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INTRODUCTION
	Fortune Medicine is a pharmacy company established in UK since 1949. It is a major pharmacy distributor in the UK and it is listed in the stock exchange in UK. For me, as a counter assistant in Fortune Medicine, all the aspects of communication become crucial to do the job effectively in the organisation. This report discusses the contribution of communication in building an effective team. This report also includes the ways in which communication can be made effective, the barriers to effective communication and all the models through which communication can be improved. This report also mentions the role of communication in dealing with clients, employer–employees and between the employees of the organisation as well.
MAIN BODY
Importance of Communication in Organisation 
	Communication becomes very crucial in managing the whole organisation. All the management can perform tasks only with the help of an effective medium of communication. Communication play the role in all functions of the organisation such as planning, marketing, sales, production, HR and all others. All the necessary information can be communicated to the management or by the management with the proper communication system only (Cooper, 2015). Management in the company devote a huge part of working hour in communicating with all the crucial parts of the business. Importance of communication can be classified in following points:
· Communication contributes in achieving all the aspects of the business.
· All kinds of issues in the organisation can be resolved by only an effective medium of communication.
· Communication helps in motivating the employee to do more productive work.
· Company can deal will all the external aspects related to the business only with an efficient communication technique.
· Communication provides the medium to the all work force in the organisation to convey about all the concerned issues with the top management in the organisation.
· Communication maintain the trust between management and the work force in the organisation. 
· Breach of communication in the organisation can put its impact on all the operations of the organisation.
· Proper communication is the only medium at which top management  interact with all the share holders of the company to convey about the company's performance in the market.
Types of Communication 
	There are different types of communication which can be explained below:
Internal Upward Communication 
Internal Upward Communication go from the bottom to the top. All the employee at bottom level or the employee work beneath the top managerial level use this communication channel to communicate in the organisation. This channel makes the flow of the information in the upward direction in regards to the organisational structure. In the organisational hierarchy all the subordinates interact with the management in the internal upward communicational channel (Malumba, 2017).
Internal Downward Communication 
All the superior or top management interact with all the work force with this communication technique. Information in this communication can be in any format weather it is formal, verbal or by emailing it can be of any type. Flow of information will go downward in organisation hierarchy. Management at top level convey all the information in this communication method.   
Internal, Lateral Communication 
All the co-workers in the company use the lateral way to communicate with each other. Lateral communication is about the messaging verbally or in written format or to email between the co workers of the organisation. Flow of information in the lateral communication can be in between inter departmental, intra departmental or between any co workers. This communication helps in smooth flowing of information in all the internal operations of the company. 
External Communication
External communication use in dealing with all the external factors related to the organisation such as customers, vendors, dealers, prospects and many more. External communication deals with all the external influence in organisation context (Konečný and et.al., 2016). All the regulatory agencies of the pharmacy business connected to the Fortune Medicine will also be a part of external communication.
Models of Communication  
	Quality of Communication plays a crucial role in organisational structure. In the pharmacy business the best communication model can be use is Shannon and Weaver's (1949) model of communication. This model consists of five factors: source of information, transmitter, channel, receiver and destination.
Source of Information 
 In the communication process information is the key at which every communication moves forward. For an effective communication information must be productive and at the same time authentic as well. Pharmacy business is associated with health and any wrong information can spoil the whole organisational structure. Source of information is the basis of any information it can be depicted as the ultimate reason behind making any conversation (Guerrero and et.al., 2017). 
Transmitter
Transmitter is the medium through which source of information converts into the whole information. Transmitter converts the whole information in structural format and proceed it further to the main receiver of the information.
Channel
Channel is the mode at which transmitter proceeds the whole information and move it further to reach the ultimate receiver of the message. Channels can be different in case of communication in internal structure of the organisation and it can be different when communication is conducting with external factors of the company.
Receiver
Receiver is the ultimate reason behind the whole communication model. In the pharmacy sector information becomes very crucial and it must not be violated so that the receiver gets the exact information. This model transfer the information in the way that receiver gets the exact information in the most presentable way (Bonvillain, 2019 ).
Destination
Destination also represent the ultimate authority to receive the message. Receiver can be numerous intermediaries who come in the mead way to transfer the massage by the transmitter, but destination is the final stage of the whole communication.
Communication at Work Place
Communication at the work place in pharmacy business happens between employees, employer and employees and others. Communication becomes the crucial part in running all the business operations smoothly whether it is internal or external. Internally employer of the company deals with all the employees with the help of internal communication structure. Employer in the company use various techniques to communicate with its work force to assign, review, inform, promote and to motivate all the work force at the work place. Communication is the key in solving all the issues related to the organisation . Externally to deal with all the external factors related to the business communication becomes the major part in dealing. Communication helps in improving the bond between all the employees and in between higher management and the work force at below level in the company structure. Communication also take a major part between employees of the organisation as well. Two employees of the organisation can interact and make a better working environment only with the efficient and proper communication (Lewis, 2019). Proper communication is always required in doing all the projects of the company and to solve all the issues arises in the course of dealing such issues.
Barriers to Effective Communication
Language
Language is a crucial part of communication. For the effective and efficient communication language must be understandable. Language is the most common barrier in effective communication. Language becomes the main reason behind miscommunication, misunderstanding and misconceptions. This barrier sometimes destroys the whole agenda behind making a communication.
Cultural Diversity
Diversities of culture also plays a role in the barrier of the communication. If the communicators belong to same culture the communication will flow smoothly but in case the culture is different the communication become more difficult. Every culture has its own sign language and that always becomes a part in doing communication with any one and because of cultural diversities such signs may create misconceptions and spoil the whole communication.
Gender Differences
Gender also becomes barrier in making a communication. Two same gender people can communicate with each other more easily as compare to the person belongs to two different genders. Mutual gender also affects the understandability level of the communication. Some employee feel shy to interact with the other gender and don't feel much confident while dealing with them.
Status Differences
Many times, the people from high profiles feel bad in communicating with the person from low background. In the organisation people from different financial background employee there but the employee come from upper class background sometimes feel bad out of ego to interact with the lower-class background that become the big barrier in them to interact.
Physical Separation
Couple of time the employee challenged physically feels unconfident to interact with the other staff in the organisation. Physical separation is a big barrier in communication at organisational level. Sometimes people with a physical disability feel discriminated against at the workplace by other staff and that can cause  a barrier to communication.   
Approach for a Better Communication in the Organisation 
	In order to improve my communication at workplace I need to improve my some of the communication skills and I need to overcome the barriers of communication. This can be achieved by developing a personal development plan which is mentioned below-

