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Introduction
Section 1

Communication involves interchange of thoughts (notions), knowledge, propositions with the outcome of understanding between one or more persons with one being the sender and the other the receiver. 

Example of this is the sender wants to transmit knowledge to a close friend this could be accomplished in many forms, such as in a conversation in person face-to-face or using technology in the form of a text message, through transmission media on various Applications such as Instagram, WhatsApp, Facebook or in the form of an image. The sender may choose to use WhatsApp to transmit knowledge in the form of an image, the close friend in this case the receiver upon receiving the message from the sender must decode the message that has been received in the symbol of an image using WhatsApp for the purpose of clarifying the message and grasping the aim or purpose of the sender as demonstrated in the image below.

[image: Communication system Sender: The person or body responsible for sending the messages is called the sender. The Researcher acts as a Sender of messages (SIM) stored on CD-ROM. Encoding: Sender puts information in the form that is suitable for the receiver. Software and hardware will convert stored information in memory into the audio and video form. Receiver: This is a person or a body, which receives the message. Learner will see the computer monitor, and will hear audio from speaker/headphone. The learners are in the DCHMNT program of YCMOU. The learners will receive the message. Decoding: The learner will interpret the message. If encoded wrongly, distortion likely to occur. Receiver will try to get meaning from displayed information and audio.  ]

          







(Fig. 1: Communication system Sender: The person or body responsible for..., 2021)

It is very important to have effective communication at the workplace as a vast multitude of potential problems can arise and obstruct the process and block understanding.

There are many factors that may contribute to miscommunication and misinterpretation of messages being sent such as language barriers, interpersonal conflicts, cultural bias or even the noise in the background when receiving the message or sending the message. 

This report will show how these matters affect businesses in general and using a case study relating to my own workplace situation and include examples.
This report examines three different models of communication Shannon and Weaver (1948), Schramm (1954) and Berlo (1960/64)

This is a report based on Communication skills which is very important especially for the workplace bad communication Skills could slow progress or even put a stop to it however a good communication skills knowledge could result in successful results with greater work prospects and opportunities.


 




























Models of Communication 
Section 2

2.1 (Shannon and Weaver 1948) 
It is a straightforward theory between a sender transmitting a message     through an encoder which is decoded at the other end to make sense to the receiver, but noise could twist the message as in the case study ‘Maria and Pedro’ where the noise of the building site could have resulted in the bending of Maria’s message leaving Pedro with ‘kitchen’ instead of ‘chicken’. 
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(Shannon and Weaver 1948 Example Diagram)

As the diagram shows and it also shows from reading the case study (Refer to appendices for more information) the setting in which Pedro works the building site. Given the situation Shannon and Weaver 1948 were probably thinking of physical noise. As Kitchen does sound like Chicken there is a huge similarity. It would make a huge difference if that noise hadn’t been there. The misunderstanding could have been avoided. 

At my workplace when I worked for Uber telecommunications team there was a time when I faced with a big decision if I wanted to go for an interview to continue on to stage 2 working permanently at Uber or resign and because of noise influence from co-workers who spoken for weeks influencing our small teams I decided to follow them and resign because the noise or sound they were transmitting was that we were not getting picked also that the managers knew who they wanted and were going to fire the rest. Turns out that everyone that did go for the stage 2 interview stayed on for another 3 months contract. Had I spoken directly to the managers I would have gone to the interview and stayed on to work for telecommunications team I guess the noise was too loud.







2.2 Schramm (1954) Model 
Schramm Model of communication defers from Shannon and Weaver 1948 model as it is often used to solve problems as it includes feedback. As the diagram below shows. It is circular. Sender can also be involving in receiving depending on where cycle is both persons involved have the role of interpreter. 
Figure 1. Schramm (1954) Model Diagram
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Maria and Pedro should have used this to encrypt the message as Pedro should have given Maria some feedback which would have resulted in letting Maria know if he understood she would have corrected his misinterpretation.










2.3 Berlo Model (1969/64)
Berlo involves having some form of skills in the communication area also knowledge with the right attitude. And example I will speak about is The Professor and the Village people the professor made 0 effort to get to know the village people who lived close to him instead he was very well known at the Welsh University that he worked. Different Cultures involved where the professor and the village people spoke different languages and were from different countries the professor was not familiar with the culture, he didn’t learn their language nor anything about them. One day the Professor falls asleep and waked to the burning smell come from his home, he runs to the closest which are the village people and speaks in posh English there’s a fire. The village people ignore him and do not do a thing to help. Had the Professor adapted the Berlo (1969/64) he would of obtain the correct form of communicating with the village people that he needed help with knowledge this incident would have been resolved fast and steady. 
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(Berlo's Communication Process Model as Applied to the Behavioural Theories of Maslow, Herzberg, and McGregor | Academy of Management Journal, 2021)

When I was working for a family firm, I had the kids home during that time and I was affected by external noises such as my toddlers not getting on crying constantly calling “Mummy, Mummy.”
I came up with the solution of doing my phone call during nap time.


