to communicate well.  

Effective communication plays a very significant role in achieving organisational goals. The role of effective communication in an organisation begins from the day an employee joins the company. Effective communication is important at all the levels in an organization. Every individual should be on the same stage and the clarity of ideas, messages is mandatory for smooth flow of work.
As state communication is important to withhold many aspects of life from work to relationships and personal development and one always need to communicate with themselves to develop and improve. On the other hand, there are many aspects that can impact and affect communication such as;                                                             
· Physical Barriers: communicating in poor environment such as noisy place and  disruptive environment as it can pervert the receiver to receive the wrong message. 
· Attitudes: emotions like anger or sadness can defect objectivity. Also, being very nervous, having a personal agenda. This is also known as “Emotional Noise”.
· Language: even if everyone spoke the same language they will still be some barriers to these as different regions have different slangs and jargon which may make it difficult to understand others even if they speak the same language.  
· Physiological Barriers: being sick or poor eyesight or hearing difficulties, pain can also cause problem in communicating 
· Cultural Noise: people sometimes make stereotypical assumptions about others based on their cultural background.
There are many skills an individual will need to polish in order to communicate well and affectively and listening is a very important skill that needs to be mastered in other for communication to be successfully. 
· Listening -  Listening is not the equivalent to hearing; learn to listen not only to the words being spoken but how they are being said and the non-verbal communications that surrounds the message like the body language and facial expression sent with them. 
· Empathy is trying to see things from another person point-of-view. It’s important to not be judgement when other are sharing information’s  especially when sharing sensitive information as it prevents the person to be more open if the amount of information being given when communicating with others, staying  in touched with your own feelings to help enable you to comprehend the emotions of others.  
· Encouraging  words and actions of encouragement, praising others can help with communications. Making others feel comfortable, wanted, respected and appreciated in your communications. This will allow and promote a successfully and pleasant communication process. 
Shaune, K, (2017).

Inconclusion it is fair to state that communication is crucial and important in life as it crucial for social and work life. To live in harmony with others its important to communicate. This assignment has explored the theme of communication and it importance at workplace and personal life through highlighting it theories strengths and weaknesses. Some ways that my previous workplace may improve on communication is to have an information board for all stuff so that all the important information’s may be written on the board and in the staff room so that everyone will be in the same page when in comes to knowing information as people have different shifts morning, midday and night so it hard to communicate if everyone effectively at the same time. 
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