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Introduction 

The following is a report about communication within the workplace and the importance of communication 

in management. I will be applying my personal experiences that I have seen and learnt from in my previous 

management position, also some of the difficulties I face today in my current workplace environment. 

Through the work from the in-class exercises, the different methods of communication learnt such as 

Shannon and Weaver, Schramm and Berlo. How these are still applied today in the workplace and some of 

the complications these methods have, but foremost, I will begin by defining 'communication’. According to 

the Dictionary of Oxford (2019), communication is the disclosing of information by either verbal or non-

verbal communication. In order words, it can be said that it is the way an individual expresses himself 

towards other people and understanding this definition, we can oversee the importance of communication 

within the workplace environment.  

 

Effective communication in a business 

The principle of communication inside a business is crucial to maintain operationally, or everything 

collapses, the big question is how communication can be made useful? Quite simple but not so easily 

achieved, it all comes down to communication skills. The two most important are listening and speaking 

skills, although different forms of noise and frequencies can distort these. Looking at a case study on 'Maria 

and Pedro' we can identify the problem being on Pedro's end, where there were probably construction noises 

in the background. Resulting in Pedro not arriving home with the chicken Maria had asked him to buy, 

relating this to communication in business, we can see how communication can fail if not given the correct 

time and place. For communication to be effective, the person communicating need’s to ensure the receiver 

is paying attention and away from noise distortions. Although this is not always possible, its imperative 

businesses aim to value this principle. 

 

Different Methods of Communication 

Although there are many different theories of communication methods, I will only be stating three of them, 

as these are the most crucial ones to our communication history. As Shannon and Weaver's model was one of 

the first to be an accepted method of communication created, I will give a more descriptive definition so that 
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all content is better understood. Commenced back in 1948 Shannon and Weaver’s model of communication 

was designed with the purpose to improve technical communication primarily for telephonic communication; 

the concept of this method was that the sender would encode a message, which would be sent over to the 

receiver to decode it. However, later, Weaver understood it could be applied to all types of communication, 

which is when the method was acknowledged and became well known. 

 

Shannon and Weaver model of communication 

 

 

 

 

 

 

 

 

Shannon and Weavers model of communication was highly dependent on the channel and noise source, and 

if we look at the process of the model, the message could be easily misunderstood. In my opinion, looking at 

this model, it wasn't very reliable because by the time it took to decode and being too reliant on the receiver 

decoding the message intended. Finally after decoded it would then go through that same process, meaning 

the chances of the receiver understanding everything was very low and that’s not even considering language 

or different accents between people. On the other hand we have Schramm’s model of communication that is 

similar however considers both transmitter and receiver’s field of experience in my personal opinion it's 

more reliable, but still faces the same complications as Shannon and Weaver's model. In addition to this 

Schramm also saw the importance of getting 'feedback' from the transmitter but because of the interference 

that could be caused by the noise the message could be very different and take a while to reach a conclusion 

to what was said in the beginning. 

 

Schramm’s model of communication 
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These models of communication were applied not only telephonic communication but also as explanatory to 

in life situations. Another of the in-class exercises we studied was 'The professor and the village people’, can 

be an example of Schramm model of communication because he transmitted his message to the village 

people however the transmitter’s field of experience was different as to the receiver, this resulted in the 

villagers not helping. The most suited theory for this exercise would be Berlo’s, as it considers all fields of 

both the sender and receiver. Berlo’s model of communication breaks down and reflects the different types 

of individual's like their personality, knowledge and culture, the five human basic senses of which all of 

these minimise chances of misunderstandings meaning the message is correctly interpreted. Looking at the 

exercise Berlo’s theory connects perfectly towards it; this is because if the professor had considered the 

villager’s communication skill and knowledge he would have known they wouldn’t have understood his 

professional vocabulary.  When comparing the three different methods of communication, the main problem 

stated is noise interference and difficulties in decoding what the transmitter sent. My previous employment 

as an Assistant Manager we encountered countless times where information was misunderstood; the most 

common mistakes were taking down orders due to the fast pace, lack of concentration and loud noises. If 

Schramm's model of communication was applied to this situation, and a check back was done to receive 

feedback, these errors wouldn't occur so frequent. 

