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Communication is defined as ‘the imparting of exchanging of information by speaking, writing, or using some other medium’ (Oxford Dictionary). Communication is an extremely part of our daily lives as well as the key to the success of any business. In order for any business to work efficiently, there must be very good levels of communication between senior leaders as well as employees in the workplace to ensure all tasks are done to a high standard and within the time frame given. Without good ways of communicating in the workplace, organizations will most likely to fail as poor communication can lead to under/over production or the loss of resources losing money and increasing costs which can cause businesses to close down. There are many ways businesses can improve their communication within the workplace to ensure maximum production as well as improvement of employees’ performance. 
[image: Shannon and Weaver communication model]One of ways communication can be improved in the workplace is using one of the core models founded in the 1950’s. This is the ‘Shannon-Weaver Model’. This model shows the simple, cyclical method in the steps taken in order to communicate to one another. This model was created in 1948 when Claude Elwood Shannon wrote an article with Warren Weaver called ‘A Mathematical Theory of Communication’. At first, mathematician Shannon created this model I order to improve communication in the technical sector such as maximizing telephone capacity with minimum noise. However, Weaver being a scientist expanded this theory to all types of communication developing very effective communication methods which were used widely by many people (Businesstopia). The diagram on the left shows how the Shannon-Weaver model works. The information source is known as the sender and is the person who wants to send a message originally. The transmitter is known as the encoder and is a machine which turns this message into signals or other type of date such as binary. The channel is the medium used to send the message such as telephone, text message, letter, etc. The receiver is known as the decoder which converts the signals from the transmitter into the message which needs to be given. Noise is any interference made whilst the message is being sent which means the receiver cannot obtain the full message. This can be from the physical environment such as people distracting you or the technical environment such as having bad phone service. Feedback is a message from the destination (person receiving the message) telling the sender they have received the information making the sure the system flows well. Feedback is one of the most important parts of this model as it ensures the cyclical movement of the system and makes sure the people that need to communicate a message are doing so effectively. A typical example of the Shannon-Weaver Model is shown below:
“A businessman sends a message via phone text to his worker about a meeting happening about their brand promotion. The worker does not receive the full message because of noise. It goes like this: 
Businessman: We have a meeting at the office ("at 8 am" goes missing due to phone network disruption or noise) 
Worker (feedback): At what time?
Here, 
Sender: Businessman
Encoder: Telephone network company
Channel: Mobile network
Noise: Missing text due to disruption
Decoder: Mobile phone
Receiver: Worker
The transmission error is the noise in this case. The feedback lets the businessman know that the message reached incomplete. The receiver gets the chance to get the full message only after his feedback (Businesstopia).”
This scenario here shows the importance of feedback in the system as without this, the sender would not have known the message was not received properly by the employee meaning he would not have attended the meeting and would be unaware of their promotion. This example shows how effective this method can be in the workplace and has limitless potential. It can be used to improve the organization of employees as managers can leave note or give reminders using WhatsApp group chats or as simple as a notice board in the office. By increasing communication, the business will run more smoothly.
There are many advantages to using the Shannon-Weaver Model. Including the idea of noise makes communication more effective as it gives people the awareness to remove this noise or the source causing this problem. By reducing noise, communication is more accurate and more messages can be sent in a shorter period of time meaning a company will run smoother. The two way process of this model including communication from sender to receiver as well as receiver to sender mean that this model can be applied to a variety of situations making the general use more applicable to the working world. However, there are still flaws with this system and Shannon himself pointed out these problems:
1. Technical Problem – The channel used in the form of communication may develop a fault whilst sending a message meaning that the receiver does not get the message. For example, if there is no mobile service in an area, messages cannot be sent decreasing the level of communication to employees. 
2. Semantic Problem – The meaning of a message may be sent on one way but the receiver can interpret this in a very different way. For example, a person may send a letter expressing anger or anxiety but when the receiver reads this letter, these emotions may not come across making the model less effective in communicating emotionally to people.
