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Communication is playing an important role in every environment, especially in the workplace, as in most of the cases it sustains a better harmony in the organization; a good relationship between colleagues, a high efficiency, an increased production and a positive outcome.
In the following report I will discuss about the models for communication, barriers that prevent the transmission of the message and the importance of the communication in the workplace.  
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1. [bookmark: _Toc49972998]Introduction

According to (Skillyouneed, n.d.) the communication is the act to share or swap data from one place, person or group to other.
Each transmission of data engages minimum one transmitter, a message, a channel and a receiver.
The conversation between transmitter and receiver can be affected by many barriers, like emotions, cultures, the way of communication (Skillyouneed, n.d.). 
In overview of (Page, n.d.) good communication in the workplace is a vital ability that can help the organization to achieve goals, productivity and provide good working relationships.
Within communication we can find many barriers that can affect how the message is delivered and received by the receiver. (Skillyouneed, n.d.).
Barriers that prevent the reception of the information can be avoided if people possess and adopt the following skills: active listener, clarification and reflection (Skillyouneed, n.d.).
Examples of barriers that can be found in the workplace are: physical, emotional, cultural, lack of attention, interest, distraction, differences in perception and viewpoint, language and cultural differences (Skillyouneed, n.d.). 
The communication is the key to success for every company (Houlis, n.d.).
Having this ability, you can avoid misunderstandings, missed opportunities, conflicts, the “grapevine “effect, mistrust, low morale and a broken company culture (Houlis, n.d.).  

 
2. [bookmark: _Toc49972999]Models of Communication

Models of communication are theoretical representation of process that help to understand how transition works (Businesstopia, 2018).
The models of communication that I found in my workplace are:  Berlo model, Shannon and Weaver model, Schramm model (Businesstopia, 2018).
According to (Businesstopia, 2018), Berlo, Shannon and Weaver models are linear, models which means that the data it goes in one direction only. Starts from the sender and goes directly to the receiver with no feedback. Schramm model is interactive communication that means the data travels in both directions, form the sender to the receiver and from the receiver back to the sender with the feedback.
2.1 Berlo Model
 This model of communication can be founded in most of organizations. For example, in my workplace, we have a TV on which is displayed our daily efficiency, daily orders, completed orders and orders left to be completed.
As a result of this model of communication, related to above example, is that the staff can get motivated by knowing all the target figures. Also, this is a good way to keep the staff permanently focused on the jobs in hand.
2.2 Schramm Model
I found this model of communication occurred often in my workplace, especially when there is a problem with the production line. Our feedback, like the symptoms of machinery or defects with products, noticed and reported by us are highly considered. This type of communication helps to maintain continuous production, avoid the waste of time and product. 
One example of poor communication in our organizations is that we do not have team meeting to discuss the problems we face in our daily tasks, and try to solve them together. Poor communication can often lead to a high tension between staff or between staff and the organisation, unfocused members of staff, decreased efficiency and low productivity.
2.3 Shannon Model
[bookmark: _Hlk49892081]I find this model in my organization too, for example when the manager or director talk or explain something to me, because they are British and they speak quickly, and sometimes I find I misunderstand them.  In the area in which I work, machinery can be very noisy and can sometimes result in me misunderstanding other crew members when they are talking to me.  We know that misunderstanding can lead to bad actions, like doing the wrong job or doing the job in a wrong manner. All off this will have a negative impact over time regarding efficiency and sometimes can possibly lead to accidents. Related to Maria and Pedro example we should always ask and also give feedback before taking any action.     
  
3. [bookmark: _Toc49973000]Communication Skills

Good communication is a vital skill in any situation, and plays an important role in any organization. 
Good communication benefits organisations in many ways , for example, it avoids any misunderstandings, it can lead to increased employee engagement, better client relationships and can lead to an increase productivity (Bosworth, 2016).
For example, production manager explaining and confirming that all team understand exactly what their duties are.
Also, the production manager communicates to managing director every day, on how the production is going and any problems that need to be rectified.
In our organization we face problems like communication between staff, an example when warehouse operative is missing, he needs to share and communicate his current duties with the staff who are covering him. Sometimes this does not happen.
3.1 Verbal communication
According to (Brighthubpm, 2010) verbal communication is data transmitted through words. For example, when the company receive an order, the receptionist will communicate with line manager and he will set up the priorities.
Written and oral communication is also part of verbal communication.
3.1.1 [bookmark: _Hlk49890663]Written communication 
Written communication is of high importance in organizations, when related to contract, release of legal instructions and e-mails (Brighthubpm, 2010). For example, in my workplace the written communication can be found in costumers complains, which are usually sent to us by e-mail. Also, another example of written communication within our organisation are product specifications, which is our guide and instructions relating to  products manufactured, i.e. raw material, dimensions and packaging  requirements and standards to be met.
3.1.2 Oral communication
Oral communication is an oral message that can be delivered in person or through online calls. To ensure the efficiency of the oral communication, the message delivered must be accompanied by clear voicing, accurate diction and also non verbal communication like facial expression and body gestures (Brighthubpm, 2010). In my workplace the new orders from existing customers can be taken through phone calls. This type of communication can easily lead to misunderstandings and therefore increased time and raw material wasted.         
3.2  Nonverbal communication 
Nonverbal communication has the same importance as verbal communication. It is mainly pointing and body language, gestures, attitude and facial expressions. They are all common actions which can help in delivering a message in a different way from verbal communication (Doyle, 2020). For example 

3.3 Listening 
Listening is not limited just hearing the message but also includes having a clear understanding of the message from the sender (Nordquist, 2019).



3.3.1 Active listening
Being an active listener means that you have to fully pay attention, collect the data, and assimilate the message. Using a verbal or nonverbal approach, supports your ability to concentred and be engaged in conversation. It also confirms your attention to the speaker (Nordquist, 2019).  
For example, when I start the job in this company, the director explain my duties and he provide me training session since then I been always asking always asking for support whenever was necessary. 
3.3.2 Emphatic listening
Being an emphatic listener means that you fully understand and live the emotions that the speaker is trying to express, live through their message (Salem, 2003). A good example was when one of new colleagues came up with a problem that she was facing on the job and ask for my support. I quickly realise that I had the same issue in the past. Knowing how she feels I decide to provide all the information I had in order to help her out in dealing with the problem.    


4. [bookmark: _Toc49973001]Recommendation

In my opinion the production manager should organise a team meeting every morning, in this meeting he can set up the jobs for everyone of us. We can discus about the efficiency from the previous day, problems we had and how we can avoid them to ensure a smooth production. 
In this way, he can maintain us more engaged and more productive. Also, we can discus about keeping a good relationship between colleagues by rotate the jobs and everyone can work in equal measure.   
  

 

 
 

 
 







5. [bookmark: _Toc49973002]Conclusion 
In this report I have demonstrated that the communication is the key to the success for any organisation. This skill will always maintain all the personnel focused on the job, fact that will contribute on the organisation benefits.
The barriers of the communication must be taken in to account all the times to ensure a perfect delivery of the message. Is highly recommended to ensure that the message was correctly delivered, by asking for the feedback.
Successful companies should hire managers with good communication skills to ensure a perfect delivery of the message with all levels of peoples.
Most of the organisations are looking for employees with good communication skills exactly for the fact that they ensure good working practices and this is for the benefit of the organisation also.
In any company; verbal communication, written communication, oral communication, non-verbal communication and even being a good listener, must be all treated with the necessary attention.
All the examples above ensure that all the working relationships are optimised, the efficiency and the production are highly maintained; and the most important, the outcome of the organisation is highly maintained.
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