* By Rebbeh Mannah (2026514), Louise Franklin
(2025915) & Simone Cunningham (2028763)

Strategies for
Effective
Communication

in d bUSi NESS Module Code: BMSW4002
Sett| ng Lecturer: Johnathan Wyatt



------

AN\

444

»»

COMMUNICATION

What is communication?

« Communication can be described
as the process/exchange of
sending and receiving
information, thoughts and ideas.

Methods of communication

s Verbal communication — Any
information, emotions and
thoughts expressed by speech

¢ Non-verbal communication —
Gestures and proxemics, body
language, emails, letters etc.

Communication allows people and
organisations to connect, exchange
thoughts and ideas, feelings and
behaviours. Communication is a
two-way process which enables
mutual understanding.



Theories relating to
models of
Communication

Theories are “an effort to
understand and account for
something and the way it functions
in the world” (Foss, Foss & Griffin,
1999).

Communication models are visual
representations of a theory. They
also help us to understand the
components and elements of
communication.
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SHANNON-WEAVER'S MoDEL OF COMMUNICATION

The Shannon-Weaver model was developed in 1949t is one of the best known
models of communication. The model presents communication as a process
with six key concepts;

*  The Sender(information source)

*  Encoder(transmitter)

*  Channel(medium used)

» Decoder(receiver)

* Receiver(destination)

*  Noise(

It was the first model to introduce the concept of “Noise”.



In 1960, David Berlo (SMCR) communication model was formulated to build on to the
earlier communication model developed by Shannon &W eaver. This model explains
the essential elements that are apart of any communication process and the factors
that can affect them. In this model SMCR stands for:

* The source

+ The message

+ The Channel

e The Receiver

Berlo is able to describe some factors that make the communication process more
effective.

Berlo’s model suggests that there is a personal and important connection between
the sender and the receiver

+ Communication Skills — ability to read, write, speak and listen
+ Attitudes

Berlo’s model suggests in order for effective communication to take place the source
and receiver need to be on the same level.

Unlike Shannon-Weaver model there is no concept of feedback, noise or any other
communication barriers.
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Schramm’s Interactive Model




Appropriate communication model

Shannon-Weaver



Channels of Communication

Channels of communication are mediums or medias that allow you to convey a message to its intended audience. For example,
phone calls, texts, emails, video, radio, and social media are all channels of communication. In a company, these channels keep

information flowing.

There are different types of business communications, including formal, informal, and unofficial. Communication can be rich or lean
within these channels.

Richness refers to the amount of information that can be transmitted and the speed at which it can be done. Face-to-face
communication offers the highest level of richness because information can be communicated immediately.
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Oral Communications

There are many oral communication channels, including face-to-face, in-person presentations, mobile phone conferences, group
presentations, telephone, video calls, conferences, speeches, and lectures. The use of body language and voice intonation also
gives meaning to these channels, resulting in low distortion.

Written Communications

Emails, texts, memos, letters, documents, reports, newsletters, spreadsheets, and so on are all forms of written communication

(emails are electronic versions of memos). They are among the leaner forms of business communication.

Electronic (Multimedia) Communications

Among this growing category of communication channels are broadcast television, web-based communications such as social

media, interactive blogs, company web pages, and social networking sites such as Facebook and Twitter. Messages can be sent
instantly and globally through electronic communications, allowing people to communicate face-to-face over long distances.

The importance of communication channel

A lack of communication among employees can result in employees not understanding what their employer expects of them,
leaving them uninformed. This kind of lack of communication could affect the flow of information within a company.



As well as losing focus on the big picture and losing company mind without an effective communication
channel, employees tend to be less productive in the workplace and their decision making is
impaired.

Channels that can be used to improve communication.

1.Face-to-facecommunication

Face-to-face communication offer the most effective way of interacting among teams because of the ability
to read body language, facial expressions, and other nonverbal cues. It's moreover the most excellent
channel for long discussions.

As a result, face-to-face communication offers a highly effective means of conveying complex or sensitive
messages or brainstorming with a group of colleagues

2. Video conferencing

Avideo conferencing session retains the ability to read facial expressions while increasing flexibility. You
can have a large group of people on a video conference anywhere in the world, helping information spread
rapidly.



3. Telephone calls

When you need immediate assistance and want to communicate a sense of urgency, phone calls are an excellent
alternative. You still can hear the tone of voice on the phone, and there are no visuals needed to communicate your
message.

4. Emails

Email is one of the most effective ways to send formal announcements in a structured manner, especially when
sending messages down the chain of command. In comparison to old-fashioned written communication methods,
such as letters and memos, emails are a better option due to their security.

Communication types within organisations

*Vertical Communication - Communication vertically refers to the flow of information between upper and lower-level
employees, which allows them to exercise greater control and improve coordination in the firm.

*Horizontal Communication - Horizontal communication occurs when employees on the same level within the
organisation share information and ideas with one another.

.Diagonal Communication - A diagonal communication involves the use of several methods, including horizontally,
upwardly, and downwardly.



The types of barriers that can prevent
effective communication




The types of barriers that can prevent
effective communication

Barriers are problems or issues that occur when a message is in transmission and eithers stops or blocks the process.

The most common barriers to effective communication are language barriers, listening skills and information overload. Having a barriers between one another in
an organisation could potentially be harmful, it runs the risk of misinterpretation and disorganisation throughout the organisation

1. Language Barriers

Language barriers such as jargon, cultural language can cause communication to not be effective. These barriers between patients and  staff could cause anxiety
and could prevent the patients receiving the correct care.

2. Listening Barrier

Listening effectively also known as active listening is very important for communication to be effective. Information needs to be retained correctly for you to be able to
understand and give feedback on the information received. Being assertive and considerate to what is being relayed to you.

3. Physical Barriers

Workspace issues, Technology problems and noise are common physical barriers in an organization. When these problems occur communication could be disrupted

i.e., misinterpretation of a message, and incorrect feedback given between hierarchies.
4. Attitude

Having the wrong attitude when communicating in any organisation could put blocks between communication from each section of the organisaton from the top of

the hierarchy to the paiteiens. This could cause conflict and uncertainty.



5. Filtering

This communication barrier exists when one recipient does not want the message to be received correctly by the recipient that
needs the correctinformation.

6. Physiological barriers

When a staff member or patient is ill this barrier could take effect.



The impact of communication on staff and patients

Communicating effectively can positively affect patients' experiences, reduce complaints, and improve nurses'
feelings of self-confidence, professional status, job satisfaction, and career prospects.

Literature review also shows that, despite tragic outcomes caused by poor communication, effective
communication can lead to the following advantages: increased information flow, increased efficiency, increased

safety, increased morale among employees, increased engagement, and reduced turnover. Satisfaction of the
patient and family increased.

By communicating and engaging with patients following discharge, providers can better prepare patients
to transition from one health care setting to another.
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Team Evaluation Form

Teamwork Evaluation Team responses.

i ?
Who was in your teams Rebbeh Manneh, Louise Catherine Franklin, Simone

Jacqueline Cunningham

What were the key strengths of your _ o o o
Our teams Key Strengths in my opinion were communication via different

team? : :

channels and considerationforeach other.
What were the challenges that you As a team we overcame time restraints and communication
overcame as a team? barriers.

What would you do differently if you
worked as a team again? Take advantage of practicing our presentation.

How would you rate your team

king? Out of 10? | would have to give our team 9/10 forour efforts working together
WOrkKing - ut o r

in our team.