3. Effectiveness Problem – Similar to the semantic problem, how effectively does the message sent to the receiver cause a reaction? For example, if a boss were to send an angry message to an employee, would the employee not react to this as it is only a text and the boss has not spoken to him face to face?
Even though there are a few flaws to the Shannon-Weaver Model, it is still a very effective way of communicating to employees in the workplace to make the company runs smoothly. One of the main benefits of this model is that it is a very personal way of communication meaning employees can be messaged directly rather than collectively. This is a very good way to increase worker motivation as they feel valued in the workplace performing better when given tasks.
One of the main problems of the Shannon-Weaver Model was that the message may not be interpreted correctly by the receiver and that the reaction of the receiver may not be what the sender wants. One of the techniques which avoid these problems is face to face communication. This involves the improvement in listening skills, verbal abilities, verbal events and non-verbal signals. By improving listening ability and processing more information, communication skills can be greatly developed. About only 25% of content is listened to when a person listens to something – the other 75% is influenced by ‘noise’ such as distractions, pre-occupation and simply not paying attention to the person. This reduces your communicational ability as if you don’t listen to what someone says, and then you cannot reply as accurately. For example, if you were to give a presentation and no one was to listen, then they would not fully understand and would not be able to ask any questions to further their knowledge. Furthermore, the human brain remembers very little of what it hears – only 1 in every 8 words is remembered. Not only that, attention spans very short lasting 25 seconds. This shows that a person’s communication skills can be severely limited due to a lack of listening skills. A few of the reasons people are unable to listen for long periods of time are because people lack: motivation, physical environment, training in critical listening skills and lack supportive cultural values. There are various ways in which listening skills can be improved in order to develop communication skills. One of the best ways to improve listening ability is to ask intelligent questions frequently whilst a person talks. This ensures you fully understand what the person is saying. A simple 4 step process can be used to develop listening skills: listen, question, reflect and agree. By repeating this process every time you communicate, you will engage more in a conversation. This will further improve your skills in the workplace as you will be able to think with more of an open mind and with a positive attitude. 
Non-verbal communication can also be used to quickly send messages within people in the workplace. It is a very good way of communication as it only requires simple hand gestures or signals. For instance, 55% of how an audience viewed a presenter was through nonverbal communication showing that it is very important in terms of effective communication (Deep Patel, September 2017). By translating certain words into gestures, communication can be improved as simple actions can be communicated through gestures. This is very good because it means less time is taken to communicate longer messages ensuring maximum use of time and efficiency. Body language can also be used to improve communication between workers. There are 5 areas of body language which can be used to improve communication. These are: eyes, face, gestures, posture and proximity. Developing strengths in these 5 key areas will mean that communication skills will e better by maintaining suitable eye contact, looking faced to face when speaking as well as keeping a straight posture. It is also good to keep a good distance when speaking to someone so that you are not seen as rude or intimidating. It is good to stay 2-4 feet when talking to someone to keep a professional relationship. Overall, non- verbal communication is a very effective way to improve performance of workers in the workplace. 
In conclusion, there are many different ways in which communication can be used to improve efficiency in the workplace and improve workers’ performance. In general, there is usually a lack of communication between employers and employees leading to inefficiency within a firm. As I have explained, a variety of methods can be used to improve communication to make employers more aware of what is happening. Although non-verbal communication, face to face communication listening skills can be used to develop communication, after researching a lot about this, the Shannon-Weaver model is still the best way to improve communication in the workplace as it ensures there is always smooth communication between employer and employee meaning that a company is able to work very quickly. This will also improve performance of workers as they will be more informed as to what they need to do. Even though this is a very simple technique which only requires a few steps, it is extremely effective in developing strong business relationships between employers and employees. Overall, communication skills are very important in the workplace to maintain strong relationships between workers and employers. Having good communication will increase efficiency within a business to maximise growth and improve workers’ skills. 
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