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Communication Report
Executive Summary
This report examines a case study involving Pedro and Maria (see Appendix), highlighting the challenges they faced with poor communication technology. It discusses the three main models of communication and how they relate to the case study. The report emphasizes the importance of effective workplace communication and provides essential information on the topic. Additionally, the report evaluates the pros and cons of various communication tools and offers examples of poor workplace communication, along with effective communication strategies. Overall, this report offers valuable insights into communication technology and its impact on workplace communication.
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1. [bookmark: _76hc4e5ap289][bookmark: _Toc134097283]Introduction

In this report, we will examine the importance of communication within organizations using the case study of Maria and Pedro (see Appendix). We will explore three different models of communication and how they relate to the provided case study. Additionally, we will briefly discuss the significance of effective communication skills, including key skills for effective communication. This report will also evaluate the advantages and disadvantages of communication technology and provide examples of poor workplace communication as well as effective strategies to address them.

2. [bookmark: _6f0f2icrolkn][bookmark: _Toc134097284]Models of Communication

[bookmark: _nbczemx0uj2][bookmark: _Toc134097285]2.1 Shannon and Weaver Model of Communication

The Shannon-Weaver communication model is a mathematical theory of communication that aims to create effective communication between the sender and the receiver. This linear model consists of five elements: information source, transmitter, channel, reception, and destination. The channel is affected by noise, which can create issues between the sender and the receiver. Effective communication enables the positive feedback process. This model is particularly effective in improving digital communication processes (Kubota, 2019).

In the case study of Pedro and Maria, noise affected the communication channel due to poor technology and inadequate transmission of messages to the receiver. The sender, Maria, and the receiver, Pedro, were connected through a cable, and the distraction of voice played the role of noise in this scenario (Kubota, 2019).[image: ]
Figure 1: Shannon-Weaver’s Model of Communication 
(Source: Communication Theory, 2022)

2.2 [bookmark: _njqbh4oxxpfi][bookmark: _Toc134097286]The Schramm Model of Communication

The Schramm Model of Communication builds upon the Shannon-Weaver model by incorporating additional components. This model consists of two circles, one including the source and encoder and the other including the decoder and destination, both connected by a signal carrying the message (Kuznar & Yager, 2020). The sender encodes the message while the receiver decodes it and provides feedback through the channel. Wilbur Schramm also introduced the concept of interference and noise in his model, which can impact the message transmission (Kuznar & Yager, 2020). This circular model is applicable to the case study of Pedro and Maria, where noise affected the message from Maria, resulting in Pedro decoding the wrong message.
[image: ]Figure 2: Schramm’s Model of Communication
(Source: Michelle Mathias fsp, 2020)






2.3 [bookmark: _ottf6h44scpn][bookmark: _Toc134097287][bookmark: _hovwwab3mqx]Helical Model of Communication 

The helical model of communication, proposed by Frank Dance in 1967, is a unique model compared to the other two communication models discussed previously. The helix structure of this theory is based on a spiral, which signifies that communication is a non-linear and dynamic process (Communication theory, 2022). Unlike other linear models, the helical model does not provide a particular line for communication but recognizes that communication is a time-consuming process that gradually expands its boundaries with time. This model works best for personal relationships, where communicators first share small amounts of information and gradually enhance it in subsequent levels (Communication theory, 2022). The helical model provides a comprehensive approach to communication that takes into account the importance of relationship building and the evolution of communication over time.

[bookmark: _Toc134097288]3. Communication skills 

Communication skills basically includes a range of interpersonal abilities, including active listening, self-confidence, open-mindedness, and adaptability. These skills can be categorized into three main types: verbal, written, and visual. Interestingly, research shows that 93% of organizational communication is non-verbal, with body language, eye contact, voice tones, and attitudes being key components (Haiilo, 2022).

While verbal communication accounts for only 7% of organizational communication, many companies encourage their employees to use effective verbal communication skills. It's not surprising then that 98% of employees consider communication skills as a top requirement for management and sales positions (Haiilo, 2022). In contrast, poor communication can significantly impact a company's revenue, with companies losing an average of £62.4 due to communication breakdowns between employees (Haiilo, 2022).


[bookmark: _fwduwwj4wyuf][bookmark: _Toc134097289]4. Advantages and Disadvantages of Communication Technology

[bookmark: _792ukspxz0rm][bookmark: _Toc134097290]4.1 Advantages of communication technology 

· • Improved organisational communication: Communication technology enables organisations to develop an effective environment for proper information sharing. Most profit and non-profit organisations use a centralised data storage system, which enables employees to access the data they need when they need it (Yang, 2018). Communication tools such as email and phone calls make it easy for lower-level employees to communicate with managers.
· Faster information sending: Communication technology has several tools that enable the faster delivery of information. These tools include email, text messaging, and others, which make it easy to share information among members through communication systems (Clement and Murugavel, 2018). The availability of a database that controls and manages all data and information makes sharing easier.
· Faster decision-making: Online Analytical Processing (OLAP) is a useful communication tool that enables employees to ask the system any queries and receive quick responses, which helps them make faster decisions. According to Use of Technology (2022), implementing advanced communication technology in the workplace creates a faster decision-making process for employees and management. Team members can easily communicate with each other and solve problems in a short time.
· Expanded market: Web conferences and social networking sites help organisations to connect with global customers and employees from different locations. Several UK organisations currently use hybrid work cultures, and online platforms provide various communication technologies to these organisations (Yang, 2018). Video conferences are an effective way to communicate with remote workers. Employees can also communicate with other team members through advanced communication technologies.
· Structured Organisational life: Communication technology works in digital methods, eliminating the need to use pens and paper for communication (Clement and Murugavel, 2018). Employees can organise their professional data and information and access the information easily through an organised system. Less paperwork makes professional and academic life easier (Use of Technology, 2022). UK organisations focus on employee development and other sections in which time is saved by using communication technology.
· Removing stereotypical classifications: Stereotypical classifications refer to negative categories of employees who reduce the productivity of other employees through face-to-face communication. The digitalisation of communication helps reduce this challenge, and employees can work in a more focused way.
· Increased organisational participation: Communication technology helps employees reach higher authorities through email or text messaging. Some employees may feel shy or hesitant to ask for help with their problems, but direct communication increases their professional perception in the workplace. Additionally, employees take effective participation in the creative thinking and decision-making processes.


