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Effective communication skills in the workplace 

Introduction

The definition of working in a team is a group of people that are working as a collective to achieve a common outcome. 
It is important to note the that there are many different benefits that come alongside practicing teamwork within the working environment. One of the main benefits is the amount of efficieny that is applied by every single team member- due to a higher work ethic, consequently achieving a positive result. 
Team-work stems from three main factors; leadership skills, strategic thinking and good communication skills. 

Communication is a transmitted message between two or more participants. This type of ‘exchange’ can be achieved through either verbal or non-verbal interaction. The encoder transmits a message through a channel to be received by the decoder who then formulates the information and sends back feedback acknowledging that the message has been received.

Within the workplace, it is vital that on a regular basis that there is some sort of exchange of interaction between staff and other team members, as well as staff and service users.  If the workplace is not effectively practicing good communication this can cause many hinderances such as deadlines and delays.  
When good communication skills are applied effectively, individuals in a work environment significantly improve efficiency. 

Working in the Sainsbury’s warehouse, this involved various responsibilities. These responsibilities included; stock checking, picking and shrink wrapping and operating a lob truck. Once products were prepared for delivery, they were then deposited onto an industrial lorry and dispatched to numerous branches across Kent and London. This role was based around time constraints and meeting deadlines.

Throughout my time working here, it became very apparent that having not just good, but regular communication is imperative to carry out the daily roles and responsibilities.
All given tasks are transmitted electronically through a scanning device and messages are also relayed through an intercom connected throughout the warehouse. In addition, there are briefings before the start of shifts and there are symbols and signs to contribute to the importance of safety awareness.
Types of communication   
Two forms of communication are verbal and non-verbal. Verbal communication includes oral, emails and written. Non-verbal communication consists of facial expressions, gestures and symbols.
Verbal communication 
Verbal communication is a transmitted message or statement between two or more parties. The sender transmits information through a transmission medium and then the receiver decodes the message and sends back a response. The use of verbal expressions is one of the most utilised forms of communication between individuals. (Griffthins, Dunham, 2017)
Berol’s model of communication is the type of method that is implemented at Sainsburys warehouse due to the vast amount of culture differences through the employees. This model gives staff a larger spectrum of communication brining in culture, social society’s, structure, knowledge and attitude which allows critical thinking to structure a message with more credibility to be understood by the receipt.     
Verbal communication is vital at Sainsburys warehouse it is used to brief staff on tasks and company updates to ensure that work colleagues are well informed of the day to day objectives at the start of shifts. Although verbal communication is also transmitted throughout the company intercom, announcing delays in industrial lorry’s reaching the warehouse, declaring extra hours for employees to consider, or for the simple means of management contacting employees. This method is not used frequently since noise pollution disrupts the transmission and information can be misinterpreted by staff members. 
Furthermore, Sainsburys warehouse provides electronic scanning devices to employees to conduct tasks and locate products in order to complete specific individual objectives. The device then records and broadcasts information back to a database, which lets management know an individual’s productivity and location. Contracts, email information and other documentation such as rules and regulations are likewise provided and signed to confirm acknowledgement. All these channels of verbal communication considerably add to the workplace’s effectiveness, some more than others due to the diverse background of cultures amongst the employees.
Non-verbal communication 
Non-verbal communication is the main factor in communication, 80% of communication is non-verbal and 20% is verbal.
 Non-verbal communication consists of facial expressions, body posture and symbols. It is also known as body language; body language can possibly interpret how a message is being decoded by a receiver. (Griffthins, Dunham, 2017)

Gestures and facial expressions can be decoded to be either un co-operative, aggressive and uninterested or can be more positive like a smile, eye contact and positive body posture. 
Understanding the main elements in non-verbal communication is crucial and important in personal relationships and workplace environment’s, acknowledging body language can aid the assessment of a situation. A colleague’s attitude, motivation and co-operative intentions can be detected through understanding non-verbal communication, speaking cues and proximity of personal space.
The importance of Non-verbal communication at Sainsburys is significant to the warehouse’s effectiveness. When being taught how to operate the lob truck the instructor was given new employees that could not speak English, so he began to use his facial expressions more often when speaking keeping eye contact with all the new trainees. More so when the instructor began operating the lob truck he would repeat him self use gestures to show us the right way and the wrong way of operating the truck, when somebody was finding it difficult the instructor will manually show that person how its done repeat it twice and also smile to reinsure the employee that its ok  and this helps minimise nerves, embarrassment, and stress. However at the  end of training there is the second process which is a theory and health and safety test, while this is commencing the instructor will normally already have built  rapport with  the foreign trainee’s and through knowledge would bring someone from the warehouse who can speak the same language and help to explain the test which adds more possibility for a pass. 

