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1. [bookmark: _Toc137542843]Terms of reference

The report was created on the request of James Moore, the lecturer for the Effective Teamwork module. The aim of this report is to demonstrate what communication entails.


2. [bookmark: _Toc137542844]Procedure

The report was developed using the following sources: books, websites, and journals.


3. [bookmark: _Toc137542845]Introduction

With the help of a shared set of symbols, signs, or behaviours, people can convey information to one another through the process of communication.
To be successful requires the capacity to pay attention to the other person, put aside bias, and listen.

4. [bookmark: _Toc137542846]Main Findings

a) [bookmark: _Toc137542847]What is communication?

One of the most important skills an employee must have is communication. The art of verbal exchange involves the method of developing and exchanging information. The depth of those concepts will determine how effectively they are communicated. (2010) MTD Training.

When communicating, the sender must ensure that the person receiving it can understand the message, at this point, barriers may appear. Recognising these obstacles and using the appropriate tools or communication skills to break them down is necessary for those who want to effectively communicate with others. (2010) MTD Training. Empathy is necessary for effective communication, as is the capacity for paying close attention.  This is one of the frequent issues, particularly when ego, stereotypes, and even bias interfere.

The use of body language is crucial in communication. One can determine if the message will be understood by the other person while watching it.  However, there may also be misunderstandings, and posture or non-verbal language may not always be understood properly.

In business avenues to ensure that the message has been received correctly, it's necessary to ask questions “One of the most effective questioning techniques is called the "funnel" approach. “(Adubato, 2023). The following thing to do is to ensure that queries reflect what has been heard by paying close attention to what is said. Open-ended inquiries are the first step in the funnel approach. Ask the appropriate questions after seeing the answers, as these questions cannot be answered with a simple "yes" or "no."

When communicating information, one should also be aware of the tone of voice because a loud voice could be interpreted. The conversation's feedback should also be taken into consideration because it enables to identification the effective and ineffective communication strategies that were implemented. Authority specialists frequently emphasise the significance of providing people with constructive criticism. Adubato (2016).


b) [bookmark: _Toc137542848]3 models of communication 
· [bookmark: _Toc137542849]Berlo

Invented in 1960 by David Berlo. A technique whereby a source wilfully modifies a recipient's attitude. Narula (2006). Berol’s model clarifies the numerous elements of the interaction’s procedure.  The source, message, channel, and receiver are each of the four fundamental elements. According to the model, a message must have an impact on the audience, either positively or negatively, and this impact must be evaluated via influence monitoring.

“Berol’s model of communication is outlined into six stages: the source of the communication, the encoding of the message, the message, the delivery method of the message, the decoding of the message, and the message receiver.” (Stead, 2017). The message will be understood if the person receiving it has the same communication components as the sender.
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Figure 1 (Communication Theory)

Additionally, the model receives critical commentary. The impacts are unidentified and interpersonal obstacles are not addressed. Effective interaction requires that all parties be on an equal level of thought. (Communication theory, no date).


· [bookmark: _Toc137542850]Shannon-Weaver 

The model was developed by Claude Shannon and Warren Weaver, and it is regarded as a successful communication tool for describing the entire communication process from information source to information receiver.

The sender, encoder, channel, noise, decoder, and receiver are the six fundamental components of interpersonal interaction, according to the Shannon and Weaver Model of Communication. Drew (2023).

[image: ]

Figure 2 (Draw, 2023)



To improve the interaction between sender and recipient, this model was specifically created. Additionally, they discover "Noise “causing elements that influence the communication process. 

Although the model has been termed the "mother of models," it also has limitations and is better suited for individual communication than group interaction. “Feedback is taken as less important in comparison to the messages sent by the sender.” (businesstopia , 2018).



· [bookmark: _Toc137542851]Schramm

Wilbur Schram had been the creator. The communication between the encoder, decoder and interpreter is represented in the model as a process. The author emphasised how essential the attributes of those who interpret the information, such as experience or subject knowledge, are. 

[image: ]
 Figure 3 (Blythe, 2009, p. 178)

A message is sent in encrypted form to either the identical user or a different user.  The message must be decoded, understood, and then re-encoded by the person receiving it before being sent to a different person.  

The model is an outstanding interaction tool, but it also has a few disadvantages.  The listeners' interpretation of the message will determine how it is received, and it is now up to them to decide whether their own prejudices or diverse points of view will compromise the message. Each communicator seeks to influence the collective perception of reality to advance their own perspective; motives are rarely absent from communications. (Blythe, 2009).



c) [bookmark: _Toc137542852]Communication issue in the workplace

I am currently employed as a Retail Dispatch Manager. My task is to supply 19 stores at the needed level for the business to operate.  One of the stores informed me via email that it will be temporarily closed due to renovation. I decided to convene a team meeting immediately and request that all supplies be put on a pallet until further notice.
Unfortunately, I have only transmitted the message to workers in my department, eliminating team members who operate forklifts and transmit goods for couriers. I have discovered that the pallet was loaded onto the truck and delivered to the depot. I contacted the shipping company and was successful in stopping the shipment.

I believe everyone has the right to make and learn from mistakes.
This event taught me that communication does not stop with my department and that any changes in processes must be conveyed to the management of each department and then to the rest of the team.

5. [bookmark: _Toc137542853]Conclusion


Communication is essential in the workplace. It is because of it we have the resources to complete the work, and it is solely dependent on it that it is completed appropriately. It involves ongoing development, empathy, and, most importantly, listening.” Communication is difficult. There is no doubt about it. That's why people struggle with it, and they shouldn't feel bad about it.” (Barnett, 2017).
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