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1.1 I am finding what communication is and how my friend has used her team working and communication skills effectively in a working environment. Using evidence to find how effective it is.
Communication is also defined as ‘’the imparting or exchanging of information when speaking, writing, or using another source or other medium’’. Often used when talking, writing a letter or sending a message that contains information or news.

Having the options to use sources of communication is a tool which can be very important in allowing you to have an ability to have a terminologies, phrases or terms only applicable to the people involved to communicate with one another. 
It is important to remember that without effective communication things, people, or situations may become unclear or mis-communicated. 
For example, being an effective communicator when dealing with verbal communication enhances effective spoken communication.  Which is knowing how to express ideas and views clearly, confidently and concisely when speaking.
Often the purpose of communication is used to gather up beliefs, ideas, thoughts or needs to be an acceptable solution this can help to summarize or conclude topics or information brought up in a discussion.
 
Daniel Webster an American statesman who quoted  
"If all my possessions were taken from me with one exception, I would hope to keep my power of communication for by it I would regain all the rest." - Daniel. Webster 

 I believe Daniel Webster's quote about communication being a powerful tool that can be used to meet various needs, accomplish goals, and get results. Communication is a major key to success. without it you wouldn't be able to develop or find routes and solutions. 
''Various studies stress the importance of listening as a communication skill. A typical study points out that many of us spend 70 to 80 percent of our waking hours in some form of communication. Of that time, we spend about 9 percent writing, 16 percent reading, 30 percent speaking, and 45 percent listening. Studies also confirm that most of us are poor and inefficient listeners''.
This quote means then that if you have effective communication skills, you can use 80 percent of your waking hours being more productive as a human being. 
Webster, D. (2017). ‘’Lagasse, & Columbia University, The Columbia encyclopaedia ‘’ (7). New York, NY: Columbia University Press. Retrieved from https://search.credoreference.com/content/topic/webster_daniel_1782_1852
There is a mixture of approaches used when displaying effective communication within a group or work environment:
· Explanation
· Comparison
· Examples and Pictures
· Style
2.1 Effective communication verbally is a method that helps relay information to get a point or more across. When using effective communication, it can also be an act of delivering information with a purpose to create a greater understanding.
To effectively communicate is a very important part of somebody's day life, in a day to day capacity, business world or any environment where people come interact. This can help to understand any situation, build trust and respect people around us and to build environments where creative ideas and problem solving are effective. An example is when a business decides apply using a game console to stores as a creative idea to help entertain and occupy children while their parent has an appointment at the business. 
Idea discussed and raised was implemented within the company Wren kitchens to occupy children while parents are doing kitchen designs which can take up to 2 hrs and sometimes exceeds that. Proven so successful rolled out in all showrooms.


Effective communication is used at my friends work when her employers are talking in a meeting or morning brief. She demonstrates listens actively as well as eye contact to show she is listening correctly. This is important as she can absorb the valid points raised and has a clear understanding to what was said. 
She often tries various techniques to achieve this, like written communication and verbal communication as this helps her find what was most effective for her. She can also use recordings and media such as the video recording. She is constantly note taking in the communication journals, the organization has supplied all staff as a way to promote positive communication practice. She then puts in to practice that she is positively responding to the information that was given as well as taking into account the information by acting upon the newly given instructions.  
2.2 The influences and Implications of Communication.
My friend used source effectiveness to her advantage by having the good eye contact and confident body language to stand out as someone who is effective and capable when in a work setting. For her to be successful her use of communication can help her gain credibility with her employers enabling her to earn trust and make her look more reliable and a trusted employee in the business. However, it is also important employers communicate well or there could be a case of the encoding effect when recruiting. This can mean they have an underestimation of my friends' capabilities and what she potentially has to bring to the organisation and the resources she may have of great value to the business. In the business establishment an employer may make a negative assumption which are demeaning this can affect an employee and can start an issue such as feeling like a target, low self-worth or low interest in the job. When an employer has incorrect assumptions of an employee's culture or language for instance this can be a violation on the Equality Act. (2010) London: HMSO

