[image: ]

   Skills for the Workplace
Module Assignment Submission 

Student Name:	Jose Carmona Rodriguez
Student Number:	1917096
Module No:	BMSW4002
Module Title:	Effective team working and communication
Lecturer:	Afzal Munna 









Table of contents 
Introduction	3
1. Communication	3
2.Important of communication	4
3. importance of effective communication	4
4. Methods of communication	5
4.1 Verbal communication	6
4.2 Non-verbal communication	6
5.Theories of communication	6
5.1 Shannon and Weaver Model of Communication	7
5.2 Schramm Model of Communication	7
5.3Berlo´s model of communication (SMCR)	8
5.4 Justification about all the models discussed above	10
6.Communication in my workplace	10
7. Conclusion	11
References	12





[bookmark: _Toc39506604][bookmark: _Toc456977340]Introduction

This assignment will be focused on how communication can be an art in human life. During the report I will try to explain how important and effective communication is. We will see the methods of communication, verbal and non-verbal communication and I will let you know how Shannon and Weaver, Schramm and Berlo’s created their communication models. I will also explain the communication in my workplace and how we use it.
[bookmark: _Toc39506605][bookmark: Communication][bookmark: _Toc38574720][bookmark: _Toc38575513][bookmark: _Toc38575666][bookmark: _Toc38575787][bookmark: _Toc38575914]1. Communication
Communication is the exchange of ideas, thought or information with the result of mutual understanding between humans. Needs a sender, receive and a message to share communication between them. Can be idea or concept in the sender mind. The person encodes the idea by form of word, pictures, or gesture (I, e, language). Can be face-to-face, text message, or by electronics media. Once the receiver receives the message, must decode the symbols.
Meaningful communication happens the receiver understand the message. But sometimes can be affected by noise and can block the understanding. (Maund, 2017)

                      Sender                                                         Receiver             Transmission
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[bookmark: _Toc456901517]In my words and opinion, the communication is when someone need to send a message to others. Sender is who try to say somethings and others are the receivers. Some of the communication can be thoughts, ideas, or histories. We have multitude of ways to send the message (face-to-face, text message, signs, etc…). Once the receiver understood the message, the receiver can start to be sender as well and start a conversation, text message, etc.., Sometimes the message can be affected for noise or more kind of things.
	
[bookmark: _Toc39506606]2.Important of communication
Communication is the way to express ourselves. It is needed because we are social being and to get closer to each other. Depending on its codes it can be written, verbal or non-verbal. Learning as a child and improving as we learn. Allows successful interpersonal communication if learned correctly. These are some reasons for the importance of communication.
It is the main element of linkage: Being sociable helps living with other people and links us as a society:
Promote the development of human potential: Empathy and positive attitude are important for communication.
Facilitates the development of societies: Sharing communication codes helps to have common goals and objectives.
It allows to express feelings, ideas, sensations, needs and other intangibles: Through gestures or words it is possible to transmit impalpable or intangible things.
Organize ideas and expand knowledge thanks to feedback: Learn and see things differently through feedback.
improve human relations: Helps familiarize people by sharing the same ideas and thoughts.
Promote affirmation and adaptation: Help confirm our thoughts or adapt to other thoughts.
Facilitates the grouping and regrouping of people based on common interests: Helps to group us according to our common interests.
Model the personality and strengthen the psyche: Listening and sharing makes us know ourselves more as a person and helps us improve our personality.
Helps promote tolerance and respect: Accepting other thoughts without prejudice and with respect.
Expand our general culture: having more culture helps a successful communication. (Wetto, 2017)
[bookmark: _Toc39506607]3. importance of effective communication
I will explain the importance of effective communication in the workplace for this definition. 
Effective communication in the workplace is an important element for the success of a company. Improves the relationship in the company and with customers and increases the motivation to create a good team by the employee. Otherwise, can harm the business. These are the key to having good communication at work.
It improves Team Building: Having the opinion of the team and discussing the problems with them helps to excite the workers.
It Boosts Growth: Helps business growth, eliminates uncertainties, and accelerates the policy of smooth delivery of projects.
It Increases Innovation: If supervisors encourage the worker to be more creative and innovate, they may do their best with amazing and creatives ideas.
It improves productivity: Can help to produce more. Once they know the skills of each one of their employers, they adapt the job according to the skill. 
It increases efficiency: Clear instructions to avoid mistakes. The worker should also ask if they do not understand something.
It increases loyalty: Discussing a problem comfortably will make us commit ourselves more to the company. This build trust between managers and employee.
It reduces mitigation conflict: Good communication is needed to avoid conflict. have look beyond the problem and identify what the other person wants to say and consider what trying to say.
It increases employee engagement: need to be connected and relate to others. If teams are more connected to the goal, they will be more motivated.
It resolves problems: It is about an open, honest, and positive discourse to guarantee the needs of all.
In enhances skills: Managers can see the skills of others and change them where are more productive.
 It is important to understand how valuable communication is and what influences   the world of work. (Zambas, 2019)
[bookmark: _Toc39506608]4. Methods of communication
Written communication: A email, note, a report, something written on social networks, etc…., is written communication. Written to transmit information but sometimes it is not achieved. An important thing in the digital age is that the message is still alive. Two things need to be remembered:
Writing well because bad writing makes you look bad and that the message is from something we to promote or associate with something. (Willkomm, 2018)

