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1. Introduction
The purpose of this report is to analyse different types of communication and the relevance of communication within a team. Communication Is demonstrated through interaction between two individuals or more, which is sent to each other using a communication medium such as oral, written, electronic or non-Verbal to create a mutual understanding. (Maund, 2015)
The reason why communication is so important in business is to work together to drive each other toward the main purpose of a company, which is the growth and where business lies amongst competitors and to show profitable figures. 
A team is defined as a group of people who are created to perform relevant tasks. They share specific common goals and interact with each other in the process to achieve the same result in the end. (Maund, 2015)
Teamwork is essential for the success and competition of a business as people bring together their own set of talents and skills. (Middleton, 2015)
I will elaborate and detail the different types of communication and methods, theories of communication, why communication is essential in a business environment and how communication plays a bit part in teamwork.


2. Relevant theories of Communication
2.1. [image: ] Shannon-Weaver Model of Communication: - 
Figure 1.

The relevance of the Shannon-Weaver Model of communication is huge as it was designed especially for the development of effective communication between the sender and receiver, but in the recent years it is used across the whole communication industry. Factors such as “Noise” were found which had an impact on the communication process. The main reason it was made was for technical issues written through an article in “Bell System Technical Journal” called “A Mathematical Theory of Communication”.

The sender chooses which message they wish to send, the messages is encoded through equipment which is used to turn messages into signals. The decoder’s role is to convert data received into an understandable message; this is the reverse process of the encoder.
The concept consists of different dilemmas between the sender and receive, which includes signals such as binary data or waves small enough to be transmitted through satellites and cables then based on the message received, the receiver then rephrases to give their feedback. Throughout, the model focuses on external noises such as a car horn or rain and thunder which affects the channel and interprets messages or signals wrongly (Communication Theory, 2017).

There was once a scientist called Warren Weaver and a mathematician called Claude Shannon in 1940 who both had a job at the bell telephone company invented the theory to help engineers to perform better at work. Later down the line, because they became the most popular model of communication, they were known to be the mother of all models and was given the nickname “The Shannon-Weaver Model” (Hendricks, 2003-2019).
In the workplace this theory can be applied to communication by using an office where possible to avoid any noise interruptions.


2.2. Berlo’s Model of Communication
[image: ]
Figure 2. (Rathinaswamy, 2017) 

The most convenient communication takes places when both the sender and the receiver (as shown in figure 2) have communication skills which are mutual like attitude, knowledge, social system and culture, these important factors make decoding and encoding easier as people are connected.
A pattern called the SMCR, S is the source, which is also the sender of the original idea, encodes which is affected by the communication skills possessed, M is the message in which different elements are conveyed like tone of voice or the information in a PowerPoint slide. C is the channel through which the message is sent in relation to the five human senses. R is the receiver, who then decodes using their communication skills (Khalimzoda, 2016, p. 426).                         

This theory is important in our society as Britain is multicultural and the people have diverse understandings, therefore in the workplace we need to be able to take out time and break down the message and think closely about how other people may want to be treated before approaching a colleague or client.


2.3.  Schramm’s Model of Communication


[image: ]
Figure 3. (Al-Darraji, 2015)

The idea behind the straightforward Wilbert Schramm’s suggestion of communication is that two people should take turns in the two-way process to send and receive messages. As shown in figure 3, there are different components of the theory. Schramm’s impression is dynamic as it is always developing. It comes from the middle part of a circular cycle as sender and receiver share common experiences as per relationships, backgrounds and the type of information and how it is shared. People in common can give appropriate feedback and share metaphors, meaning the style of language they communicate (Santiago, 2018).

Use of the Schramm’s concept in the workplace may be unsuitable towards some colleagues or customers. As you familiarise yourself with people there could easily be clashes or misinterpretation even though your intentions are good, this can affect your overall performance.


3. How communication can be made effective in a business organisation
Through empathetic communication, employees must be confident in the information given to them by members of the organisation as they are the face of the company and are trusted by members of the public who value the information which is being received. 
With great communication, employees are capable with negative issues and respond fast and turn it into a positive, giving themselves a good representation in the business. Employees should also know well about the company’s background as well as its products and services in order to deal with these situations without the need for apprehensiveness. Communication in a team can be effective by making people feel comfortable when dealing with conflict and resolving issues. Communication is more effective when the company is organisational and employees from all levels of the company come together to build strong teamworking skills so they can provide each other with knowledge, structure and a positive work environment to achieve the company’s goals.
The more product knowledge an employee has can influence the way they can do their job better in terms of other business connections and their approach to the community, their family and friends.
Communication with customers can create new and innovative ideas as information can be used to achieve better results in product and service delivery. Employees need to understand that seeing opportunities for transformation of the company’s success is their chance to be seen and to receive feedback and have the company’s implications. 
In order to achieve positive feedback, expectations for employees as well as customers need to be established with the help of effective communication. Clear expectations will influence an employee’s performance to better the business and will indicate their duties to achieve positive feedback. Clear communication will help to manage customer expectations on the ideal way to approach the business and how they can deal with service issues. 
There are some key factors such as trust and loyalty in work relationships which are powered by communication which has a focus to meet each person’s needs. Good and constructive feedback is essential when important information is being passed on.  When good relationships are built with people from their own networks, communication about products, services and company values can help the organisation to expand (Richards, 2019).


