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1.0 INTRODUCTION
Communication is a key skill essential to success in any workplace. It is the process by which people share information, ideas and thoughts. Effective communication is essential in the workplace as it helps build relationships and promote a positive work environment. This article discusses the importance of communication skills. Communication models, nonverbal and verbal communication skills, and factors that lead to poor communication in the workplace.  (Anon., 2011) Here comes the reference 

[bookmark: _Hlk134619566]2.0 MODELS OF COMMUNICATION AND COMMUNICATION SKILLS (DEFINITION AND CONCEPT)
1.1 A communication model is a simplification of the communication process and a tool used to describe how people communicate. It helps identify different elements of communication such as senders, recipients, messages, channels, and feedback.  
2.1 Human communication is fraught with problems and difficulties. We say something, but it is not understood. Even if people understand us, it doesn't mean we can think, act, or react the way we want.  
3.1 Communication skills are the ability to effectively communicate information, ideas and thoughts to others. Good communication skills are essential for success in any workplace. This includes active listening, clear language, empathy and the ability to communicate in a variety of situations.  (Communication, s.f.)
Here comes the reference 
Verbal communication skills (Oral or Speaking Skills)
Verbal communication skills refer to employing spoken or written language to convey a message. Good oral communication skills are essential for effective communication in the workplace and beyond. These include verbal clarity, active listening, and the ability to tailor communication to different audiences.  
1.1 Use plain language instead of complex language for clarity. Speak slowly, choose words that convey exactly what you want to say, and ensure that your body language conveys the same message as your words.
2.1 Empathy. Try to be polite and friendly. 
3.1 Sincerity. Don't belittle, make people feel small, or respect them. 
4.1 Eye contact. Look at people when you talk to them
5.1 Verbal written. If you are writing to someone you do not know, you should use formal language do not use slang and street language, and follow the rules of letter writing.    (Communication, s.f.)   Here comes the reference 
HOW TO IMPROVE VERBAL COMMUNICATION SKILLS?
1. Consider your message
2. Recognize your audience
3. Be mindful of your nonverbal communication
4. Speak clearly
5. Choose your written words carefully
6. Practice active listening
7. Think before you hit “reply”
[bookmark: _Hlk134619690]
Nonverbal communication skills
Nonverbal communication skills are cues that transmit different kinds of information or express certain attitudes and emotions, without applying them to the written or spoken language. Nonverbal communication skills are related to the use of body language, gestures and facial expressions. to convey a message. Good nonverbal communication skills are essential for effective communication in the workplace. This includes eye contact, facial expressions, posture and gestures.  
1.1 Movement. This includes how you move your legs, arms, or whole body to convey a specific kind of message. 
2.1 Posture. This reflects her professionalism, comfort and general attitude towards conversations and people. How you stand and sit is how you communicate your thoughts and feelings to others. 
3.1 Gestures. They vary by community and culture. Example: Give someone in the UK a 'thumbs up and tell them you agree with what they just did
4.1 Facial expressions. Facial expressions are very common and mostly unintentional, but they help convey certain information and emotions. 
5.1 Touch. A powerful and helpful method of communication and is most often used to indicate comfort or support. Example: We hug our partners, friends and family, but we shake hands and greet others. 
(Anon., 2011)      Here comes the reference 
[bookmark: _Hlk132385135]
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SMCR THE SHANNON – WEAVER MATHEMATICAL MODEL (1949)

1- SENDER
2- MESSAGE
3- CHANEL
4- RECEIVER                                                                   (Weaver, s.f.)

