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Introduction:          
In this report  I will be writing about what is communication, why  communication is important in management. Ill also be writing about the relevant theories, the challenges of communication in work place and how we can solve them.            
What is communication?
Communication is to able to convey information to one another efficiently that includes good eye contact, language and your tone of your voice. It is good to have good communications skills for professional and personal life. Good communication skills is not just about speaking it is also about listening if you listen you can communicate better because you will know what you’re speaking about. Communication is key everyday example: giving out important orders at work you need to make sure you give clear instruction as if you don’t communicate properly it may affect your work.
Why is communication important in management?
Communication in management is important because it allows mangers of the workplace to work as a team and the staff to understand what they need to do, communication is vital as if a staff has an issue or finding something difficult if the manager has clear communication form than staff will find it easier to interact with the manager with their problems.
K-know yourself
E-Evaluate the professional context
Y-Your communication interaction with others
S- Step back and reflect
How communication can be made effective in business organisations?
Having a good communication with staff can be very effective in a business this will make you have good relationship with the staff, the staff would want to do well and make sure the business is doing well which will be good for you and the business. Having clear commination skills will always benefit the business and will make the workplace a nice place to work in.








Shannon and weaver theory is one model of communication:
[image: ]

The person who wishes to communicate the message. they makes up the message and the way it is communicated. The diagram shows how the message is changed into signals, for example sound waves. This is done by the sender when transmitting the message. 

Schramm and Berlo theory is another model of communication:	
[image: http://2.bp.blogspot.com/-7N21Mf3944M/VJ5HDAtXjVI/AAAAAAAAAqQ/fAFx73NfgiE/s1600/berlos-smcr-model-of-communication-picture%2B(1).jpg]

The sender encodes the message and sends it to the receiver through a technological channel like telephone and telegraph. The sender converts the message into codes understandable to the machine. The message is sent in codes through a medium.             
We did an in class exercise which focused on the schramm and berlo theory, this helped to understand the model of communications as I was not familiar with the 2 different model of communications and how they both worked in communication. I have gained knowledge on both Shannon and weaver and the schramm and berlo theory.                     

The importance of effective communication: 
It is important to have effective communication, when I worked  in my nursery my manager always had good communication with us, each month she had a meeting with each term and we could speak about anything that was bothering us or if we needed to discuss anything, I was able to communicate all my issues with my team without feeling scared they wouldn’t take it will but because we had good communication from the beginning it was easier for me. My manager was very understand as when I fell pregnant I was off few times as I always having sever nausea my manager would ring me every day and ask how I was and if I needed to pass on any information about the children to my staff, she also emailed me and my time the days I would have appointment so my team could the activities so it would not affect the children learning further more after few week I got very sick was missing a lot of time at work which was started to effect the kids and my team so my manager decided to leave me out of all the activities that was planned till I got better, I had stuff planned  for the children which I emailed it to the staff and fortunately went everything well and the kids was not affected or the staff this only happened because we had effective communication between me the team and my manager.
Methods of communications?
Verbal: Verbal communication is the use of language to handover information through speaking or sign language. It is one of the most common types, often used during presentations, video conferences and phone calls, meetings and one-on-one conversations. Verbal communication is important to how you the tone of your voice and also the speed you are talking in, if you talk really fast the person you are trying to communicate to will not understand what you are trying to say and the maybe a miscommunication.

Non-verbal: Nonverbal communication is the use of body language, gestures and facial expressions to carry information to others. You can tell my someone’s body language hoe they are feeling towards if the not facing closed shoulders this may mean they don’t want to speak to or are not interested to speak to you, you can also tell through facial expressions if they are not smiling they may not want to speak to you but if they are smiling and making eye contact that means they are listening to you and will communicate back well and they are interested with what you have to say.

Written: Written communication is writing, typing or printing symbols like letters and numbers to carry information. It is helpful because it provides a record of information for reference. Writing is commonly used to share information through books, pamphlets, blogs, letters.  Emails and chats are mostly used to communicate in workplace.
Visual: Visual communication is the using photographs, art, drawings, sketches, charts and graphs to carry information. Visuals are often used during presentations to provide helpful context alongside written and/or verbal communication. Visual communication is very good for people that maybe not have the ability to speak so they can express themselves visually. 

How does communication work between management and employees and to what purpose?
Communication between employees and management depends on what kind of job it is, for example in retail the manager maybe be more laid back than manager that works in a high profile workplace. Every workplace should a professional relationship between employees and manager. If my manager is professional with me but does throw few jokes here and there I will be comfortable to communicate better with the manager, if the manger is very firm speaking and does not make eye contact I wouldn’t feel comfortable to communicate or feel like I go to my manager if I had any issues. I believe you can be professional but have an effective commination so it makes the relationship between employees and manager enjoyable but also have that level of professionalism.

Challenges/problems of communication in workplace?  How to solve the challenges?
The challenges the workplace may face if the team do not get along and are not good at communicating well with each other, which can effect team work than affects the workplace and causes tension. Language barrier can also be problem if English is not their first language the team may not want to approach that particular person even if there was a problem and the problem will be left unsolved which will than affect the workplace. I think all manager should have a meeting once a month to clear their problems  and then go to team building session which help the team be more confident to communicate better with each other. If a team member has an issue they feel like they cannot approach the other person they should go to the manager and the manager should deal with the situation quickly so it doesn’t cause tension between the team and if the manager does solve the problem it will be one less stress for the team.

Conclusion:
[bookmark: _GoBack]In this report I have written about communication, the model of communication and the four different methods of communications. I also wrote about my own experience when I worked in a nursery and how effective communication was important and how we made communication easy between team and management. I covered how workplaces can face challenges of communication and how it could be solved. I am more aware of how having good communication skills is important to have in a workplace as if you don’t have good communication skills it affect the workplace and also relationship between employees and management. I also realised managers do have lots pressure on to make sure employees are happy and always have to keep good communication with everyone ensure the workplace is doing good also the employees stay happy enjoy working.
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