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    The purpose of this report is to demonstrate from the perspective of my work experience that communication is very important. Also, I will remind one more time about all types of  communication according to the theories learned in the class.

What is communication?
    As I have learned in the class ‘communication’ is each act of transmitting information. Information involves: thoughts, ideas, emotions, etc.
   In Business Dictionary ‘communication’ is defined as a two-way process of attaining mutual understanding, in which members now not solely alternate (encode-decode) information, news, thoughts and feelings but additionally create and share meaning. Per general, verbal exchange is a skill of connecting human beings or places. In business, it is a key feature of management - an business enterprise can't function barring verbal exchange between levels, departments and employees. 
According with Pyramid of Communication, intrapersonal communication are the base, followed by interpersonal, group, institutional and at the top is societal communication. Communication takes place by way of changing symbols to describe our thoughts and experience. Language is a frequent symbol system which is used for sharing our experiences with others in the life. We can additionally use other symbols like pictures, colours, signs and sounds to communicate. We do talk a range of things by our facial expressions, movements, apparel and so on, though we do not speak. This communications via phrases are known as Verbal Communication, communications through symbols are known as Non-verbal Communication.
Both types of communication are important at work. In the field I work it is a bit difficult to face such a challenge, considering that sometimes the attitude of other people, stress at work, agglomeration and fatigue somehow influence the way we should talk. Many times because of this we are misunderstood and receive what we have probably transmitted at the time. An example in this sense is ‘Communication Cycle’ which describes the channel itself trough which the communication passes. 
Communication Cycle includes these parts: senderencodingmessagereceiverdecoding and feedback
Verbal communication we using most of the time at workplace, which is oral communication and writing communication. 
Oral communication implies communication through mouth. It includes that when we are conversing with each other, be it direct trough dialog with manager, collegues and costumers or telephonic conversation, most of the time with costumers when they are requesting for bookings. Speeches, presentations, discussions are all forms of oral communication, these are most often worn by the manager and the supervisor who monitors us. Also, verbal and direct communication is when we do first interview for work, or even many times because of choosing, meetings face to face about what is going wrong or better with our service at work, trainings when we are learning something new about desserts decoration, drink making, delivering great costumer service. 

Advantages of Oral Communication
· Verbal exchange is an necessary for teamwork and crew energy;
· There is excessive level of appreciation and transparency in oral conversation as it is interpersonal;
· No element of stress in oral communication. There is flexibility for permitting modifications in the selections in the past taken;
· The feedback is spontaneous in case of oral communication. This, decisions can be made rapidly besides any delay;
· Oral communication is no longer only time saving, but it also saves upon cash and efforts;
· The conflicts between staff, disputes and many issues at workplace can be put to an quit by speaking them over;
· Oral conversation promotes a receptive and encouraging morale among organizational employees;
· Oral verbal exchange can be nice used to transfer personal and private information/matter.




Disadvantages or Limitations of Oral Communication

· Relying only on oral conversation can also no longer be ample as business communication is formal and very organized;

· Oral conversation is much less actual than written communication as they are casual and no longer as equipped as written communication;

· Oral communication is time - saving as some distance as daily interactions are concerned, but in case of meetings, lengthy speeches eat lot of time and are unproductive at times;

· Oral communications are now not convenient to keep and for this reason they are unsteady.

· There may additionally be misunderstandings as the facts is no longer entire and may lack essentials;

· It requires attentiveness and remarkable receptivity on section of the receivers/audience.

Writing communication has a big importance today in business. Speech got here earlier than writing. Writing is a recreation of the mind and is more unique, legitimate, formal and dependable than speech. But whilst speech is spontaneous, writing motives lengthen and takes time as remarks is no longer immediate.
An example of writing communication are orders we take from costumer’s table. We listen what they want to order and we must take notes on notepads and after put the information trough computer to be sent in the both section, kitchen and bar. Basically, here it involves both communication verbal and writing communication. 
Owner, manager and supervisor are in charge with writing communication. They are writing emails, tapping to the computer, working with papers, filling forms, creating documents, employment packages, etc.
Advantages of Written Communication
· Written conversation helps in laying down apparent principles, insurance policies and policies for running of a company I work;
· It is a everlasting ability of communication. Thus, it is beneficial the place report maintenance is required;
· It assists in suited delegation of responsibilities. While in case of oral communication, it is not possible to restoration and delegate duties on the grounds of speech as it can be taken lower back by the speaker or he may additionally refuse to acknowledge;
· Written verbal exchange is extra particular and explicit;
· Effective written verbal exchange develops and enhances a company’s image;
· It provides ready information and references;
· Legal defences can rely upon written verbal exchange as it offers legitimate records.