4. The importance of communication at Barclays Bank
It is highly required at Barclays to have high standards of communication as they are a reputable company around the world and they have set levels for different employees to be able to deliver only specific information as misinformation can lead to complaints which is taken very seriously in the banking industry. For customers, communication approach with the bank is the key to find out which products and services available is most suitable them and their family. When customers have received the correct information about products and services efficiently, it allows them to realise how much Barclays can offer them and that it isn’t necessary to do deal with multiple third party companies and that they can do everything in once place, such as open an ISA account for savings, take out a life insurance policy to protect their family, or even a policy to protect their home and personal belongings. 

For employee’s communication vital for the company’s reputation, and day to day running of the business as Barclays is a reputable company and employees are the face of the company. You need to promote healthy business by having a professional approach in the way you approach customers as they are trusting you with the most important thing; their money. You need to be able to build relationship with regular customers and be able to judge how they may be feeling and not force customers into paying for services but to identify the customers need and find the right attitude and convince them why the service may be beneficial to them. Offers and promotions are a good way to bring out your communication skills for the engagement of customers with the business.

Most of all, communication plays a big part in teamworking, coming up with creative and innovative ways and sharing those ideas, bringing them together promotes business and provides culture to the organisation. As staff members, teams should communicate frequently, technology has made it easy where you can talk to colleagues in different departments by walkie-talkie, phone or email. At the beginning of the business day, all staff have the same motives and their goals are to reach target figures by continuous engagement with customers and share responsibility.


5. Methods of communication
5.1. Verbal
This type of communication involves creating meaningful messages through types of languages and the information is accurately broken down and interpreted. Within the shared language surrounds verbal fillers such as ‘um’ or ‘like’. Professional people make the most effective use of their language skills, continuously developing gives you the ability to interpret more complicated messages. Although good speakers are always transmitting their point across, the listener may fail to understand the speakers meaning due to different factors (Maund. M. Schreik. M &Tinkler. K, 2017). Time is taken to think carefully about the meaning of the words are chosen before constructing a sentence, people are judgemental so how someone may react to your message must be considered.

5.2. Non-Verbal
This type of communication simply means the way to communicate without words. A more technical definition is “communication other than written or spoken language creates meaning for someone” (Ivy & Wahl, 2014, p.5).
Communicating without speech or writing is considered a tool for conveying thoughts, attitudes, perceptions and meaning. It has been proven through research that 55% of interpersonal messages are demonstrated through non-verbal communication (Lavan, 2012).

Emotion is shown through people behaviour, for example, you see someone looks sad and you ask them what’s wrong and they respond “nothing” but then  through things like tears, body posture and facial expressions you understand something different to what the person is perceiving. In a professional environment, when communication you can distinguish a person who seems disinterested by their behaviour, they may have bad eye contact, folded arms or fidgeting or a slouching position.

5.3. Written Communication
This type of communication is used to send information to different places such as business organisations, this could be an email, handwritten or typed letter which in most cases will be formal. Informal messages could be through social media to a colleague to organise for a Christmas event.


6. The purpose of communication between management and employees
Management should be concise to avoid confusion and misunderstanding, technical jargon and avoid inputting too much information in writing should be avoided, messages have to be consistent with all employees, so nobody feels left out, sometimes messages need to be delivered multiple times to ensure understanding. CEO’s need to ensure that management are leading an example to show there is a relationship between achieving goals of the organisation and the having communication strategies with employees, this encourages trust in the organisation. Management should be able to understand employee needs and make sure they’re receiving the information they need so they can work efficiently, it is of high importance for time to be given to employees for training often. Measure the effectiveness of objectives and ask for feedback from employees about day to day activities. Prioritisation should be given to employees first and they should be notified of anything serious before hearing it elsewhere (Primepay, 2019). 


7. Conclusion
In summary, I have learnt that various techniques are used to facilitate communication. Theories written in the pass have contributed to the structure of communication which is still being used to create more advance communication processed. I have understood that to make communication effective in an organisation everyone needs to contribute and have positive attitude, at Barclays bank correct information must be provided for people to put their trust in our institution to protect their money. I have also understood that different methods of communication to are used to express oneself in personal and work-related conversations. Lastly, valuable communication skills are transferred between management and employees for success in all areas of the business.
The never-ending process of communication will to be used evermore in groups and teams.



