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INTRODUCTION:
The aim of this report is to be able to demonstrate on how to solve the communication barrier at a workplace, and how to make decision to it. By starting on how to describe a problem, its nature and scope, the goal is to show the gradual way to solve the problem and choosing the best solution to it.
Another purpose of this report is to be able to make and apply change in the workplace by gathering and interpreting the details to solve the problem, how to evaluate different choices in order to make decision and then assess and observe the implementation of the decision.























B. PROBLEM at a WORKPLACE:  Communication Barrier
Communication is an exchange of thoughts, information or ideas that results in common understanding between two or more people (Griffiths & Durham, 2015).
 Reasons of Communication Barrier:
Attitude is a problem when a person believes that he or she is always better than other people or that she or he knows everything, the communication problem starts.
Language becomes a communication barrier when it is difficult for people who cannot communicate using a known language to everyone (Khullar, 2017).
Ethics is a problem when lack of good ethics that harm organization, credibility will be lessened and making decision will be difficult if there is no trust between people in the organization (Brighton, 2016).
Education is a problem when people lack an ability to properly write or read, so improvement in the organization is slow.
Ideology is when people have different opinion and beliefs due to politics or culture, that they would impose their belief to people who has different ideology.
Advantages / Disadvantages of Communication:
According to (Duggan, 2015), communication results in misunderstanding due to different barriers. Communication facilitates understanding and increases efficiency. 
Communication is a disadvantage when misunderstanding or negative acknowledgement arise. Through effective communication with employees, productive environment will be achieved.
How to Overcome/ Resolve the Communication Problem:
The main or real issues should be given more attention. Its baseline must be established. A smart and wise decision should be made in a properly manner and it is best to check that the needs each employee are met.
My Experience of the Problem at a Workplace
I worked as a quality assurance inspector in a huge processor company for computer systems. We had managers and supervisors in different shifts and departments. Communication became a big problem when messages were passed from managers to supervisors to personnel in the production. Due to people from different culture with different dialect and level of education, attitudes and ideology became the reasons of the communication barrier in the company. Technology was not that high during those times, only managers and supervisors used computers for emails, as we only used computers for our designated work. Managers will give instructions, then supervisors passed down the messages to us, and it depends on how these people explain the message and how we understood it.
The understanding was different so when we do the actual thing the result was different. The situation was difficult, I cannot go straight to the manager to tell my opinion so that he can hear our voice on what was really happening. I thought it was better to have a better solution to address the problem straight to the managers.
 Seven Steps to problem Solving:
 It is best to know the main problem.
 Data Collection:  Know the different problems and determine the real one.
 Cause Analysis: We should know why these became a problem.
 Solution Planning and Implementation:  When all the probable solutions will be raised and how to implement that solution.
 Evaluation Effects: Potential solutions should be taken into consideration, know the effects, if they did work for the problem.
  Standardization: To determine if we can use any of those evaluation effects to solve the problem.
 Evaluation Process:  Need to know the positive and negative effects of solution to the problem.
 C: DECISION MAKING
According to (Morgan, 2017), it is when you need to know how to make different decisions appropriately and choose which approach is most suitable before making the right decision.
 Types of Decision:
   Routine decision is a decision making where no critical thinking is done, answers are obvious and usually fail.
    Adaptive decision making is when faced with solution or decision which involves few alternatives and people tend to just get them from experience (Wayne, et al., 1993).
    Innovative decision making is when problems are unusual and original, a creative solution is necessary.
 Factors Affecting Good Decision Making:
 Decision making is like problem solving and creative thinking because we need effective thinking to decide (Adair, 2007).
Experiences and knowledge, innovative thinking, self-concept, stress, mutual conflicts are some of these factors. Allotted time, money, energy, routine vs. non routine, risk associated with decisions, nature of work, writing guidelines, organization’s attitude, quantity and type of information, level of obtaining decision and assistance and manager’s unique skills.
Ingredients of Good Decision Making:
 We need to follow a structured way and the team should be involved in every usual routine decision whenever it is delegated.
 Brainstorming also gives different choices to decide, we need to be innovative, and think of something different. Being objective is needed and not be too attached to a resolution when you think it may not be the one.
 FISHBONE ANALYSIS
Fishbone Analysis or Ishikawa was developed by Prof. Kaoru Ishikawa and is a cause and effect diagram used to classify the possible cause of a problem in order to recognize the main reason (Rouse, 2019). It is useful in problem solving during brainstorming session, it helps the team to interpret the problem.
Factors to consider in order to make the fishbone analysis a success:
 Cause is the reason why something happened, this should be identified while effect is the result of that reason. 
 Cause and effect analysis are used to identify possible causes of a potential problem until we find the root cause that needs to be solved. 
We need to focus on the symptoms and provide a picture why problem is happening. Data gathering basis should be established and all the areas that need to be addressed for a positive outcome should be identified.
 Cause and effect of diagram connects the effects and causes, it clarifies the relation of effect and cause. The potential cause and effect of a problem should be displayed.
 It encourages thinking during brainstorming to understand the possible cause of a problem, to give a framework to plan on what data to collect. It is a visual display of studied causes to help team members to communicate.
6M’s 
Method: personal transfer of information, style to express the message, different time to conduct a meeting, slow execution of messages.
Machine: lack of computers, lower personnel no access in computers, limited computer access for management personnel only.
Materials: use of papers and manual writing when we needed to give our ideas
Manpower: different dialects/ language, level of education and knowledge, personality differences, ideology issues, culture and ethics, attitude.
Measurement: length of time to deliver the message, long execution of the message to be delivered, writing time.
Management: goal setting -to quick explain, strategy- managers tend to do express evaluation as they do not want to affect the output of the production.
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SWOT Analysis stands for strength, weakness, opportunity and threat. It is a planning technique used to help a person or organizations to evaluate company’s competitive position and to develop a good planning strategy.
 PESTLE Analysis is an audit of six and external influences of an organization based on political, economic, sociological, technological, legal and environmental. It is a structure used to analyse and monitor the different factors that will have impact on an organization.
 Porter’s Five Force Model is a structure based on the competitive analysis to know the strength of competition in the business.
 Threats of new entrants
 Substitute threat
 Buyers’ power
 Suppliers’ power
 Rivalry inside the industry
PMI is another tool in decision making: Plus, Minus, Implication


