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Term of Reference
This Report has requested by my Tutor Melanie Squire on University of Wales Trinity Saint  David in Cardiff Campus.  For purpose to write 1000 words with 8 Harvard References. Deadline is  16/6/2023.

Procedure
My resources in this report  I jused by journals, books, website and lectures in class


 

Introduction

Effective communication is the process of transferring information in a way that is accurate, clear, and concise. This process is essential in the workplace, where teamwork, collaboration, and effective performance rely heavily on communication skills. Therefore, it is crucial to identify what makes effective communication in the workplace. According to Bovee and Thill (2019), these are the key elements that contribute to effective communication in the workplace:


Main Finfing
What makes effective communication in the workplace?

Effective communication in the workplace is essential for the success of any organization. It helps to build relationships between employees, improve teamwork and collaboration, increase productivity, and reduce misunderstandings and conflicts.
 
One of the key factors that contribute to effective communication in the workplace is active listening. Active listening involves paying close attention to what someone else is saying, seeking to understand their point of view, and responding in a way that shows respect and understanding. When employees feel that they are being heard and their opinions are valued, they are more likely to be engaged and committed to their work.

Businessolver did a study on the relevance of active listening in efficient business communication. Employees who believed their managers listened to their problems and feedback were more likely to be engaged and devoted to their work, according to the study. Furthermore, according to Businessolver (2019), 85% of employees polled stated they were more inclined to stay with employers that listened to and acted on their comments. As a result, active listening can boost employee happiness and retention, leading to higher overall organisational performance.
 
These factors foster an environment of effective communication in the workplace.
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Three Communication Models


The three communication models - Shannon Weaver's Transmission, Schramm's Interactive Model, and Berlo's SMCR - have the following main findings:


The structures for explaining how communication functions and the crucial elements involved in the process are known as communication models. Berlo's SMCR (Source-Message-Channell Receiver),  Shannon Weaver's Transmission Model, and Schramm's Interactive Model are three communication models that describe how communication occurs.
 
1.The four main components of effective communication are the source, message, channel, and receiver, according to Berlo's SMCR model. The message is what is delivered, the source is the person who gives it, the channel is the mode of delivery, and the receiver is the person who receives it. The model emphasises the significance of accurately encoding the information and making sure the channel is appropriate for the message.[image: ]
2.message is transmitted from a sender to a recipient according to Shannon Weaver's Transmission Model, which is based on the idea of information theory. The information source, transmitter, and receiver are the three stages of the model. The model stresses the significance of minimising noise and making sure the message is conveyed precisely.
[image: ]
 
3. Schramm's Interactive Model: In contrast to the other two models, Schramm's Interactive Model emphasises feedback more heavily. The transmitter, the receiver, and the feedback loop are the three components of the model. The approach emphasises that feedback is necessary to promote good communication because communication is a two-way process.
 Those models provide distinct perspectives on how communication works and are crucial in understanding the communication process.
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Communication issue in the workplace 



A communication issue encountered in the workplace involved a situation where a team member did not communicate effectively. The team member had been given a task to complete, but instead of asking for help when needed, the team member struggled with the task, and the final output was subpar. This issue sparked a conflict in the team, and it took a lot of time and effort to resolve. Lessons learned included:
 
a) Communication is essential, especially in a team setting. Clear communication ensures that everyone is on the same page and that tasks are handled efficiently.
 
b) Communication issues can lead to conflicts that can affect team dynamics. It is therefore essential to address any communication issues promptly.
 
c) Effective feedback is critical in ensuring that communication is effective. Feedback helps to identify potential communication gaps and misinterpretations that may arise.

My  personal expierence in the worklplace

During my work experience I realized that I need to focus more on my weaknesses It’s a shame!  I had one experience at my previous workplace at the Park Inn Hotel in Cardiff, where I was a supervisor.  I had 15 girls at my workplace every day.  Back then I was so shy and afraid to say NO! Because I was very sensitive.  The girls took advantage of my weaknesses and didn’t always listen to the tasks I gave them.

A)So my communication skills were weak and emotional.
On the example I added from the THOMAS-KILMANN CONFLICT MODE QUESTIONNAIRE, my result from  COMPETING, COLLABORATING, COMPROMISING, AVOIDING, ACCOMMODATING is AVOIDING (TURTLE) 


[image: ]
B) In the future, I have to improve my communication  skills and focus on BELBIN’S TEAM ROLES WHICH ARE SHAPER,COORDINATOR,IMPLUMENTER,PLANT,RESOURCE INVESTIGATOR,MONITOR EVALUATOR,TEAM WORKER,SPECIALIST,COMPLETER-FINISHER.

 My result from questions in LESSON is SHAPER AND TEAM WORKER.
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Conclusion
 
In conclusion, effective communication is crucial in the workplace, and it involves various factors such as clarity, feedback, active listening, and feedback. Communication models such as Berlo's SMCR, Shannon Weaver's Transmission, and Schramm's Interactive Models help to understand the communication process. Experience and knowledge from  in previous jobs I learned to be a Team Worker and SHAPER and control my emotions and say NO!  I hope that my communication will improve in the future and that I will pass on my qualities in my future career.
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