8. Appendix
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Ex.1. Read the following brief and write a business email according to the instructions.

You are the Director of Communications at your company and you would like a Supervisor, Mary
December, to go on a training course in non-verbal communication because you have observed
that her non-verbal skills sometimes send the wrong message.

- Tell Mary why you are writing

- Say what you have observed about her communication skills

- Tell her how you think this course would improve her skills and her relationship with her fellow
workers.

(3% Noveuber Qolg

Deetr Nhlﬂ&L Deronibor,

Siel o Porbondls dou w o bad
wey wLurLumn_kf( U all pnimpresced d

Colleagel cwowf Mau
Thew—ﬁz/f Y A/Leed'@n/la/a; a:/l effort ﬁw&mfla cwmacj o

Nouec Fouttpully ,

Sonit Bijaioron]
( pipzcor) 44

Lecturer’s signature: WM Date: _/ 8/'/’10 /7

1|Page





image5.jpg
":r.ﬁ_. S, Effective Team Working and Communication — Term 1
32y LonDoN BMSW4002

In-class exercise 1

Exercise2: COMMUNICATION: A CASE STUDY

As you read their case, think about how you might help communicate with the employee to
remedy the conflict. Answer the critical thinking questions at the end of the case and, wherever
possible, say whose communication model is relevant.

BARRY AND HIS STAFF

Barry is a 27-year old who is the manager of a restaurant. He is responsible for supervising and
managing all employees in the kitchen. Employees working there range from 16 years old to 55
years old. In addition, the employees come from varied cultural and ethnic backgrounds. For many,
English is not their primary language.

Barry has a Health and Safety (Food} Certificate and tries his best to keep up with food safety issues
in the kitchen, but he admits it's not easy. Employees receive “on the job training” about food safety
basics (for example, appropriate hygiene and handwashing, time/temperature, and cleaning and
sanitizing). But with high turnover of employees, training is often hurried, and some new employees
are put right into the job without training if it is a busy day.

One day Barry overslept because he had been working on his car until 2 a.m. He was rushing around
and realized that he didn’t have a clean uniform. However, he managed to find one that was not
very dirty. As he dressed, he realized that he needed a haircut and a good hand scrubbing, especially
after working on his car.

When he arrived at work, he dashed into the kitchen and noticed several trays of uncooked meat
on the work tops. They appeared to have been sitting at room temperature overnight. He calied one
of the kitchen staff and asked: ‘Why did you leave the chicken out when | told you to put them in
the fridge?

The man replied: ‘I heard you screaming but | thought you were trying to talk to the chef above the
noise of the food mixer he was using. | didn’t know you were talking to me’. Barry is frustrated and
doesn’t know what to do. He felt like he was beating his head against a brick wall in trying to get
his employees to practise food safety.

He has made many efforts to get them to learn how to handle food safely. He has put large signs
all over the kitchen: KEEP HOT FOOD HOT AND COLD FOOD COLD and WASH YOUR HANDS OFTEN.

Questions:

1. What are the communication challenges and obstacles that Barry faces?

2. Which communication models can you use to explain Barry’s problems?

3. What solutions might Barry consider in addressing each of these challenges or obstacles?
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Ex.1. Read the cases and answer the questions that follow
CASE 1: Mary was working on some paperwork when her daughter came into the room upset.
As the child told Mary what was wrong and how she felt, Mary kept typing on her keyboard and
said, “It'll be OK,” and ‘Everything will be all right.” She was confused when the child only
continued to become more and more frustrated. Just then, Mary’s phone rang and she was all
excited when she heard her friend’s voice. They spoke for fifteen minutes and when the call
ended, she turned and said to her daughter, ‘Oh, darling, that was Susan. I'm so excited about
seeing her tomorrow!’. The child broke down and cried.

IS Why weren’t Mary's calmlng words havmg any effect on her daughter?
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CASE 2: Steve was exhausted from work when his wife, Sally, came home. So he was quite
annoyed when she began telling him all that went wrong about her day. He interrupted her and
said, ‘I'm so tired, can’t it wait?’. The next morning while they were in the kitchen making
breakfast, Steve said, ‘Did 1 tell you what happened at work yesterday?. Sally said nothing, but
walked out of the kitchen.

1. Why was Sally upset?
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Exercise2: Writing an e-mail.
You are a teacher of Communication and have received this e-mail from one of your students:
Dear Sir,
1 am writing to you because | am confused about Communication.
Could you please explain:
1.What Communication is:
2. The Shannon-Weaver model.
3. What is meant by non-verbal communication and why it is important.
Many thanks,
Lucy Mars.
Reply to the student and answer her questions. Use a diagram in your answer, if necessary.
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