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Introduction-

This report includes the study on different types of communication, models of communication, and communication style at own workplace. This  reports also include how to improve the communication and which things need to improve in context of communication style at own workplace.


[bookmark: _Toc534800162]Communication 
Communication is sending or receiving information . Communication skills involve speaking, listening and observing.
Communication is  sharing  information through speech, visuals, writing or any other process. Communication is crucial for success at workplace. Good communication is  about learning   new skills,  asking for clarifications, understanding instructions. 
Effective communication is important at workplace . Good communication enables us to share information effectively. Communication can be verbal, nonverbal , written and visual. Formal communication is sending official emails, official reports. On the other hand informal communication is not official .Social media ,Viber ,WhatsApp can be used for informal communication.
Below  different  communication  types will be discussed-
[bookmark: _Toc534800163]Verbal Communication-
[bookmark: _Hlk534653379]Verbal communication is also known  as Oral communication. Verbal communication is the most used communication forms.   Verbal communications is more quick and precise than nonverbal or written communication.. The advantage  of verbal communication is that the receiver can ask for any questions or clarification  if there is any. Verbal communication is quick for communication.  Verbal communication is the mostly used   method of communication.
Verbal communication skill is crucial  for the job market today specially when working with a team of people .It is important to speak loudly and clearly when communicating verbally so that the audience can hear easily and there is no misunderstanding.
Good communication skill is important for all the team members . The team members have to communicate verbally at workplace so it is important that the speech is clear enough . At workplace verbal communication includes job interview ,telephone conversation, talking to clients , presentations, attending meetings.
Verbal communication is more informal .When communicating verbally it is possible to get a feedback instantly. It is quicker and less expensive.


 Nonverbal communication
Nonverbal communication is sharing information without words. For nonverbal communication body language is used. 


Nonverbal communication is the way of   communicating thorough facial expressions ,gestures ,postures or eye contact and  voice tone. Eye contact is essential  for nonverbal communication. It shows that the person is paying attention.  Facial expressions can express the happiness or sadness and anger. Posture is very important in nonverbal communication . The way of walking, standing ,sitting down can  indicate the persons personality. Nonverbal communication is  quicker , the message can be shared with  the receiver  in a short period of time. Nonverbal communication can be very attractive as it is  used through graphs, signs or pictures.






[bookmark: _Toc534800164]Written Communications
Written communication is the process  of communicating through emails or letters or any reports.  Written communication can be used in many ways. The introduction of smart phones and internet have changed our way of communication. Email is the most common written communication is used  now .
Gradually  WhatsApp and other types of massaging apps are being popular in written communication.
Written communication can be formal or informal. Written communication between friends can be formal , but between work colleagues and employers it will be informal and precise. Written communication is safe where a record need to be maintained.








[bookmark: _Toc534800165]Models Of Communication
There are different types of  communication model have been developed by theorists. Shannon and Weaver model, SMCR model of David Berlo  Aristotle’s models , the Rileys  model are some popular model. Shannon and Weavers model and Berlo’s model will be discussed here.

Shannon and Weaver model-
[bookmark: _GoBack]Shannon -Weaver model was developed in 1948 which is known as mother of all model. The concept of the model is that the sender send the information  via  a channel to the receiver. The sender send the information  in codes through a   medium. The receiver then have to decode the   massage before understanding. The medium might have some noise which will create in 
problem in communication process.[image: See the source image]
This model was first developed by Shannon to develop technical communication. Later on Weaver applied this model for different types of  communication.
The disadvantage of this model is this is one way where the sender sends the message and receiver receives the message . There is no scope for feedback.
Berlo’s SMCR model of communication-
Berlo’s model of communication is based on four elements which include source, message, channel and receiver .The sender is the source of the message who send the message to the receiver .The message might be audio, text ,video or any other form. 
Channel is the  form used to send the message. Receiver is the person who receives the massage.
According to this model effective communication is only possible when the sender and the receiver is on the same level. This is a complex model. For this model the sender and the receiver have to be on the same level for communication. There is no feedback and concept of noise in this model. This model does not focus on the barriers of communication.

