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Introduction 

In the following report I aim to show what is communication, why is communication important in management, methods of communication like Berlo’s model(1960) and Schramm’s model(1973) , models of communication using theories(verbal and nonverbal ,posturing and active listening),and I will also briefly  analyse communication at my workplace and how could be improved.

Communication represents the way a piece of information is passed and received by another individual and also it is a method people can use to share ideas, exchange their thoughts. Moreover, communication can be seen as a process that is composed with one sender, one receiver, and a message which is delivered, the dialogue always begins with an idea in the mind of the sender and it can take place in different forms, like letters, e-mails, messages, online clips, and also communication can be used in body language form (Maund et al,2017).
On the other hand, communication skills are a part of interpersonal skills that helps an individual to communicate efficiently and it is the support for each individual, a team or a company achievement (Maund et al,2017).

Furthermore communication represent a significant key in a organization and is correlated with management because in a company can exist the chance that individuals create inside of the organization, companionship, a word that is related to a company, and when management is involved in creating teams they need to take in consideration that in a team should take part just the right people that can provide a secure base, also they need to boost team members to work well together and know how to use each member skill to complete others skills, and also to help the group by motivating and help to increase the standard of achievement through the team (Adair,2009).

Models of communication

 One of the models of communication learned in class is  Berlo’s model(1960) where he is explaing that the transmission of information is linear which means that is based on five factors: source, message, channel, receiver and feedback, also according to Berlo, the communication can sometimes be interrupted by several barriers, one can be communication skills, language, for example,in my workplace we are mixed nationalities and sometimes I find really hard to understand British people with strong accents and I asked them to repeat several times until I am sure of the message ,but it get frustranting for them.
On the other hand, another barrier for people to transmit information is the knowledge of an individual different from another individual, in the case of a communication between a physician and store assistant, the transmission of information is not appropriate because there can be many differences in the interest of the dialogue topic, also another barrier classified by Berlo is attitudes, which is very important when having a dialogue with an interlocutor as the attitude of an individual can determine the way the communication is flowing. Moreover, social system and culture are also barriers determined by Berlo,(1960) has also implication to the efficient delivery of material.
Another model of communication is Schramm’s model (1973) which has several similarities with Berlo’s(1960) and one of them is that both are claiming that the process of communication is taking place when the receiver is giving back feedback and also they are concerned on the effects that the delivering of information has on the receiver .In contrast with Berlo’s model(1960) Schramm’s model is relational which means that the “information signs” has an impact on the receiver(Narula, 2006).In my workplace , by using this model the communication is inefficient as sometimes we receive information but we are not able to give feedback.

Methods of Communication 

Methods of communication can be found in several ways and each way explains how the transmission of communication is taking place and also is showing how can a dialogue be efficient and how can be disrupted. There exist quite a few methods of delivering information which is: encoding and decoding messages, verbal and nonverbal communication, posturing, active listening, assertiveness, centralized and decentralized communication, virtual communication (Maund et al,2017).

Verbal and nonverbal communication 

Verbal communication represents the transmission of information by using words, this method can be used by writing, speaking and usually, it needs at least two individuals to start the process of communication, also this way of communicating it is very common and can be found in books, articles, newspaper, television and so on, and it can be the most effective method because it can be the easiest way to transmit your thoughts, ideas, feelings. 
Moreover, the verbal communication skill is important because it gives to the individual the chance to know how to deliver his message in the way that the receiver will understand it, also this skill is influential at my workplace because I am a selector at Aldi and sometimes we are  working in a team and verbal communication is important because the message is delivered faster to the others team members, but also it needs that all members have this skill, so they understand each, others messages and as a result, this way of communicating process can become efficient.
On another hand, nonverbal communication represents the way individuals understands the information received beyond the words and is correlated to the verbal method, as this process takes place in the same time as the verbal method is happening. Nonverbal communication skill means that the receiver can understand the message collected more in-depth, and also it can process more meanings of that information. Also, when working in a team at my workplace, nonverbal communication can be a challenge as there are different personalities and each member of the team can understand a piece of information in a different way, so if the team desires to have efficient communication, members of the team need to make sure that they deliver the message correct and precise( Maund et al,2017).