Listening: Most of us does not listen well. Sometimes it can be for example, because there are people from other countries, different levels of knowledge, etc…, improving this means learning to listen. Understanding why listening is important it the key to improvement. (Maund, 2017)
Active listening: Sometimes listening is not a type of communication. However, active listening is one of the most important communications. There is because if we do not listen to who is in front of you, we will not be able to be effective when listening (Willkomm, 2018)
[bookmark: _Toc39506609]4.1 Verbal communication
Verbal communication is our words and verbal fillers. We create verbal messages through language. Effective communication is to interpret the messages of others while creating their meaning. Otherwise it will not be understood. You must make good use of language to interpret other people’s messages. They must understand the message well and transmit it because sometimes there are factors that prevent it. Intentional meaning sometimes not transmitted by message and the listener may not understand what a speaker is. (Andrew Maund, 2017)
[bookmark: _Toc39506610]4.2 Non-verbal communication
Non-verbal communication refers to body language. There are various forms such as portraits, gestures, etc. These forms can be very useful without realizing it. When Charles Darwin published his book in 1872, this type of communication began to be investigated. These are several types found:
Facial expressions: Can be transmitted through smiles, etc. Some are universal: sadness, happiness, anger, and fear.
Gestures: Can be transmitted by pointing or trembling, among others.
Paralanguage: One of the ways to transmit them can be volume or tone of voice.
Body language and posture: It is transmitted through arms and legs mainly.
Proxemics: It refers to the personal space that is needed when speaking or in our personal life, among others.
Eye gaze: Can be transmitted by blinking or by looking.
Haptics: It is transmitted through touch and can be used to communicate emotions.
Appearance: Can be transmitted through clothing or personal care, among others.
Artifacts: It is transmitted through images or objects, for example, a police uniform. (Cherry, 2020)

[bookmark: _Toc39506611]5.Theories of communication
The theories of communication are a field of communicology in charge of the technical process of human communication, without objects and animals. These are various types of theories:
Structural and functional: Social structures that can be objectively observed.
Cognitive and behavioral: psychology of people.
Interactionist: Social life as a process of interaction.
Interpretative: Discover how the people understand their experience.
Critical: Look at the social conflict and how group dominates it. (Melgarejo, 2020)
	
[bookmark: _Toc39506612]5.1 Shannon and Weaver Model of Communication
Claude Shannon and Warren Weaver created this model in 1949 at Bell laboratories and it is one of the most influential in communication. Claude Shannon was trying to transmit electrical signals. Step and step, he introduced a mechanism to the receiver and improved the transmitted and the reception signals. Introduced a corrective technique that led to the concept feed-back in the long run. 
However, the model is linear in nature. There is a sender, the channel and receiver. It is called linear because was no element feed-back entailed. They discovered that “static” interferes in phone calls that developed in the concept of “noise” in communication.
The model included the following element:
Source which produced a message (sender).
A transmitter which encoded the message into signals for transmission.
Channel to transmit the signal.
A receiver decoded the message.
A destination where the message arrived after the decoding.
There is static that can interfere during the telephonic conversation call “noise” (Michelle, 2018)
                 Message                 signal              received signal          message
Information
   source
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  Channel 
Transmitter (Encoder)
Receiver (Decoder)