Theories of communication 
Their all multiple theories of communication however these models explain briefly through simplified diagrams, they are the Shannon weaver mathematical model,1949, Berlo’s model of communication and Schramm’s model of communication, 1954

Shannon-weaver model of communication 
The diagram of the Shannon- weaver model of communication provides 6 concepts of how messages are encoded and decoded and how the interruption of noise is extremely harmful to the process of communication when sending and receiving messages. (Helpful Professor, 2020)
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the diagram begins with the information source, information is collected from the source by the sender (encoder) or also recognised as the transmitter. The collection of information is then structured into a message ready to be transmitted through a channel and a confirmation of the recipient has been chosen. 
A message can be signalled by the sender through multiple channels written, orally, through body language, sound and music. The transmitter selects the channel of choice and expresses the message through the signal to the receiver (decoder). Noise blocks a message as it travels through a channel from encoder to the decoder. It’s based on this after the concept that noise could disrupt our interpretation of a word or the initial meaning of the message.
When a message has travelled through a channel successfully without disruption from noise the receiver (decoder) can productively analyse the message and process this information to its destination. 
The Shannon-weaver model of communication is used at my workplace through the electronic scanning devices and through the warehouses intercom this form of communication is more direct often applied through written or as directions for tasks at the workplace 
Berlo’s model of communication
Berlos model of communication is a broader outlook on the channels used through forms of communication this model implements the different types of sub-channels that can hinder or positively aid communication. The framework of the model shows that attitudes, culture, knowledge and structure plus more are all aspects that are fundamental in successful communication. by considering theses sub-channels, communication between individuals is more likely to have less friction and noise disruption.
The framework of berlo’s model of communication  is consistently used at Sainsburys warehouse due to the various ethnicity’s of employees across the workplace by implementing this model of communication it allows clarity to be the first important factor through good communication skills however this  can also highlight if an employee has poor communication skills also. Attitude is also analysed; the sender and recipient's attitude determine the message's impact. The mindset of the sender towards himself, the recipient and the environment, effects the message's context and impact.
 Knowledge on the topic matter allows a message to be more likely understood and easier for the decoder to send a message. Although Words, values, regulations, rules, faith and many other social factors shape the way the sender delivers the message and this due to a decoders social system.
Nevertheless, Differences in culture make different signals. A person from a culture can find something offensive that is widely accepted in a different culture. 
Sainsburys warehouse uses this model because it is more effective and efficient for the environment the employees are paid to work in. whilst using this framework staff can avoid causing offence through knowledge and good communication skills.




Schramm’s model of communication
The communication concept of Schramm is a circular rather than linear process- involving a sender, encoding a letter, and a recipient, decoding it. In the layout, the sender and the receiver play all functions. As a result, this model is fundamental to the principle of perception. (Study.com, 2003)
The Schramm’s model is built on the theory that communication is a two system of communication with a encoder and decoder later this model was adapted to include field of experience. The field of experience incorporates what is mutually understood between sender and receiver this model is a continuation of communication with messages which heavily relies on feedback.
Schramm’s model has simplified the components that structure a model to sender, the person who constructs and converts information into a message and transmits it. The message is the content being shared by both parties and the receiver, receives the message and decodes it and sends back feedback and so on as a cycle until it is stopped by either participant   
From my experience at Sainsburys warehouse Schramm’s model wasn’t used at the workplace due to time constraints and the large amount of tasks that had to be achieved throughout the day I believe that this model is more conversional, more appropriate for meetings, two way conversions or written but not for the type of work Sainsbury expects from its employees this would more likely happen on break between mutual companions with common interests.

Conclusion

To conclude the above findings, I feel that communication is vital when working in any workforce. 
Without communication, productivity will be severely disrupted. On occasions this can end up leading to arguments between team members, a breakdown interaction.
From the above definitions, we can consider communication to have to run in an almost cycle-like way for it to effectively work. If there is a gap within communication; whether that be coming from the decoder or encoder, then the message will not be delivered. This can normally be affected through poor interpretation or through bad structure of a message. Effective communication can be attained through learning the models of communication mentioned and all three models carry an identical pattern but hold different components of information that analyse specific areas that improve and effect the communication process.
Distinguishing the importance of non-verbal and verbal communication is fundamental in the communication process. Understanding non-verbal communication can aid the development of productivity. Non-verbal communication can be channelled through images, sounds and facial expressions, learning and enhancing knowledge on this component will give the sender the ability to construct a message that will unlikely course offence to the recipient decoding the message. Verbal communication is also pivotal in communication, the way a message is structured will assist the decoder to the original meaning.
We should also note that when understanding communication, the important role of non-verbal communication. Through nonverbal communication you can get a clearer understanding of what the encoder is feeling and get a better feel for intonation. Through non-verbal communication, better relationships and teamwork is formed within the workplace. 
Furthermore, using all the models mentioned will improve job prospects and personal relationships particularly when in a team leader position or managing roll. 
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