Posturing communication

Posturing represents the use of body language to send a message to another interlocutor and also it is in relationship with verbal and nonverbal communication because it helps to emphasis the message send by an interlocutor and also it is the way an individual shows how he feels in the moment that he is using the verbal and nonverbal communication. 
Alternatively, posturing can be used as a skill, especially when you have a presentation to be made in front in more people as it can help the sender to deliver the information and to give a boost to the message and also referring to the in-class activity, using the theory of power-posing developed by Cuddy(2015) where it explains that you if do a power pose before a presentation, a job interview or an important meeting at work, an individual can gain more confidence and also can it helps the interlocutor to feel more relaxed, more powerful and you have the feeling that you can do anything.
On the other hand, Cuddy(2015) also argues that if you need to change yourself and boost your skill you should  “fake it till you become”, so for example if someone wants to feel more confident and without stress, he should trick his mind by using the body to give signals to his mind that he can truly become to feel confident and that he can control his emotions more. Moreover, at work this theory helped me to understand better body language signs of which I was not conscious before.

Experience at my workplace

Effective communication at the workplace is the key for the good working order of an organization and also it is important because it creates a good relationship between employees. At my workplace, job roles are very well defined and each employee should know what they need to do every day. Moreover, for my point of view, there is a weakness of communication, as sometimes employees are not getting the information right because the message is not delivered in a way that each employee fully understands it.
On the other hand, the information does not get to the workers because in some cases they do not want to understand and follow the company rules and so so a result there will be issues in management and will affect the effectiveness of the business. As an example, in my experience at work where I am a selector and my job is to pick with a headset accurately, it happened that I had a situation when I confirmed a certain product that was not in stock at the moment which I was picking and so when the store found out that the product that I have confirmed did not find it had repercussion for the business because they have lost money.
Therefore, to avoid that situation I should have to tell them about my mistake as soon as I have made it but I postponed and then I forgot to send the information to my team leader to have the chance to change my mistake.
Secondly, I had another situation when my salary was not right because I was missing two days from my payment, so I went to speak with the section leader that is responsible for me, and I have explained to him that my salary it is not right, he told me that he will check it later, the next working day, when I saw him, I have asked him if he had time to look over my hours and he said that no, but he will do it later. The following days I did not see him so  I had no idea if he checks my hours, or not, after one week  I found out that he has done it a couple of days ago. 
This experience made me feel frustrated, disappointment that I was not listened and also made me feel untrusty in our management because he had postponed me twice and I did not know when my issue will be resolved. Moreover, this situation could have been different if for instance, my manager would have communicated more clearly with me and if would make sure that I get the information straight when he has done what I asked for.
In my workplace there are is monthly meetings or when managers have an update for us they organize a  meeting with our team, where we are noticed about new rules or other updates about our daily work, and we had a meeting about an increase of our daily target and I have noticed that some of my colleagues were not happy about this and they become angry, anxious and so my managers raise his volume voice, to make people understand that this change will happen no matter what because we are paid correctly.
In this situation, the effective communication failed and according to Treasure(2017), the use of voice and how you use it is very important especially when there is a disagreement between managers and employees, so in this situation, for instance, the manager should have tried to not raise his voice because when you increase the voice volume, your body also reacts and your heart starts to beat faster and also to listen to the employee's opinions because “Listening can be a silent skill, but it has enormous power”.
In order that a company assures effective communication between employees, they developed an online app which all colleagues can download on their phones where they can be updated with the latest news, company policies, also they can check their payslips, send suggestions related to any issue found at work, and they can check their benefits from the company. In this way, using technology to deliver the information it can be received faster to the employees and there is no needing of meeting with the workers.

Conclusion

In my report, I have explained what is communication, why is important at the workplace, models of communication that can be seen as skills as it helps us to communicate efficient at the workplace, also how to increase confidence in yourself before a job interview or when you have an important meeting and in the end, I have analysed my own experience at work when communication had issues and how it could be improved.
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