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Introduction
In this report I will be looking into the importance of effective communication within a workplace. Communication is the form of speaking and listening and involves words, gestures, facial expressions and any other ways of expressing meaning (Wandberg, 2000). Communication plays an integral part in a successful business. It increases engagement between employees and clients alike. 
Poor communication can lead to serious disaster within a business, an example of this is a research by US firm Gartner shows that 70% of business mistakes are due to poor communication (2017, nzherald). 
Communication is best effective when employers invest time and energy to engage with their staff. It can build a foundation of trust, productivity, output and morale in general.
Importance of Communication in Management
Communication in management is fundamental for any business to thrive. There are several reasons such as:
1. Improves team building – This can create an honest environment between staff. They will be able to consult or consider each other’s opinions. Welcome collaboration between colleagues as well as improving morale.
2. Increases growth – Good communication leads to the growth within a business as it can elevate the opportunities for staff and eliminate uncertainty amongst team members.
3. Increases innovation – By allowing staff to voice their thoughts and ideas, it can encourage the team to be creative and pioneering to better the workplace or business.
4. Improves productivity – With a better line of communication, it can create a positive environment, this can lead to staff wanting to do better for the employer
5. Increases efficiency – With good communication, clear instructions will not cause any unnecessary mishaps, staff will instead know what they’re required to do
6. Increases loyalty – Staff will have better relationship with their employer, and will be wanting to stay and progress with their organisation
Our in-class exercise, as seen on Appendix A, required us to write an email to a potential candidate to join our team. The email had to be clear and concise, so the receiver understood the message, especially the importance.
Communication Models and Theory
There are several theories in the effectiveness of communication, each using their own theory to describe the effectiveness of communication.
Shannon and Weaver Model of Communication
Shannon and Weaver (1998) came up with the Model of Communication in 1984 to describe the different fields of communication, in hindsight It was designed to improve technical communication between the sender and receiver, however this was later changed to describe the field of communication. In total, they have come up with six concept which play a part in channelling communication. As shown on Appendix A, the following concept are:
Sender: The individual or group that wishes to communicate the message to another
Encoder: This is the concept that explains the transmitting between the sender and receiver. This can be through either the language spoken, or grammar written in the form of a document. 
Decoder: This process is done by the receiver in which they decipher the message received in order to understand the message.
Receiver: The recipient of the message takes in what was sent to them.
Noise: The noise is a term used to describe the channel in which the message is being transmitted through, which can also result in interruption from external noise. This can lead to the receiver getting an erroneous message.
Feedback: Lastly, feedback is important for the receiver to confirm they got the message. It can also be the point of the process where receiver asks for clarification should they not understand the original message. 

