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[bookmark: _Toc24241317][bookmark: _Toc38891103]Introduction
Communication acts like a key aspect which supports an organization to increase its work efficiency. Organizations try to hire workers with strong communication skills because corporate performance relies on the participants who are engaged in the planning process in order to achieve clear objectives. However, I have been working more than eight months as a sales assistant in Mark and Spencer's retail store. So, I select Mark and Spencer to examine the mechanisms of communication depending on my own observations. Here, in the first portion the report is covered with the importance of effective communication. Later, portion is discussed about methods of communication. And, then I cover Shannon and Weaver communication model alone with the ways M&S keeps for interacting inside the organization. 

[bookmark: _Toc38891104][bookmark: _Toc24241318]The importance of effective communication in the workplace
Communication is a two way process to transfer and understand the meaning of information (Choren, 2015). Communication skill is one of the most important levers of management to perform a valuable team work. To me communication helps me to get the best output from the team members and there is no escape of workplace communication. The importance of communication in workplace has been discussed below:
Enhancing work efficiency: Strong communication system helps employees to get a clear guideline about their organizational objectives, plans, policies and rules that increase their knowledge to work efficiently. Positive communication environment gives employees a platform where they can share all their thoughts and ideas frankly. As employees can share their ideas without any fear so it helps to emerge creativity and innovation skill and thus work efficiency also enhance.
Improving worker productivity: Employees set specific goals to accomplish their organizational works where getting feedbacks about their goals is required. Effective face to face communication works to motivate workers by clarifying and giving information what they have to be done which helps to improve performance (Paul, Sharrard and Xiong, 2016). For example: When my boss and other co-workers gave me a positive feedback towards works I inspired to do better works than now.   
Increasing employee job satisfaction: If employees can communicate with their upward manager, partner or team member they feel empowered which increase their job satisfaction. As employees feel their voice is also valuable so they become motivated to do their jobs properly. Besides, getting proper information timely helps employees to prevent conflict among team members. Besides, free and fair communication also helps to build strong relation by increasing mutual understanding between management and workers which ultimately boost employee satisfaction.  
Making quick decisions: Through effective communication, managers can collect information from inside and outside of workplace which is required to take a right decision timely. For example: A marketing manager has to collect information about consumer needs and demands to satisfy them. That’s why he\she need to maintain a constant communication flow with employees to make any decision.   
Helping in controlling process: Communication helps to control employee behavior in several ways. As organizations have authority hierarchies and formal principles so employee must have to follow this pipeline (Choice Reviews Online, 2015). For instance, when I face any problem regarding my organizational activities I communicate with my department head to solve the problem. Thus communication helps in controlling management functions.


[bookmark: _Toc38891105]Explanation of different methods of communication
Communication skill is one of the most important levers of management to perform a valuable team work (Blumner, 2015). Communication helps to get the best output from the team members and there is no escape of workplace communication. However, employers need to maintain both verbal and non-verbal communication in the workplace which are discussed below:
Verbal Communication: Verbal communication means interacting by using words or voice which is the easier and fastest process of communication. Verbal communication is divided into two forms including written communication and oral communication. In written form of communication individual generally use for formal communication including letters, mail, text chat or SMS.  On the other hand, oral communication indicates the spoken words including face to face communication, video call or communication over phone which generally use for informal communication.
Non-Verbal Communication: Non-verbal communication means sending and receiving wordless messages which has a direct impact on our verbal communication. Non-verbal communication is related to expressing individual feeling, thoughts or even personality. Managers need to use the non-verbal communication ways properly including facial expression, body language, and tone of voice, gesture, eye contact and so on to reduce misunderstanding and conflict with the employees. For instance; if employers do not make eye contact with employees while talking, employees may think that employers are not giving importance to them. As a result, employees feel demotivated which can reduce their efficiency. So, employers should be careful towards this non-verbal communication aspect.


