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[bookmark: _Toc27160310]Introduction
The concept of communication has been gaining significance over the course of time. This is the procedure of exchanging opinions and viewpoints within the circle.  The purpose of this skill is to enhance the performance by means of open discussions and feedbacks. The concept of teamwork is interrelated with communication. The study will attempt to explain the importance of communication within workplace. In this context, it shall discuss theories and strategies related to communication. It will also take up the case study of my communication skills in workplace with the higher authorities.

[bookmark: _Toc27160311]Main body
Communication is naturally a vast topic that encompasses various qualities that might affect the same. The following are the basic types of communication that might exist.
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Figure 1: Different types of communication
(Source: Kaiser, 2015)
Verbal communication
This is the most widely used communication type and the most traditional mode of communication. This type of communication is used in every organisation and often tests the ability of the individuals to connect with the workforce. This is the fastest way of communicating and the most effective one (Adler et al., 2016). It is required during most official functions like video conferences, phone calls and meetings. The employees use this type of communication to convince and manage their customer base. The individuals that possess effective communication skills are more prone to succeed, as they are able to connect and develop bonds with their employers and customers. 
Nonverbal communication
As the name suggests, this type of communication uses different methods to express oneself without using words. This can be done with the help of body language, face expressions, gestures and other such methods. This can be little tricky as the methods used are based on voluntary instincts and can be interpreted wrong way (Mehrabian, 2017). The individuals that are able to develop nonverbal communication at workplace can make use of the same to impress their employers and customers. They can also learn to apprehend the messages conveyed through nonverbal communication towards their own benefits.
Written communication
This type of communication takes place using the processes like writing, typing and printing meaningful messages. The ways of using written communication takes place with the help of books, letters, pamphlets and other such means. In the present day of advanced technology, written communication is gaining significance at a rapid pace (Roemer and Rundle-Thiele, 2018). World Wide Web has highly influenced the process of communicating in the written form, by bringing the concept of Emails and social media to the forefront. The ability of the individuals to communicate effectively in the written format helps them to be noticed by their employers. 
Visual communication
This type of communication is presently the most significant and widely used method of communication in workplace. This is the most creative and possibly the most effective type of communicating and convincing others. During this type of communication, the companies and individuals often make use of visual aids, presentations, graph charts and artworks (Sless, 2019). This is one of the most effective manners of spreading opinions and knowledge within a specific audience. While the individuals try to reach out to a number of people regarding a specific viewpoint, the addition of visual aids make the piece of information more attractive and appealing.
Shannon and Weaver’s model of communication
Shannon, a mathematician, and Weaver, a scientist, developed this theory in 1948. The theory deals with the process of communication through various modes and audiences (Kubota, 2019). The sender is the one that creates the message and selects the channel to send it. The encoder is a machine used by the sender, which changes the message into binary data or signal that is understandable to the machine. The channel is the medium that carries the message, and the receiver is the one who receives the same. The receiver uses a decoder to decode the message into regular language.
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Figure 2: Shannon and Weaver's model of communication
(Source: Kubota, 2019)
The process starts when the sender encodes a message and sends it using a telegraph or telephone. The receiver decodes the message to understand it completely. The decoding machine is often the receptor one. In the process, there are barriers or noises that might restrict the message from reaching the receiver. There might also be problems in the communication process, resulting in the failure of the receiver to decode the message and understand its meaning. These problems are termed as noise (Rogers and Valente, 2017). In absence of noises, the message runs through all the stages effectively and reaches its destination. 
Schramm’s model of communication
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Figure 3: Schramm’s model of communication
(Source: Saleh et al., 2015)
Wilber Schramm developed this theory in 1954. This theory provides significance to the process of encoding and decoding. This is because the process of communication fails largely if the recipient is unable to understand its meaning. The process is complete once the sender receives a feedback of the message from the receiver. This theory also believes that the knowledge, experience and cultural background of the communicators play important parts in the process. This is because these attributes help the individuals interpret the received messages in different ways (Saleh et al., 2015). The purpose of this model is to ascertain that the receiver needs to interpret the message properly and send feedback to the sender.
Berlo’s theory of communication
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Figure 4: Berlo’s theory of communication
(Source: Lestari et al., 2018)
Inspired by Shannon and Weaver’s model of communication, David Berlo came up with his theory in 1960. According to this theory, there are four components in the communication process. The sender starts the communication process by encoding the message and sending it. The qualities of the sender are described in the form of communication skills, attitude, and knowledge, social and cultural systems. All these factors influence his communication process. The second component is the message. The content, elements, treatment, structure and code are taken into account. The next component is the channel or medium through which the message is being sent. The five sense organs of human beings are considered in the process of receiving the message. Finally, the receiver gets the message using the same qualities as the sender (Lestari et al., 2018). The entire process describes the communication system.