Aristotle model of communication-
Aristotle’s model is based on speech and speaker. This model have five components including speech, speaker ,audience, occasion and effect. This model is speaker based model and speaker plays the most important role. This is a one way communication where speaker delivers the speech to the audience. His model was  developed for better public speaking. The speaker should speak clearly and have good nonverbal communication skills.
According to this model a good speaker must have 3 elements which includes –

Ethos- 
The speaker have to be credible. If the audiences do not see any credibility in the speaker they will not trust the speaker.

Pathos-
Emotional bond is necessary so that the audience can feel that the speaker is in their own  side and the audience will be more influenced.

Logos-
Audience will believe the speaker if they see any logic in speaker’s speech. Although this model is speaker based but there is no feedback process.
The disadvantage of this model is there is no feedback or barriers. This model can be only used for public speaking. 


[bookmark: _Toc534800166]Communication Style followed at my workplace
 
I worked in John Lewis previously as a customer service assistant. John Lewis has a structure of democracy which means every employee has a say. John Lewis always held meetings for the employees where everyone can share their views and opinions. Every year all the employees have a one to one meeting with their managers where they can discuss their progress and future development plan. Email is another medium to communicate with the employees and the customer .
John Lewis use verbal ,nonverbal and written communication style to communicate with the employees and the customers. John Lewis is customer focused business. To communicate with the customers John  Lewis use email ,letters and   telephone service. Social media is another medium to stay in touch with the customers. John Lewis always put up their new product launching , clearance date and other information on the social media. Customers can also make complains on the social media.
Cloud based computer system allows John Lewis to resolve customer complains more effectively. John Lewis also use Twitter to communicate with customers and to increase sales.

[bookmark: _Toc534800167]Which things need to improve at my workplace-
For any workplace improvement of friendliness improve the work atmosphere. This will help the team members to communicate better with the customers. The important step is to improve teamwork at my workplace. The company should look for team members who can work better in a team, can work under pressure and who can display their willingness to take challenge.
To improve teamwork at my workplace it is necessary to create a comfortable and pleasant workplace to be created so that the team members feel motivated. This will encourage the employee and boost their energy level.
Acknowledge the  team members to share their ideas and views is also helpful. It will be good to involve the team members I decision making ,that way the members will feel they are a part of the business.
Teamwork is a skill that can be learn over the years . John Lewis can arrange different training days and team building games .Arranging formal and informal training will help the team to learn about teamwork more.
Confidence is crucial for business like John Lewis .If the employees shows confidence that will give the customers confidence to believe in the business. 
Within a busy work environment, everyone will have their own ideas about how things should be done. Even if any team members have disagreements with other colleague , their point of view should be considered and respected. We should respect every ones ideas and views to increase team work and reduce stress at workplace.
We should listen to other team members effectively as active listening is key to communication. Listen to other team members carefully, ask for any clarification . 
Openness is also important for my workplace. If any team member have any disagreement try to look at the bigger picture which will benefit the business.











[bookmark: _Toc534800168]How this Improvement can improve performance at  my workplace
Effective team working and good communication helps to achieve the goal on time. Motivate the team members to give their best. Good team work will ensure increased level of bonding. Every team member have something good to offer .Through teamwork every ones qualities will help the team to grow faster.
Good communication helps to solve any problem quickly. Every team member have unique ideas and they have their own perspective to solve the problem.
Effective team work will help the team members to achieve their goal on time without any stress. 

[bookmark: _Toc534800169]Conclusion


Communication skills are important to provide better customer services through effective teamwork. Effective teamwork is not only communicating with each  other , but also to be respectful to the other team members . The competition in the job market is high now, the team need to be responsible,   accountable ,honest to survive in this competitive job market. Effective team work and good communication makes a difference and bring positive results for the business.
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