Disadvantages of Written Communication
· Written verbal exchange does now not save upon the costs. It costs large in phrases of stationery and the manpower employed in writing/typing and delivering letters;
· Also, if the receivers of the written message are separated by distance and if they need to clear their doubts, the response is not spontaneous;
· Written conversation is time-consuming as the comments is no longer immediate. The encoding and sending of message takes time;
· Effective written verbal exchange requires exquisite competencies and advantage in language and vocabulary use. Poor writing skills and first-class have a poor affect on company’s reputation;
· Much paper - work and e-mails burden is involved.

What is Non -Verbal Communication?
Non-Verbal Communication is called also as ‘gesticulation’ or body language. Body language is the use of physical behavior, expressions, and mannerisms to talk nonverbally, frequently achieved instinctively as an alternative than consciously. 
Types of non-verbal communication are: our body movements and posture, gestures, facial expressions, eye-contact, touch, voice when we are talking or not.
Whether we are aware of it or not, when we interact with others (many times  me with supervisor) we’re always giving and receiving wordless signals. All of our nonverbal behaviours—the gestures we make, our posture, our tone of voice, how a lot eye contact we make—send robust messages. Remind Cycle of Communication. They can put humans at ease, construct trust, and draw others towards us, or they can offend, confuse, and undermine what we’re making an attempt to convey. These messages don’t give up when we give up speak me either. Even when we’re silent, we’re nonetheless speaking nonverbally.
There are 4 categories of non-verbal communication: aesthetic, physical, signs and symbols. An physical example which involves bodily movements I will describe below at my work - place(in the restaurant).

When does our way of communication with others can go wrong at work?

    In some situation at work,  I’m supposed to talk many times with supervisor  to report about work done, and what I’m saying to her, and  what I transmit through my body language can happen to be two totally different things, sometimes. If my mouth told one thing, for example ‘I polished cutlery already’ but actually wasn’t like that, however my body language said something else (my ayes was looking down), the person who listened me (supervisor- listener) will possibly feel that I’m being dishonest, I lied.  When is like these situations the listener, supervisor has to choose whether to trust my verbal or nonverbal message. Since physique language is a natural, unconscious language that announces my actual feelings and intentions, she’ll probable select the nonverbal message.
SENDER(supervisor, the person who originates the message)ENCODING(the process of turning my thoughts and feelings into communication)MESSAGE(Me:‘I polished cutlery already’, the content of the communication)RECEIVER(supervisor, the person who gets my message)DECODING(the process of evaluating my communication and making meaning of it)FEEDBACK(the return message, can be negative or positive).
However, through enhancing how we recognize and use nonverbal communication, we can express what we clearly mean, join better with others, and build stronger, extra lucrative relationships. Also, is very important how do the management communicate with us and how we perceive the message they convey.