                                                                           Noise
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[bookmark: _Toc39506613]5.2 Schramm Model of Communication
This model was published by Wilbur Schramm in 1954, based on Charles Egerton Osgood model. But Schramm introduced various fields like experience or community.
Is circular communication and the sender and recipient can be the same person. A message is sent to the same person or to another and it is up to the recipient to understand the message before sending it to a new recipient (circular)
These are the three elements:
Source (Encoder)
Is the one who sends the message. Must ensure that send a useful, relevant and accurate message so that the recipient can read it correctly and encode it.
Recipient (decoder)
It is who receives the message depends on knowledge in the message and trust in the source. The interpretations of the receiver are influenced by cultural aspects, knowledge, attitudes, etc.
Once the message is receiver, the communication is good when the recipient understands the message correctly.
Message 
A message is defined as information and can be transmitted through words or other characters and symbols. It is the content of the communication process. (Janse, 2019)
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[bookmark: _Toc39506614]5.3 Berlo´s model of communication (SMCR)
This model was proposed by David Berlo and is made up of sender, message, channel and receiver. Encoding and decoding messages are also performed. Its components are altered by some factors and this is how the process is carried out. Components:
Sender: Is the one who sends the message. Four factors alter the sender:
Communication skills: If the communication is transmitted well, the message will be better.
Attitude: If the attitude is positive, the communication will be better.
Knowledge: the more knows what are talking about, the message will be better and more accurate.
Social system: Religions and culture can influence to send the message.
Culture: It can be misinterpreted if cultures are not respected according to other people.
Message: It is sent from sender to the receiver. It can be verbal, audio, etc…, and have be good and precise message. but it will depend on how the receiver understand the message. Invoices influenced by the message:
Code: form of communication that sends the message.
Structure: it will be better understood if it is well structure. Otherwise, there will be bad communication.
Content: the content of the message.
Treatment: If the treatment is good, will have positive response.
Elements: Are gestures, signs, etc…, added that influence the message.
Channel: Is where the message travels and then it is sent to the receiver. There is a channel of technical machines such as internet, TV, etc…, but this model is based on the five senses of the human being.
Hearing: Is received by listening.
Tasting: in the form of taste.
Smelling: By smelling and depending on the smell, this is how we will act.
Touching: when touching or how it touches us.
Seeing: look around us. Also sign language.
Receiver: The process is completed when the recipient receives the message. In theory, this model works thinking that both have almost the same thoughts. But it depends on how the receiver decodes the message. (Chaudhary, 2019)
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[bookmark: _Toc39506615]5.4 Justification about all the models discussed above
The Shannon and Weaver model being the first of them, in theory the simplest. I think it is the least efficient because can give the message but does not receive a direct response and we will not know if the message was good because it can be affected by noise. The Schramm model seems to me more effective and the best because can get an answer. But the problem appears when the recipient does not understand the message. Also, Schramm added several fields such as experience, that makes difficult communication depending on the capacity of each one. Lastly, the Berlo’s model is designed for similar thoughts but I think that the more important thing in this model is who sends the message because everything depends on the sender. Otherwise, it could be misinterpreted and would no longer be effective communication.
[bookmark: _Toc39506616]6.Communication in my workplace
I am working in a coffee shop. The communication is simple usually. We use verbal communication to pass the orders and writing communication if we are busy or if we need to make orders for sandwiches, etc.., for next day. Sometimes we use the nonverbal communication to avoid problems with some unpleasant client. We are allowing to use the phone all the time if we need something as well.  We have good communication with the managers and they with us in general. We try to solve the problems quick and always trying to listen and understand the situations between us. Basically, we use personal communication in a positive way.

[bookmark: _Toc456977346][bookmark: _Toc39506617]7. Conclusion
 Due to this, we will understand that knowing how to communicate and have a good communication is having an art in this life. It is the key to solve our communication problems, to get a better future for us and for those around us. Without it, our lives would be more complicated, and we could never express ourselves easily. 
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