Equality policy is about promoting and fostering everybody's right to be different, about being free from discrimination, valued as an individual, and having choice and dignity with a right to your own beliefs and values. 'Diversity' is a word that means 'varied and different'.
Employers must follow certain procedures for recruitment in order that all applications are treated appropriately and fairly. This means that nobody is rejected because of their race, gender, sexuality or any other discriminatory reason. 
An example when dealing with the equality act is to ensure that all employers and employees need make their workplaces fair and equal. l Men and women in full-time or part-time employment have a right to equal pay (Sex Equality) - This means 'no less favourable' when it comes to pay, benefits and terms and conditions in their employment contracts.


Organisations need to ensure they have a flow of Communication channels refer to the way this information flows within the organization. An example of this is when employees are unaware of what the organization expects of them, this could cause changes in the company. This could have a negatively affect productivity in the workplace. Therefore, a good manager should be able to effectively communicate to employees what is expected of them.
Examples of channel communication:
· Verbal: is face to face, telephone, using an intermediary, internet or conferencing 
· Non-verbal: includes facial expressions, the tone and pitch of the voice, gestures displayed through body language and the physical distance between the communicators 
[image: ]
Chart shows the ratio of verbal and non verbal speech in communication
My friend made sure her body language and posture looked keen and motivated or negative or disinterested while in the interview. She felt positive as she knows how to bring her face to face skills in to action when speaking at the interview knows that the employers are likely to use that as a good way to judge whether she would have a good face to face approach when dealing with customers for example. She is aware that learning how to adapt to the right voice pitch when speaking and having correct positive facial expression ensures the delivery of professional conduct.

3.1 To be effective the Communication theory must be put into practice. This is the field of information theory and mathematics that is a process of information and the process of human communication. The transference of information and knowledge from the source to the receiver.
These theories sometimes used more commonly in some workplaces than in others. 
Examples of thoughts, ideas, feelings, facts & values when looking at the model processes.
Elements of the models show the sender sources information to the transmitter and the channel is used to send the message which the receiver receives once that happens the receiver provides feedback according to the message here's a clear view on all elements when dealing with the theory models.
	Source 
	Message 
	Channel
	Receiver 

	Communication skills 
	Content 
	Hearing 
	Communicable skills 

	Attitudes 
	elements
	seeing
	Attitude 

	Knowledge 
	Treatment 
	touching
	Knowledge 

	Social system
	structure
	Smelling 
	Social system 

	Culture 
	Code 
	Tasting 
	Culture 



This table helps show the process by which the sender/ source reaches the receiver/ destination with thoughts, ideas, feelings, facts & values.
 
3.2 The Shannon weaver mathematical model 1949 
Shannon Weaver’s model of communication was created in 1948 when Claude Elwood Shannon wrote an article “A Mathematical Theory of Communication” in Bell System Technical Journal with Warren Weaver. Shannon was an American mathematician Weaver was a scientist.
Their communication model consisted of an information source: This means the source's message, a transmitter, a signal, and a receiver: the receiver's message, and a destination.
[image: ]Weaver. W (1948). ‘’A Mathematical Theory of Communication”


3.3 Advantages 
Shannon Weaver's model says that noise helps make the communication effective. When removing the noise or problem causing noise this takes communication as a two -way process. It makes the model applicable in general communication.
· Simplicity
· Generality
· Quantifiability
Communication is taken as an expression in Shannon Weaver model. The popularity of the model world-wide was due to the advantages it provides. The noise displays effective when communicating with others which also caused it to be useful in the academic world as communication wouldn't be as effective when communicating with all around the world. The noise is the main key on keeping communication effective without it will the sender will miss consume information to the receiver.
The disadvantages of Shannon Weaver Model
In the Shannon weaver model miscommunication is when the message received is not received correctly perhaps due to noise or misinterpretation. The first problem is that the communication process is not active, but just in a passive form despite the different stages in the model. 
The source is the only one in control of the communication process rather than both the receiver and the source being in control of the communication. 
With this communication model it does not consider the fact that communication is a two-way process. With people especially of the new generation prefer communication to be in an active form where they will be able to hear and respond to the other person’s words. The feedback that was taken as less important in comparison to the messages sent by the sender. This makes the model be taken as ‘’misleading misrepresentation of the nature of human communication” as human communication is not mathematical in nature.
 