D. SOLUTION:
Proposed Solution 1:
To give all the personnel an access to computer and educate them on how to use it. It makes the transfer of information quicker for everyone, although it will cause additional expenses for the company.
 Proposed Solution 2:
Conduct the orientation or meeting at the same time for all the employees as to lessen the confusion. Everyone can hear the same explanation straight in one meeting, less time will be consumed. The only negative effect is that productivity affected as two shifts will be stopped and output will be down. 
 Evaluation of the proposed solution (weakness and strength)
Solution 1 will be easier for all the employees to get all the information and instructions although it will mean that additional expenses will arise. 
Solution 2 will ease confusion of the employees if they do it at the same time, but productivity will be affected. Employees do not need to leave their job to listen and attend the meeting in each shift.
After evaluation and consideration, solution 1 which is access for all the employees to computers proved to be more appropriate, as it would not cost a lot of money. Employees can share the computers so there is no need to buy a lot. In my opinion, productivity and efficiency will increase rather than stopping the production every time and conduct a meeting in every shift. 
E. IMPLEMENTATION
  Implementation Plan for the proposed solution:
 The decision will be introduced to the stakeholders for them to review. After the consultation and the solution is approved and supported. It should be documented and accepted by the top management following the approval, the action plan would take place and the schedule of implementation should be given.
 Monitor and Review of Implementation Plan
  Feedbacks from the employees are needed if the solution is doing or working well and if the effect is for the convenience and improvement of the company.
Performance should be monitored from time to time, like routine check, if the solution is going on smoothly and the employees find it easier to use.
 Gant Chart is another tool for successful implementation plan.







CONCLUSION
The report tried to define the communication problem at my workplace. What was learned during my study made me understand the gradual way of solving the problem. I learned and managed to implement change in the workplace by gathering and interpreting different options. The implementation will be reviewed and monitored, communication regarding the decision should be observed.
I have achieved the knowledge in problem solving and decision making. I learned to propose different solutions to a problem. With each solution, I need to consider both the strengths and weaknesses. Each solution needs proper evaluation in order to choose the appropriate solution to a problem. This report gave me knowledge to solve a more difficult problem in the future and the right solution to choose, then finally make the right decision.
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