 

Schramm’s model of communication 

 

 

 

 

 

 

 

 

 

 

 

 

 

Importance of effective communication 

Looking at the prominence of effective communication in 2019, we can visibly see how it revolves around 

everything without it, and there's a significant amount of mistakes and misinterpretations. In my current job 

as a Receptionist at an Architectural firm, effective communication is crucial, with over 80 employees, 

synchronisation is a fundamental objective and can only be achieved through effective communication with 

one another. Dealing with structures of buildings and planning requires a lot of attention to detail, a long-
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term studied project is only achieved through many business meetings where effective communication plays 

a vital part. A quote to mind when speaking about effective communication is “brevity is the soul of wit”, 

(1602) written by Shakespeare W, which in other words means the humour or importance of a statement lies 

in its structure.  The result of bad communication in my business organisation, for example, can put lives at 

risk, little communication errors can cause a building to collapse. This defines the significance of effective 

communication its either well put and understood or not, which has its consequences. Chron (2019), states 

that there's a possibility of identifying communicational issues within the work environment when there is an 

excellent level of tension and pressure present in the work atmosphere. 

 

Methods of Communication 

The four core ways of communication are verbal, non-verbal, visual and written of which each has its own 

importance. They can be used both simultaneously, or singularly when complemented by one another, 

communication becomes more active. This is because communication skills differ from person to person and 

whilst one might be good at verbal communication another might be good in visual communication, and this 

is why there is an importance of using all methods of communication. Verbal communication is the spoken 

word done either face to face or remotely through a technological device, whereas non-verbal is through 

facial expressions, hand gestures and can also be through someone's appearance. Both of these work really 

well with one another and helps to put emphasis in communicating with others, Some of the visual 

communications include drawings or paintings, maps and signs for example traffic lights are a way of 

visually communication 'go' or 'stop'. Lastly, we have written communication where we see it through books, 

articles, emails, journals and many others. These are the main methods of communications even though there 

are others, reflecting back on written communication if we look towards another of my in-class exercise 

'Writing a Business Email', being a Professor of English and writing an email to a student replying his 

queries we can see the importance of something simple being effective. This is because a well explained the 

written form of communication gave the disclosing of information the student was in need; all methods have 

their form of impact and prominence.       

 

Communication between Management and Employees 

In my past experience in Restaurant Management, I've come to learn that the purpose between 'Management 

and Employees' is so that customers get the best service and an unforgettable experience. Management Study 

Guide (2019), speaks about “Managerial Communication” it’s stated that it’s the form of speaking to both 

employers and managers. Before I became Assistant Manager, this was part of my courses I undertook in 

order to progress further in the company, and primarily it was needed in order for myself to learn how to 

manage and lead others 

Scudder V, is brought to my attention when looking at how communication works he says, “Failure to 

communicate is the result of indifference and arrogance”. This brings me to my next point of how 

intercultural communications are affected at a workplace, people's indifference on the tone of voice or their 
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level of formality. It’s essential to value and understand other people's cultures wherefrom experience I see a 

lack on this, noticing the difference between high and low-context cultures is a must. Management must 

communicate using the four different methods of communication to avoid frustration, Scudder V, says 

"arrogance" is the result of bad communication, so this is a consequence of not wanting to communicate 

effectively. 

 

Conclusion  

My overall opinion on communication within the workplace is that it holds extreme value to any business 

instead being big or small the weight remains, Richard D, in (2006) says it’s “rare for a family to sit around a 

table” this is because of the absence of efficient communicational skills and although he speaks outside of 

work communication the same concept can be applied the workplace environment. Looking at the three 

models of communications; Shannon and Weaver, Schramm and Berlo, I believe that the main concern back 

then is also today's concern 'noise' where all three can to this day still be applied. Although I feel like 

Schramm is the best model of communication due to the fact it considers culture, knowledge, 

communicational skills and other different categories. To my opinion and experience it's best applied for 

workplaces nowadays then the other models, the effect it has when fully considered results in effective 

communication with the obvious consequence of a successful business. 
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