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Introduction 

In this report I will be discussing the different types of communication skills that we have deliberated in class and also analyse the effects of effective communication in the workplace. Communication is the imparting or exchanging of information by speaking, writing or using some other medium (Lexico, 2020). In class we have defined it as a method by which data is traded between individuals through a collective scheme of symbols, signs and behaviour. In addition, Maund, Schriek & Tinkler (2017) described it as the interchange of views, information or ideas that can be comprehended amid two or more people. This shows that there are many ways to define communication and interpret it accordingly. 

Communication is used by everyone on a regular basis, it is a vital aspect of people’s lives, by using communication we are able to express our opinions and thoughts by sending and receiving messages. There are various forms of communication that we have discussed in class such as, verbal, non-verbal written, visual, informal and formal. All these forms of communication can have an effect in your workplace. 

Methods of Communication 

Verbal communication is when we use words to share information with others, talking clearly and concisely can affect what you are trying to portray (Skillsyouneed, 2020). This can also have an effect on the on the person that is receiving the message, if you do not talk clearly the message can be misinterpreted and therefore can cause confusion in what you are trying to say. When using verbal communication there are certain elements that can have an effect on the message, this could be language, tone of the voice, the speed and even the volume.(CommunicationSkillsActivites, n.d.) Individuals when communicating must consider their receiver, they must use vocabulary or signs that can be understood by the person receiving the message. Verbal communication can be best used at work during meetings or when you have appraisals to analyse your performance.  

Non-verbal communication can refer to body language, eye contact, facial expressions such as smiling it is a way to communicate without talking (Maund, Schriek, Tinkler, 2017) Therefore individuals who are deaf use sign language to communicate non-verbally. Communicating non verbally at work can be equally as important to communicating verbally, it can affect the way your employer or manager sees you, such as having arms crossed, slouching in meeting and avoiding eye contact can give the impression that you are not very professional or bothered about what is happening or discussed (Doyle, 2020) 

Written communication is when you write something for someone to understand, it could be in the form of writing a letter or emails. In a work environment it is probably the most efficient method of communication, it can be in the form of a memo, reports, emails and many more. Good written skills can affect the communication in forms of grammar and spellings even the jargon that is used (SKILLSYOUNEED, 2020) 

Communicating visually is the conveyance of ideas and information in forms that can be seen, such as presentations, videos and diagrams. This method of communication can be used when training new employees at work, they can be shown power point presentations or even training videos. In addition, the use of graphs and charts during meetings at work can show visually the effectiveness of the business.

The other forms of communication that we mentioned were formal and informal. Formal communication is used more on a professional level, whereas, informal communication is mainly used when we communicated with our friends and family. The language that would be used to communicated informally would be more relaxed. 

Communication Models and Theory

There are three main models or theories of communication that were discussed in class are, they each helped to understand the process of effective communication, these models are:  
1) The Shannon-Weaver Mathematical Model, 1949
2) Berlo’s Model of Communication 1960
3) Wilber Schramm’s Model of Communication 1954

1) The Shannon Weaver Model, 1948 (Businesstopia, 2019)

This model was created in 1948, it is known as the ‘mother of all models’, it was created by an American mathematician named Claude Elwood Shannon and a scientist named Warren Weaver. Initially the ideal was made to improve technical communication between the sender and receive via telephone, but later it was used as an overall theory of communication. 
When the model was initially created it did not have ‘feedback’ as concept but later had to inputted as the model was criticised to be to direct in its approach. The concepts are as follows:

Sender: Is the information source, person who creates the messages, selects the channel to send the message to another.
Encoder: (transmitter) can be an individual or be referring directly to a machine that converts the message into signals such as a telegraph or telephone. 
Channel: or medium in which the communication travels.
Noise: the physical interruption that can disrupt the channel, thus causing the message to be misinterpreted. 
Decoder: is the receiver who translate the message from signals, or machine used to convert the signals
Receiver: the one who gets the message or place where the message needs to reach.
Feedback: is probably the most important concept in this model, it is used to confirm that the original message was received correctly without the effect of noise.    

An example of this was when the lecturer in class explained a case study of Maria-Pedro. Maria had called up Pedro and told him to bring home a chicken, but Pedro misunderstood it and though she said come in the kitchen. This confusion occurred due to the noise being the interruption in the building site he worked and also as there was no ‘feedback’ the original message could not be refined as it was understood or not. 

2) Belo’s Model of Communication 1960 (Businesstopia, 2019)

David Berlo created the SMCR model in 1960, he built it after the Shannon Weaver model was created. Berlo was a ‘founder of the Department of Communication at Michigan State University’. (Managmentmania, 2011-2016) The model is probably considered to be the most basic model if applied in today’s time, it is a one-way communication there is no concept of feedback. There are four parts to this model, they are Sender, Message, Channel and Receiver, these four parts do not just work alone they are affected by many other elements. This model emphases on the encoding and decoding the message, this occurs before the sender conducts the message and before the messaged is received. 