	Areas of Improvements
	Actions to be taken
	Resources
	Measuring success criteria
	Target Date

	Confidence
 
	Company can conduct confidence building sessions with the help of motivational speakers.
Fortune Medicines can even run operational activities with other out sourced organisations so the employees get to meet more professionals that can enhance the confidence of the employees.
	Company can utilise some of its budget to conduct such sessions.
Outsourcing of company's activities will create some income source for the company that will provide more resources to the company to do more tasks.
	Company can mentor some of its positive and motivated employees to measure the confidence level of all the individual employees.
	6 months`

	Friendliness
	Company can plane team bonding session, extra curriculum activities like picnic and other activities so the employee in the company can get well with each other.
Friendliness will address all kinds of communication barrier and that also improve the work culture of the organisation.
	Company don't need to put specific resources to conduct such activities company can utilise the specific beaks to conduct such activities.
	All the mentors to observe the confidence level would also be focus on this factor of the employee as well.
	8 months

	Open minded
	Open-mindedness is a crucial aspect to deal with all the communicational barrier.
Company can hire some professionals who has the expertise in authentic books .
A person can become open minded with the proper knowledge of holly books that will clear all the thought process and make an employee more open minded.
	Company can bring out some of it's budget in hiring paraprofessional's in paying their fees.
These paraprofessional’s won’t require much of the budget in regards to the organisation  but this process will be helpful in making employee's of the company more open minded.
	Company can ask the mentor to assess the actual improvement in the employee's time to time and make a report out of it.
	2 months