Here comes the reference
SCHRAMM´S MODEL OF COMMUNICATION (Invented in 1954)
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THE SCHRAMM´S MODEL OF COMMUNICATION (1954)

Here comes the reference
(Model, s.f.)
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[bookmark: _Hlk134620021]3.0 EXAMPLES OF POOR COMMUNICATION IN MY OWN FRIEND´S WORKPLACE
        3.1 Explanation with examples:
3.1.1 Once, I went to my friend’s workplace, a coffee shop near Covent Garden. It is a lovely place to get some coffee and do homework, but it is uncomfortable because some of the coworkers are screaming at each other. After a long time of them screaming I told my friend, who is the assistant manager there, that this was too noisy and we all could hear them fighting. She told me they all are like that because of poor communication with each other about some commands that have come twice.   (Techniques, s.f.) reference
 3.2 Recommendations – suggest how it could be improved.
Communication at work helps build and maintain relationships, promotes a positive work environment, and increases productivity. It also helps avoid misunderstandings and conflicts that lead to wasted time and resources.  
I told my friend about the 3 types of models that could help her with this problem at work. SMCR The Shannon – Weaver mathematical model ( Invented in 1949), would be a good choice here. The problem is that when one of them gets an order for any reason it comes out twice or none, so I come up with this list of steps they must follow: 
· Once the first person gets an order it comes just to one person to make it.
·  That person must tell the team that this order it is been taken care of. 
·  Then the team can move on with the next customer. 
TO BE RECEIVED, TO BE UNDERSTOOD, TO BE ACCEPTED AND TO GET ACTION
To minimize the things that can affect our communication, we should be aware of communication barriers.
1) Differences in perception
2) Jumping to conclusions
3) Stereotyping
4) Lack of knowledge/Language
5) Lack of interest                Here comes the reference         (Barriers, s.f.) 

 3.3 impact of that poor Communication.
The impact of poor communication is a big one because all we can do is communicate with each other to express ourselves. At work a problem like this could be the end of many projects, also the beginning of a bad mood at the workplace. The team must play along with each other as a team: they must communicate any issue and any change, agreement, or disagreement concerning work. Communication is important and it has a big impact on our lives. 
What causes poor communication in the workplace? Poor communication in the workplace can be caused by many factors, including language barriers, cultural differences, personal biases, and lack of clear communication. This problem can lead to misunderstandings, conflicts, low productivity and low morale in the work environment. 
 
4.0 COMMUNICATION THEORY TO IMPROVE SUCCESS. 
Effective communication can be improved by understanding communication theories such as social exchange theory, social learning theory, and social influence theory. These theories help identify factors that influence communication and offer strategies for improving communication skills.
Elements of communication include senders, receivers, messages, channels, and feedback. Understanding these factors will help you improve your communication skills at work and elsewhere. As examples of business communication, we have emails, memos, reports, presentations, and meetings.  Here comes the reference
Many models have been criticized for being too simplistic because they omit essential aspects. The various components and their interactions are usually shown in the diagram. Many models duplicate some basic components and interactions. They involve the idea that the sender encrypts information in the form of a message and sends it over the channel to the recipient. Recipients must decipher the message to understand the original idea and provide feedback. In either case, noise can interrupt messages and corrupt them. 

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 spoke.
‘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 I asked you to get on your way home.’
Oh, no! I thought you said I will see you in the kitchen when I come home!







[bookmark: _Hlk134620085]4.0 CONCLUSION
In conclusion, Shannon and Weaver (1948) attempted to be explained by identifying physical noise as a source of misunderstanding, as in the Maria and Pedro case study.
Based on this model, Schramm (1954) agreed that noise can distort the message, but that the receiver must send feedback to the sender to complete the communication. claimed. In the case of her study above, Pedro should have contacted Maria and asked if she meant "chicken" or "kitchen" to complete the communication. Only then, according to Schramm, is the communication complete.
Berlo (1961) did not mention feedback but extended the definition of noise to include internal noise resulting from differences between transmitter and receiver. Such differences include differences in knowledge, communication skills, education, culture, and sensibilities. Case Study - "Professor and Villager". 
Effective communication is critical in the workplace as it helps to establish relationships, promotes a positive working environment, and increases productivity. Understanding communication skills, models, and theories can help to improve all these skills you need. 
In the case of my friend and the team, I would recommend having a look at “THE SHANNON – WEAVER MATHEMATICAL MODEL (page 4)” because I think this problem is coming from a lack of communication between staff members. As I said before, this could end in a bigger issue and a lack of money for the shop. 


Here must be the reference 
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