The sender is the person that creates the message. Some of the factors that affect this element are communication skills, having good communication skills is important, because if the person sending the message does not communicate well then, the person receiving will not be able to understand it. Knowledge, attitude, social system and culture are also factors. An example of this is would be when shaking hands to say hello to someone, in an Islamic culture it is inappropriate to shake a female’s hand by a male who is not part of her family. Therefore, this shows that something that is not accepted in one person’s culture is accepted in another.

Message is the content that is being communicated, there are elements in it that can contribute to the message like non-verbal. The treatment and the structure of the message, how it has been created whether it is formal or informal. In addition, the code which is the design of how the message is being delivered whether it be in form of a video, text or language. 

Channel, which is the means being used to transfer the message, this could be in the form of telephone or the internet, however his focus is primarily on the five senses of a human being such as hearing, seeing, touching, smelling and tasting. This shows that it is not just about use of verbal language.

Lastly receiver, this component is the person who the message is directed towards. In order for effective communication to take effect, Berlo believed that the sender and receiver essentially have to be on a parallel level to understand the message. Therefore, if any of the above factors are not in sync with the sender then the message may differ in what they sender initially implied in the original message. 

3) Wilber Schramm’s Model of Communication (MSG, 2020)

This is a two-way circular model, it was propositioned in 1954, the model was created off the Shannon -Weaver transmission model of communication. The two fundamental processes of an effective communication are the coding and decoding of the message. This model also focuses on human behaviour, he suggested that messages can be challenging to translate because the individuals might different meanings to another individual’s understanding. 
Therefore, Schramm emphasises that as there is no feedback from the receiver the communication is incomplete (MSG, 2020)

Communication at Work

Communication is a very important element in the workplace, the success or failure lies within the company’s communication level. The increase of employee morale, productivity and trust can be seen if they are able to communicate with their employers. (MichaelPage, n.d.)

Managing a company involves good communication between the management and employees, it allows the smooth operation of the company. Having a good communication enables better relations between employees and employers, it gains productivity and helps in problem solving skills (Heibutzki, 2018). Employees are able to freely express their ideas so the company can progress. 

In order to explain how some of these models can increase communication in the workplace environment I will be talking about an issue with communication in my previous place of work. I used to work in a secondary school, called Westminster City School. Westminster City is a comprehensive school for boys, with a mixed sixth form in central London. The school is close to Buckingham palace, the Houses of Parliament and Westminster Abbey. Their motto is Unitate Fortior, which stands for Strength in Unity, it is a sentiment that is as important to their school as it was when first opened in 1877 (WSCSH, n.d.)

The school staffing structure consists of the school Governing Body, followed by the leadership team, which consist of the headteacher, deputy and assistant headteachers, head of sixth form and school business manager. In addition to the leadership team, the school then has the teaching staff, technicians and then the support staff. 
In order for the school to run effectively the communication between the leadership team and support staff is imperative, the school cannot function without its support staff, whether it be the administrative or teaching assistant. 

There have been times where I have felt that the communication between the leadership team and the rest of the school has been poor. This could range from meetings with outside agencies, parents even with the pupils. As mentioned, all types of communication are very important however it may be used. There were times when the business manager has asked the administrative staff to do a task, there are three of us and our manager would just say that the headteacher would like this report in this manner and to be done by a particular time. In doing this she did not explain who should do it, whether all three of us, or whether we should do a particular part of it. In doing this we would get confused and make errors on the report. This could be solved by using the Schramms’s model of communication, (MSG, 2020) Where he emphasises that the communication is incomplete unless the sender receives a feedback from the recipient. If the administrative manager had asked for confirmation from us on whether we understood the task or not, then there would have been no errors in our report. Morgan (2017) says in establishing whether a message has been received in the way it was intended feedback is vital. Understanding the language would be a problem at times, as the jargon used in certain department would be difficult for someone who is not aware of the topic of discussion. Training needs to be done to accommodate this, by communicating via videos of presentations.   

To conclude, this report has discussed the different methods of communication and how they can have an impact in workplace, models of communication and how effective communication is important in the workplace. Without effective communication in the workplace it can cause many misunderstanding and miscommunications. Management or leaders need to be trained in communicating effectively with their staff, by doing this they will be showing how great they at leading their team as employees look up to their leaders for instructions. Therefore, companies must always look for ways to improve their communication skills within the workforce, by doing this they are showing that they are invested in their staff and the smooth running of their company. 
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