Wilber Schramm’s Model of Communication
William Schramm (Narula, 2006) developed a basic model of communication which focuses on two-way circular communication (Appendix B). It was based off Shannon-Weaver transmission model of communication. However, his model expands on the process of encoding and decoding. Unlike the Shannon-Weaver model in that it’s a mathematical and technological type, the Schramm model focuses on human behaviour in the communication process. Schramm suggested that messages can be problematic to decipher due to the individuals having different meanings of what they know and understand when compared to another individual. The meanings in his model are termed as either denotative and connotative.
Denotative means the messages that are common or simply a dictionary meaning, which is the same meaning for all. Connotative means the messages that are sent through one’s emotional or personal experience, which leads to each individual having a different meaning to that message. 
The model’s eventual focus is human behaviour and interaction of humans in encoding and decoding depending in the type of message through mediums such as accents, facial expressions and gestures. These all contribute towards a “meaning” one person has of the message, for example a siren means there’s an emergency and if a police van is driving pass, anyone in the way of the police must give way.
All these elements are signifying the importance of meaning and what the messages are implied by the sender in order for the receiver to understand.
Berlo’s SMCR Model of Communication
Berlo’s SMCR Model of Communication was another theory that deviated from Shannon-Weaver theory. The SMCR are four components which stand for sender, message, channel and receiver. He went on to explain the factors that affect the specific components in the communication process to make it more efficient (Narula, 2006). 
Sender: This component looks the source of the message, or the person sending it. Sender’s factors include communication skills in how a person relays a message, a good communicator will be able to communicate effectively whereas a poor communicator may will do the opposite. Attitude is another factor that creates an effect on the message whether a good or bad environment, it has a certain emphasis on the message. Knowledge is also a factor in the sense someone of good knowledge able to better communicate better with assertiveness. Social systems are values, beliefs, laws, rules, religion and many other social factors that affect the a sender communicates. Culture is one that looks at the differences in people on how they communicate with other individuals.  
Message: This component explores the ingredients within the message to make it what it is. This can be the content of the message, the element of it which can be non-verbal things like signs and gestures, treatment is the manner in how the message is being taken, the structure of the message to show whether it’s formal or not, and the code is the format of how the message is whether text, video or language.
Channel: This component looks at the medium used to send the message, but mainly focuses on the five sense of human being, such as hearing, seeing, touching, smelling and tasting.
Receiver: This component looks at the person who receive the message. It simply believes that a person needs to be in the same thinking pattern as the sender in order to understand the message. If a single component is not in sync with the above components of the sender, then the intended message may not come across the way they sender implied their original message.
The Importance of Effective Communication
Effective communication is important in order for organisations to relay messages to their stakeholders, be it staff, clients or anyone else. For example, an organisation such as K10 Apprenticeships Ltd employ apprentices on behalf of contractors to assist them in meeting council requirements. Since the contractors don’t have the resources to employ apprentices, K10 take up the responsibility to ensure they do this on behalf of the contractors. Doing so, requires a massive amount of communication between the contractor, K10 and the eventual apprentice. Since each role is available for limited time, clear messages between K10 and the contractor is highly important so both parties know where the site is based, what time they can start and on what date. On the other hand, K10 must find a potential apprentice, however this too requires a good amount of time spent communicating with the apprentice in order to make sure they are eligible from their previous experience or qualifications. A single mistake such as the apprentice turning up on the wrong site can lead to problems between K10 and contractor or apprentice, therefore effective communication is done through multiple conversations to ensure all parties are in full understanding of the situation.
Methods of Communication
Communication is a vital aspect of everyone’s life, it is used on a daily basis in any environment. Through the use of communication, we are able to send and receive messages and our thoughts to other people. In order to do this, we use a variety of different methods.
Verbal communication is when you are using words to transmit a message, messages which are created through language.  It can be best to use when you are communicating face to face or during a work meeting, even talking on the phone.  A time when you could use verbal communication effectively at a workplace is when dealing with staff in a one to one meeting to get across a serious message.
Non-verbal communication is an important form of communication that goes hand in hand with verbal communication. When communicating, it is required for the other person to be able to perceive what is not said by verbal communication.  This can be done by taking into consideration what their body language, facial expression, hand gestures etc is like. By looking at these factors, you are able to get a feel of the message they are trying to portray and can therefore respond in the expected manner. 
Another form of communication is written communication. This includes the use of words either in physical or technological form such as letters, social media, emails etc. Written communication is the most effective form of communication, especially when it comes to work because it means that you are able to convey messages between colleagues instantly. Additionally, written communication could be used in the workplace for bulletins, memos, contracts and more. 
COMMUNICATION BETWEEN MANAGEMENT AND EMPLOYEES
In order for there to be good communication between management and employees, it is essential that management communicates in an effective manner so as to produce a work environment that is productive. There are many factors that contribute to producing such a satisfying work environment, such as communicating regularly. By doing so, it “helps employees feel engaged with the company as a whole and understand how their roles fit with the company’s mission” (Johnson, 2018). Listening closely to employees in a manner that is attentive also leads to better communication and work environment as it makes employees comfortable enough to voice any problems that may have arisen. It is also vital that management leads by example so that employees “know that their managers are credible and will follow through on what they say” (Johnson, 2018). This can be done by management delivering realistic promises that they have made and being able to admit when they are wrong. Lastly, although management should produce an environment in which employees are comfortable enough to approach them and communicate with them, it is also vital that they are able to demonstrate authority when required in a tone that is authoritative so as to maintain a balance.
In conclusion, effective communication within a workplace is an important tool within a business setting. It is what can make or break a business. From the prospect of motivating a workforce forward, to the potential of losing customers due to poor service. These are all factors that require management to be trained to deal with issues that can affect many parts of the business. Additionally, staff look to managers for direction, and those that are good communicators can lead to having a great performing team. These are also dynamics that can lead to a business thriving, because workers are the most important people within a business, they are what makes a business operate to stand on its leg. Without so, it can lead to disastrous consequences, therefore organisations should always look to improving their communication channels with the workforce. Especially ways it can produce results when needing to send and receive messages across the business. Not doing so, can endanger the business being left behind and employees not wanting to work within an outdated environment.
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Appendices
A) In-Class Business Email
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B) Shannon and Weaver Communication Theory
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C) Schraam’s Model of Communication
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In-class exercise 2