[bookmark: _Toc38891106]Understanding of how communication is managed successfully by using application of theories and model
Information is the major asset of an organization. But without proper communication this information will remain valueless. Only an effective communication can make this information valuable to others. Here, we use different theories and model to understand communication more clearly.
[bookmark: _Toc38891107]Berlo’s Communication Model
Berlo’s SMCR communication model has four components including sender, message, channel and receiver. The model states that communication efficiency mostly depends on the factors which directly affect communication components (BERLO'S SMCR MODEL OF COMMUNICATION, 2020).
[image: ]
[bookmark: _Toc38890986]Figure 1: Berlo’s Communication Model
Source: Communication theory, 2020
1. Sender: Sender is the person or source of message who will send the message to the receiver. Here, different factors affect the communication aspect of sender including communication skills, attitude, knowledge, social system and culture.
2. Message: Message can be any substance like text, voice, video or audio which is sent by the sender to the receiver. Here, factors like content, element, treatment, structure and code affect the message in the communication process. 
3. Channel: Channel means any medium which is used for sending message. Effectiveness of channel depends on five senses of human including hearing, seeing, touching, smelling and tasting.
4. Receiver: Receiver is the person who gets the message from the sender. Receiver is also affected by the same factors that of the sender. Furthermore, receiver needs to have good listening capability.  
However, this model has some drawbacks. There has no concept of noise or barriers which have a big impact on communication process. Besides, the model does not mention about any feedback aspect though it is the major part of a communication process. Without feedback it is just a liner communication method, so the model can’t be a proper way of communication process.    

[bookmark: _Toc38891108]Schramm Communication Model
The Schramm model of communication focuses on the theory that communication is a two-way process where sender and receiver are the main part of communication process (SAGE Books - The Schramm Model of Communication, 2020). This model also has four components;
[image: ]
[bookmark: _Toc38890987]Figure 2: Schramm Communication Model
Source: Sk.sagepub.com. 2020
1. Sender: Sender (transmitter) is the person who encodes his thoughts or feelings into word and then delivers the message to the receiver via a medium.  
2. Message: Message is the content or substance which being shared by the sender to the receiver. Message will be sent via using any medium. 
3. Receiver: Receiver is the person who gets the message from the sender and decodes the message. Receiver may also have the way of delivering feedback of the message to the sender.
Here, we can see that this model does not talk about noise or barriers concept is its communication process. Semantic barriers are the drawbacks including background, experiences and beliefs which impact on how the message is sent and received among the parties (Sender and receiver).

[bookmark: _Toc38891109]Shannon and Weaver Communication Model
Shannon and Weaver communication model can be used for the proper evaluation of the way through which my workplace communication system is managed over time. The evaluation has been discussed in the following steps;
[bookmark: _Toc38842784][bookmark: _Toc38890988]Figure 3: Shannon and Weaver communication model[image: ]
Source: (The Communication Initiative Network, 2019)
1. Sender (Information source): Sender is the person who wants to give the information to other in the organization. So, he will encode his thoughts or feelings into word, and then chooses the channel to sends the message to the receiver. Here, it is the responsibility of the sender to make sure that the receiver gets the proper and correct information that was sent.
2. Encoder (Transmitter): Here sender converts the message into an understandable form to the machine. It actually refers the machine which converts the messages into signals or binary data. 
3. Channel: It is the medium which the sender used to send the message. It can include telephone, telegraph etc.
4. Decoder: Decoder is also a machine which used to translate and interpret the signals or binary data into an understandable form to the receiver. Here the receptor machine can also work as a decoder machine.
5. Receiver (Destination): Receiver is the person who gets the message from the sender. After getting the message the receiver also have to give a feedback according to the message. Otherwise communication can’t be done.
6. Noise: Noise is the physical drawbacks which creates problems in communication process (The Communication Initiative Network, 2019). It can include network, environment or people that do not let the message get to the receiver as what is sent. But the matter of pleasant is that noise is not always existed in the communication process.     
This model is more acceptable way of communication than of the other two models which are mentioned above. It focuses on two way communication process alone with delivering feedback from receiver. Besides, the model also talks about noise which can be removed to make an effective communication.   















[bookmark: _Toc24241322][bookmark: _Toc38891111]Conclusion
Efficient communication program assists to increase the efficiency of team-workers. Any company can improve the efficiency of its workforce via utilizing an effective communication structure by using both verbal and non-verbal communication activities. This allows the workers and employers to keep a healthy relationship. Thus, the workers will efficiently perform their work. Here we have seen that M&S is adequately managed its interaction network. The effective communication infrastructure provided by M&S even lets them acquire strategic advantage in order to strengthen their marketplace. And we can also see that the productivity of their workers is improving significantly as their employee satisfaction also boost up by establishing such a strong communication network throughout the company.
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