[bookmark: _ohn90t979dhl][bookmark: _Toc134097291]4.2 Disadvantage of communication technology

· Expensive system: Communication technology basically works through a centralised system. Implementing this technology in a large organisation can be very expensive for the company (Simpplr, 2021). The organisation also needs to create a strong database to collect all the data and information for the company. A strong database also increases the cost of the company. Implementing an updated computer-based system for every employee can easily increase their maintenance cost. 
· Lack of safety: Every digital technology requires high security and communication technology is not different also. All information of an organisation is included under a c4entralised technology system which can crash at any time. Various important data will be cleared out then and it can be an issue for the organisation (Clement and Murugavel, 2018). On the other hand, cyber-attacks are also very common on digital platforms. Attacks by hackers or viruses also can affect the personal data of the employees and organisation. 
· Poor substitute option: Face-to-face communication has its own impact on any organisation. Digital platforms and other communication tools increase productivity and reduce the miscommunication between employees but the employees also face problems due to a lack of knowledge about their colleagues. The shy employees get benefitted from using communication tools but they cannot improve their social skills (Koprowska, 2020). Overusing communication tools also can be distracting for the employees. 
· Difficult training system: The organisation is not only responsible for implementing the tools and technology in the workplace but they also need to train their employees in new technology. The training process does not work properly for all employees. Especially the senior or aged employees cannot adopt the new technologies faster and as a result, they prefer to resign from their job. The organisations also need to pay extra expenditure for the training system. 

[bookmark: _a7y8ihdjdiwo][bookmark: _Toc134097292]5. Poor communication example in the workplace

· Unclear tasks: Poor communication in the workplace can lead to unclear goals and objectives, which in turn affects the employees' ability to carry out their required tasks effectively (Koprowska, 2020). This lack of clarity can result in unproductivity and lack of attention. In the UK, some medium-sized companies face various issues due to poor communication within their organizations. Poor communication affects both the management system of the company as well as the employees. Managers and leaders may fail to provide proper direction or guidance, creating confusion among the employees.
· Limited feedback: Poor communication in the workplace can also lead to limited feedback for employees. Some SMEs in the UK face this issue. Effective feedback always focuses on the employee's growth and helps them to improve their weak areas (Coffelt et al., 2019). Due to a lack of communication, leaders and seniors may fail to provide proper feedback to their juniors, which can hinder their growth and development within the company (Simpplr, 2021).
· Cultural diversity: Cultural diversity is a key element of a successful organisation in the UK, as it provides opportunities to employees of different backgrounds. However, a lack of effective communication can lead to issues between employees from different cultural backgrounds. Some medium-sized organisations in the UK are currently focusing on improving their internal communication processes to help overcome these challenges.
· Low morale: Poor communication in the workplace can also lead to low employee morale, as employees may struggle to understand guidelines and face issues with deadlines (Coffelt et al., 2019). This can reduce their productivity and affect their self-esteem. Low workplace morale not only affects the employees but can also have a negative impact on the growth and success of the company.

[bookmark: _vy9c73n988gv][bookmark: _Toc134097293]6. Suggestions to improve communication skills

· Using intranet system: Using intranet system: The use of an intranet system can be very effective in promoting effective communication in today's work culture. As most employees are already connected through social platforms, organisations can use their personal intranet systems to connect their employees. An intranet system not only connects the employees but also provides a faster data and information sharing option to the management.
· Video conferences: The management of organisations can use video conference systems to connect with their employees. The rise of hybrid work culture has increased the use of video conferencing platforms as employees from anywhere can easily connect with the workplace (Predictive index, 2022). Implementing various video conferencing platforms will increase the response system of organisations.
· Improve company culture: The management also needs to focus on the company culture which is essential for organisational communication. Organisational culture is one of the most important factors for both the organisation and its employees. By promoting each employee's innovation and ideas, the communication system of the company can be improved.

[bookmark: _nau8jy6edekw][bookmark: _Toc134097294]7. Conclusion

The above report has focused on the main models of communication, including Shannon-Weaver’s model of communication, Helical model of communication and Schramm’s model of communication. All of them are aligned with the case study of Pedro and Maria (appendix). We have also shown how effective communication skills are important, with supporting data and information. The advantages and disadvantages of communication technology in the workplace were briefly discussed as well. UK organisations can suffer due to poor communication systems in the workplace.  Various examples and effective strategies or suggestions were also presented here with explanation. 

[bookmark: _688lt58ht51j][bookmark: _Toc134097295]Appendix
                                      MARIA and PEDRO 

Pedro works on a building site and Maria is his wife.
One day Maria phoned Pedro.
‘Hello, Pedro, when you’re coming home, see if you can get me a chicken.’
‘Okay,’ replied Pedro.
When he got home, Pedro took off his boots and coat and went into the kitchen.
‘Maria, where are you?’ He said.
‘Here – in the sitting room,’ she said.
When Pedro went into the sitting room, Maria said, ‘Where is the chicken?’
‘What Chicken?’ Asked Pedro.
The one I asked you to get on your way home.’
Oh, no! I thought you said when I come home I will see you in the kitchen!
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