4.1 Communication in the workplace
Communication in the workplace is a very important aspects of any business or organizational setting.  It is vital for an organization's ability to be productive and operate smoothly.  Workplace communication is very important for employees to be able to experience an increase of productivity and commitment if they are able to communicate up and down the communication chain of the organization. Having a diverse work placement is crucial thing in the workplace regardless of the industry or profession. This shows that workplace diversity can really help to reduce language barriers and understand cultural differences between colleagues early on in their careers.

4.2- 4.3 The barriers to communication is the lack of communication for example in the work place it can occur on a large scale, between management and employees. Or on a smaller scale between employees. This means that failure to communicate effectively can often leads to conflict, which can harm an organization. If an organization doesn't deal with a problem correctly and professionally this can lead to the company having a bad name. If my friend has a problem that she cannot solve she informs her manager and they will take control of dealing with this issue. Language barriers either with employees or customer can be from not articulating words correctly or other verbal misunderstanding could happen.
The various barriers to communication can be classified into the following broader categories:
· Emotional barriers
Emotions help communicate thoughts and feelings to others. But the emotional barriers prevent you from being yourself and can help harbour insecurities at work for example knowing when things are going wrong or getting help from people to help you explore this is a way how to overcome this barrier is by talking to your manager on how you feel or getting the right advice from outside professions for example: counsellor or your employer. 
· Jargon 
My friend uses jargons when she is thinking outside the box, this encourages creative feedback when she is working. A barrier can occur when the usage of jargon with people outside group at work as not everyone will understand what you may mean.
Physical barriers 
· Distortion
Distortion is when the message is getting lost during communication. This can be involved when transmitter and receiver have been sent the wrong message. This is a relation to the message which is because of mis-perception.
· Noise 
Noise is found in the environment of the communication. This means that anything that can interrupt the communication process and then acts as a barrier as it makes the message less accurate or become unclear. This can prevent the message from reaching the receiver successfully.

· Environment or Climate
Climate can be a major barrier as Thunder, rain, wind and other environmental factors create noise which cannot be stopped and disturb the message flow. Natural noise is present in the environment which disturbs the communication 

Conclusion:
When at work my friend presents herself through face-to-face, online and telephone communication. This helps her become a skilled communicator. This has a positive impact on her personal and social interactions in life to. Ethical and effective communication becomes even more vital when using technology to message around the globe electronically. When using communication skills, she has identified her own strengths and weaknesses and developed some ideas on how to improve her communication skills to become a more knowledgeable and skilled communicator in both her personal and work life.
She's has planned to become more effective and used educating herself in this area to help her by practicing verbal, nonverbal, and active listening skills. This has taught her when to use different communication skills and how to be a good communicator and when to use the skills she has most effectively to meet varying customer's needs.   
I have personally been educating myself with the transmissive model and have studied on how Shannon weaver theory is great today, Shannon was an engineer, this model was first made to improve technical communication, mainly for telephonic communication, This was to maximize telephone capacity with minimum noise.
I have learnt that social science research into human communication is wide and used a lot today. I have also learnt the human communication can have barriers and can also have ways to prevent them.
Human communication sources an influence to many and has implications not only for the common-sense and understanding of communication, like saying hello but teaches you how to communicate. Effective communication can be just by speaking and listening, writing and reading, watching television.
Being an effective communicator is not just words but a mixture of voice tone and body language and the use of eye to eye contact whenever it is possible this is called indirect communication. 
By showing the wrong communication skills at work can affect business profiting system as well as harm people in business. So, communication is very important not only in a business, but when we speaking to people. 
Communication skills helps you build relationships with customers and able to build these relationships as employees to help grow organisations and help people have better understanding on what our organization brings to them. This helps market-based and managerialist policies and practices.
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Application to communication theory 
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