Communicational Skills 
Section 3 

3.1 Verbal 
The use of Verbal expression is amongst the most common ways for individuals to communicate with others. When orders tasks are given at the workplace or as a team at the workplace begin structuring projects to accomplish the goals set hundreds if not thousands, of verbal words are exchanged. The person in charge of the manager may have to explain the task face-to-face or through various of comments because member of any given team does not always know the exact intent of one another’s.

Wheelan, Davidson, and Tilin (2003) developed systems called Group Development observation system (GDOS). The observation found that groups that were already formed & established made use twice as much of the task related statements compared to newly formed groups.

At my previous workplace there were times when we had the privilege of welcoming new members to the team the ones who were already in my team and worked alongside me showed expressions of warmth, friendship, and support toward the new team members we were able to transfer skills to those who were serios and dedicated. There were many new members who had Flight statements avoided the work, demonstrate lack of commitment to the group/team (Maud, Schriek and Tinkler, 2017).
	
Verbal Communication
	
Forms of Verbal communication

	
Where?

	Boss has a project for a charity event which he assigns the manager in the events and manage =ment section to conduct 
	Virtual Face-to-face
On the phone 
In person face to face
	 Microsoft teams/zoom
Via WhatsApp App
In the office or at the cafe

	The Manager assigns 6 different groups with 5 individuals to present their PowerPoint ideas on a deadline date set the best one wins a prize Bonus 
	Group 1,2,4
Good communication skills 

· On time 
· Attentive 
· Work to show
	Group 3,5,6
Poor communication skills 

· Late 
· No notes 
· No meeting 

	
Deadline arrives 
	
Groups 1,2,4 are awarded with Group 1 wining.
	
Group 3,5,6 have a meeting with the boss pending




The overall lesson from this small Example is that Communication is very important and could cost your job in the long run.

3.2 non-verbal 
Non-verbal cues from a person does not involve speech it could be smiling eye contact.
When I worked at a retail store named Tie-rack I gained a lot of experience and positive feedback from returning customers my facial expression was always welcoming and I had a very good posture. It is important that when attending a meeting whilst at the workplace we attain maintain the correct posture not just physical appearance in the way we cloth ourselves also in the mannerisms in our demeanour should be soft smiles warm attentive. Body posture not slouching.

3.3 Listening
Active listening is important when understanding what another person is saying it requires effort and discipline. You need to listen actively to understand others before you give your meaningful opinion (Maud, Schriek and Tinkler, 2017).
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(Counselling Basics: SOLER, 2021)








                                                             
Conclusion
In conclusion Communication is highly effective when received through the correct channel it can be decoded and interpreted. It is also important to learn about the culture around us as we learnt from the Professor and the village case there may be an urgent situation where you may have to communicate with other persons asking for urgent support and guidance.
There are different types of communication skills required at the workplace, it is essential to learn them so that they can be applied for the right purpose at the workplace for positive effective results. Also, we want to make sure the message or knowledge we are passing on can be decoded by the receiver with good understanding of the message we are sending.



    












Appendices

 Maria and Pedro in-class activity June 2021 
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In-class activity/Homework
18/06/21

MARIA and PEDRO

Pedro works on a building site and Maria i his wife.
One day Maria phoned Pedro.

Hello, Pedro, when you're coming home, see if you can get me a chicken.’
‘Okay,’ replied Pedro.

When he got home, Pedro took off his boots and coat and went into the kitchen.
‘Maria, where are you?” He said

Here - in the sitting room,’ she said.

When Pedro went into the sitting room, Maria said, ‘Where is the chicken?”
“What Chicken?” Asked Pedro.

The one | asked you to get on your way home.”

Oh, nol I thought you said when | come home | will see you in the kitchen!

Answers

|@: Why do you think Pedro misunderstood Maria?

Answer: Because of the setting where he was at the environment in which he
worked was a building site so that may have been noise in the background
causing noise, so he was unable to decode Marias’s message of Chicken with
Kitchen as they sound similar.

Q: Whose Model of Communication explains this confusion and why?
Answer: Shannon and Weaver (1948) Model because the channel is noise, |
can relate as | have two toddlers and | have to tell them to be quiet when am
on the phone as | cannot hear the person on the other line of the phone to
me.

Q: How could this have been prevented?
Answer: With Berlo (1960/64) the sender in this case study Maria would have
had the correct communication Skills and knowledge as in Pedro works at a
building site which is often loud so her attitude would have been to send the
message to Pedro via text message. The receiver in this case study Pedro
would have decoded the message as Berlo involves understanding the
‘message through effective communication Skills. In effect the issue would
have been avoided.

Q: Whose Model of Communication explains how it could have been avoided?

Berlo
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