Importance of effective communication
I am still young aspirant in the world of business. I decided to begin my career in the field of Customer Executive Manager. This is because I have always felt a passion towards serving the public with my hard work. I have therefore selected the industry of hospitality. The organisation I work for is the Royal Lancaster London Hotel. It is one of the leading names in the business. Started in 1967, the company has been successful to expand globally with the help of the high quality services it delivers to the customers (royallancaster.com, 2019). The customer service department of the organisation has been impressive over the course of time. The company aims at achieving customer satisfaction so that they become loyal to the services of the hotel. In the process, they pay attention to effective communication. This is important because the customers might fail to express their needs and demands if the employees lack communication skills. Communication is therefore an important part of my job role.
Role of culture in communication
The role of culture in communication is an important factor that cannot be undermined. This is because the personality traits of the individuals are determined largely by their cultural orientations. The communication skills are their personal qualities, so the interrelationship is clear. The cultural mix in the workforce in the Royal Lancaster Hotel is clearly one of its major attractions. It is seen often that the people from Japanese culture rely more on face-to-face conversations, while the English culture is largely dependent on technology and social media (Silla et al., 2017). It is seen also that people from Italian and Singapore are more prone to give away their feelings and emotions with the help of communication. 
The impact of culture over communication can be both positive and negative. In my organisation, I have observed that the employees that have an unusual accent find it difficult to communicate with the customers. When the customers fail to interact with or understand them, they give them disappointing reviews that hamper their career. However, instances are not rare when there are such customers that might speak the same native language as some of the employees (de Vries and van Gelder, 2015). Under such circumstances, they are helped by their cultural orientations to communicate effectively at workplace. 
Communication between manager and employee
Management is one of the most important roles of the organisation. The managers are responsible for the efficient performance of their concerned departments. It is therefore necessary for the management to maintain an effective communication level with the employees. This can be done with the help of regular communication and feedback among the managers and workers. in my organisation, the managers take growing interest in communicating with the customer service department so that the workforce function effectively.
There can be various strategies for the concept of communication. This is because the subject is a vast one. However, there can be two key strategies of communication.
SOLER communication
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Figure 5: SOLER communication
(Source: Fuertes et al., 2019)
This is a strategy of nonverbal communication. It stands for the qualities involved in nonverbal communication, Square, Open, Lean, Eye contact and Relax. The strategy provides for information regarding the ways to communicate nonverbally at workplace. It believes in facing squarely to show involvement while listening. An open posture shows the friendly nature of the communicator. The individuals should also be leaning forward to show respect towards the one that is communicating verbally. Finally, it is necessary to stay calm and relaxed while listening to a conversation to show the level of focus (Kemerer, 2016). I follow these rules carefully in order to develop an effective nonverbal communication strategy at workplace.
7Cs of communication
This strategy goes to identify the following list of activities while communicating.
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Figure 6: 7Cs of communication
(Source: Sreenan et al., 2019)
Clear: The individuals need to be clear of their thoughts and ideas while communicating. I do this when I am serving my customers, so that they are able to understand me.
Concise: I try to remain as concise as possible in order to remain focused within my point and convince my customers by making a brief conversation without wasting time.
Concrete: It is important that the message and content of the conversation I have with the customers is concrete without unnecessary words and topics.
Correct: My attempt lies to keep my content free of flaws and errors. This helps my customers to understand my message without any confusion.
Coherent: My communicational strategy is mostly coherent to keep it as logical as possible. Although sometimes I try to understand emotions, I mostly use logics in my communication.
Complete: The purpose of my communication with the customers is to complete the same from every attribute. This helps the customers solve all their doubts and queries.
Courteous: I try to remain courteous in my approach towards the customers so that they are able to ask me questions freely without feeling any kind of suppression.

[bookmark: _Toc27160312]Conclusion
Therefore, it can be stated that the importance of communication at workplace is high and can hardly be undermined in professional career space. This study has established the importance of implementing the different types of communication, and the ways to make it effective at workplace. Three of the most important theories of communication were discussed within the study. The instance of my career choice and effectiveness of communication in this field had been cited here. The final part of the study discussed two of the key strategies of communication that effectively allows individuals to succeed in their careers.
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