1. Given the professional context, what would you have done the same and/or differently if you
were in Mark’s position?

2. Do you think Mark accurately evaluated the context? Why or why not?

3. What communication factors led to the change in the chief executive officer’s disposition?
4. How could Mark improve his communication skills?
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In-class exercise 2

Student Name: SHAKelA  &ecest w00 student1D:_ YR (K37 | Group b
Time allocated: 1 hour.

Please return your paper to the lecturer upon completion. It will be returned to you at the next session. You
will need to include a scanned copy of this exercise in the form of an appendix together with your Task 1
(part of the Assignment for this module).

Ex.1. Read the following passage and answer the questions on the next page.

Case Study: A Day With The Chief

Mark is a top-performing salesperson at a pharmaceutical supply company. As a reward for his
performance, he is treated to a trip to the corporate office in California to meet the chief executive
officer, Ms. Mills. Ms. Mills is known around the office as the “Wicked Witch of the West” because

of her short and sometimes abrasive demeanour.

Mark’s co-workers share “horror stories” of their encounters with her, stating that she rarely makes
eye contact, never smiles, and dislikes being approached unless she initiates the conversation.
Although he is excited to travel, he is also nervous about what he and Ms. Mills might talk about.
He prepares by thinking about how he can share his sales strategies and techniques. On the day of
the meeting, he waits patiently for Ms. Mills” assistant to call him into her office. When he is escorted
in to meet her, he is shocked to see a petite woman behind the large desk smiling back at him with

kind eyes. He approaches, shakes her hand, and waits for her permission to sit.

Ms. Mills is nothing like the horrible person they made her out to be. Ms. Mills asks Mark several
thoughtful questions about why he is successful, ways the staff can be supported, and how the
company fits in with his professional goals. Mark feels more and more comfortable as she leans
forward to listen intently to what he is saying. Mark loosens his tie, crosses his legs, and begins
sharing stories of how he feels his immediate supervisor has dropped the ball on more than one
occasion and that the team would be better if more money were allocated to incentives and
bonuses. Mark immediately sees Ms. Mills” eyes begin to squint and her brow furrow. She stands

up abruptly and says in a gruff voice that their time is up and that her assistant will show him out.
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In-class exercise 1

Ex.2. Read the following brief and write a business email according to the instructions.

You are Director of Communications at your company and you would like an employee, Jack Daniels, to join
your Communications Training team.

- Tell JD why you are writing
- Say what you have observed and like about his communication skills

- Tell him why you think he would be an asset to the team
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In-class exercise 1

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module).
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Ex.1. Read the following passage and answer the questions.

The professor and the village people

A Professor of English at a well-known Welsh University lived in a large house not far from a little village. He
never went into the village, bur shopped in the town near the University because he had nothing in common
with the village people, who were largely uneducated and did manual jobs. One night, the professor fell
asleep while smoking his pipe and the pipe fell onto the carpet and started a fire.

When the professor awoke and saw the house on fire, he rushed into the village, screaming:
“The edifice is being consumed by a great conflagration!”
“The edifice is being consumed by a great conflagration!”

The village people looked at him and continued doing what they were doing.
‘Don’t you understand?’ He said. “The edifice is being consumed by a great conflagration!’
They ignored him.

When the Professor returned home, he saw that his house had been completely destroyed. He sat down on
the ground and wept. The next day, he went into the village crying. ‘Why, oh why didn’t you help me? My
home has been destroyed by the fire. | came and begged you last night.” He wept.

‘But Professor, why didn’t you say that your house was on fire? We would have helped.

Q1: Why didn’t the village people help the Professor?

Q2: What should he have done to get them to help him? -k
Q3: Whose model of communication do you think can explain this situation? ,/* JV\, fﬁ% =
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