The importance of  Effective Communication at Workplace 
Effective Communication is sizable for managers in the businesses so as to operate the basic functions of management, i.e., Planning, Organizing, Leading and Controlling.
Communication helps managers to perform their jobs and responsibilities. Communication serves as a foundation for planning. All the critical information ought to be communicated to the managers who in-turn ought to speak the plans so as to implement them. Organizing also requires high-quality verbal exchange with others about their job task. Similarly leaders as managers must communicate successfully with their subordinates so as to acquire the crew goals. Controlling is now not possible barring written and oral communication.
Managers dedicate a remarkable part of their time in communication. They spend incredible time on face to face or telephonic verbal exchange with their superiors, subordinates, colleagues, customers or suppliers. 
The importance of conversation in an employer can be summarized as follows:
· Communication promotes motivation through informing and clarifying the staff about the jobs to be done, the manner they are performing the task, and how to improve their performance if it is now not up to the mark;
· Communication is a supply of information to the organizational members for decision-making system as it helps figuring out and assessing alternative direction of actions;
· Communication also performs a imperative position in altering individual’s attitudes, i.e., a well knowledgeable person will have better mindset than a less-informed individual. Organizational magazines, journals, meetings and a number other forms of oral and written conversation assist in moulding employee’s attitudes.
· Communication also helps in socializing. In todays lifestyles the solely presence of some other man or woman fosters communication. It is additionally said that one can't live to tell the tale without communication.
How could be improved communication towards Management-Staff and viceversa?
  As I  mentioned earlier, verbal exchange additionally assists in controlling process. It helps controlling organizational member’s behaviour in a number ways. There are a variety of levels of hierarchy and certain concepts and suggestions that personnel need to observe in a company. They need to comply with company’s policies, perform their job position successfully and communicate any work trouble and criticism to their superiors. Thus, verbal exchange helps in controlling feature of management.
An effective and efficient communication machine requires managerial talent in delivering and receiving messages. A manager should find out a range of obstacles to communication, analyse the motives for their occurrence and take preventive steps to avoid these barriers. Thus, the fundamental duty of a supervisor is to strengthen and preserve an fantastic verbal exchange machine in the company.
    In conclusion, from this module I have learned that communication is not only what we actually say but, in fact, communication means much more. The way we behave, how we dress, how we move, what we say, and what attitude describes us as a whole. Without realising it or maybe sometimes, consciously, we offer messages to people without speaking directly to them, because they alone make their final conclusion. We care whether or not it depends on the cultural values of each one. But as long as we have an important function in society, we should have communication as such if we want people to believe in us, of course to offer seriousness if we want to receive the same in return.
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In-class exercise 1

Student Name: _// /9'77}///& P/Uﬁ A/QQ ___ StudentID: %ed

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It wi 2
to you at the next session. You will need to include a scanned copy of this exercise in the fo

appendix together with your Task 1 (part of the Assignment for this module).

Ex.1. Read the following brief and write a business email according to the instructions.

You are the Director of Communications at your company and you would like a Supervisor, Mary
December, to go on a training course in non-verbal commumcatlon because you have observed
that her non-verbal skills sometimes send the wrong message.

- Tell Mary why you are writing

- Say what you have observed about her communication skills

- Tell her how you think this course would improve her skills and her relationship with her fellow

workers. . /
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Exercise2: COMMUNICATION: A CASE STUDY

- , thi i

As yo: re:d the;lr.::::s:nsv:k about.how You might help communicate with the employee to

remedy the conflict. er the critical thinking questions at the end of the case and, whereve
5 r

possible, say whose communication model is relevant

BARRY AND HIS STAFF

Barry is a 27-year i
’ vear old whois the manager of a restaurant. He is responsible for supervising and

managing all ; :
ging all employees in the kitchen. Employees working there range from 16 years old to 55

ears old. | iti
y e n addition, the employees come from varied cultural and ethnic backgrounds. For many,
English is not their primary language.

Barry has a Health and Safety (Food) Certificate and tries his best to keep up with food safety issues
in the kitchen, but he admits it's not easy. Employees receive “on the job training” about food safety
basics (for example, appropriate hygiene and handwashing, time/temperature, and cleaning and
sanitizing). But with high turnover of employees, training is often hurried, and some new employees
are put right into the job without training if it is a busy day.

One day Barry overslept because he had been working on his car until 2 a.m. He was rushing around
and realized that he didn’t have a clean uniform. However, he managed to find one that was not
very dirty. As he dressed, he realized that he needed a haircut and a good hand scrubbing, especially

after working on his car.

When he arrived at work, he dashed into the kitchen and noticed several trays of uncooked meat
on the work tops. They appeared to have been sitting at room temperature overnight. He called one

of the kitchen staff and asked: ‘Why did you leave the chicken out when | told you to put them in

the fridge?’
‘| heard you screaming but | thought you were trying to talk to the chef above the

er he was using. | didn’t know you were talking to me’. Barry is frustrated and
ing his head against a brick wall in trying to get

The man replied:

noise of the food mix

doesn’t know what to do. He felt like he was beat

his employees to practise food safety.
hem to learn how to handle food safely. He has put large signs

He has made many efforts togett
D HOT AND COLD FOOD COLD and WASH YOUR HANDS OFTEN.

all over the kitchen: KEEP HOT FOO

Questions:

What are the communication challenges and obstacles that Barry faces?

1.
2 Whic
3. What solution

explain Barry’s problems?

h communication models can you use to
hese challenges or obstacles?

s might Barry consider in addressing eachof t
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