	Feedback
	Company can take feedback from all the employee's in the organisation to cure all the communicational barrier.
Based on the feedback company can set a plan to reduce all the communication barrier.
With the help of feedback company can address all the communication barrier.
	This process of feedback won't require much of the investment for the company.
	Success of this process can be measure by the performance of all the employees.
	9 months




CONCLUSION
	This report concluded that communication is of great importance at the work place. This report also concludes that there are barriers to making an effective communication. The role of communication in the organisational context is also discussed in this report. The most efficient and effective model is also discussed in this report to improve the communication channel for the better and pure understanding of the message. In this report all the possible ways have been concluded through an employee can deal with all its communication barrier and to make an effective communication.
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion, It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1. Read E_caiegnd answer the questions that follow

CASE 1: Mary was working on some paperwork when her daughter came into the room upset.
As the child told Mary what was wrong and how she felt, Mary kept typing on her keyboard and
said, “It’ll be OK,” and ‘Everything will be all right.’ She was confused when the child only
continued to become more and more frustrated. Just then, Mary’s phone rang and she was all
excited when she heard her friend’s voice. They spoke for fifteen minutes and when the call
ended, she turned and said to her daughter, ‘Oh, darling, that was Susan. I'm so excited about
seeing her tomorrow!”. The child broke down and cried.

1. Why weren’t Mary’s calming words hava any effect on her daughter?
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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, ‘I'm so tired, can’t it 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
walked out of the kitchen.

1 Why was Sally upset?
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2. What could Steve have done to help the tension that had di(e}\opeﬁ
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Exercise2: Writing an e-mail.
You are a teacher of Communication and have received this e-mail from one of your students:

Dear Sir,
I am writing to you because | am confused about Communication.
Could you please explain:
1.What Communication is:
2. The Shannon-Weaver model.
3. What is meant by non-verbal communication and why it is important.
Many thanks,
Lucy Mars.
Reply to the student and answer her questions. Use a diagram in your answer, if necessary.
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Ex.1. Read the following brief and write a business email

You are the Director of Communications at your company and you would like a Supervisor, Mary

December, to go on a training course in non-verbal commu se you have observed
message.

that her non-verbal skills sometimes send the wrong

- Tell Mary why you are writing
- Say what you have observed about her communication skills

- Tell her how you think this course would improve her skills and he
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Exercise2: COMMUNICATION: A CASE STUDY

think about how you might help communicate with the employee to

As you read their case, questions at the end of the case and, wherever

remedy the conflict. Answer the critical thinking
possible, say whose communication model is relevant.

BARRY AND HIS STAFE
e manager of a restaurant. He is responsible for supervising and

Employees working there range from 16 years old to 55
m varied cultural and ethnic backgrounds. For many,

Barry is a 27-year old who is th
managing all employees in the kitchen.
years old. In addition, the employees come fro
English is 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 “oln 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. P

ar Until 2 B.m. e was rushing around
e managed to Nind ohe that wakin

One day Barry overslept because he had been working on hi
« and realized that he didn’t have a clean uniform. Howe

very dirty. As he dressed, he realized that he needed a haircut and a good hand scrubbing,-especially

after working on his car.

W'hen' he arrived at work, he dashed into the kitchen and noticed several trays of uncooked meat
on the work tops. They appeared to have been sitting at room temperature overnight. He called one
of the kitchen staff and asked: ‘Why did you leave the chicken out when | told you to put them in

the fridge?’ ’
The man replied: ‘I heard you screaming but | thought you were trying to talk to the chef above the

noise of the food mixer he was using. | didn’t know you were talking to me’. Barry is frustrated and
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.

He has made many efforts to get them to learn how to handle food safely. He has put large signs
all over the kitchen: KEEP HOT FOOD HOT AND COLD FOOD COLD and WASH YOUR HANDS OFTEN.

Questions:
1. What are the communication challenges and obstacles that Barry faces?
2. Which communication models can you use to explain Barry’s problems?

3. What solutions might Barry consider in addressing each of these challenges or obstacles?

! 2|Page




