




A report on communication within the workplace
Effective Teamworking and Communicaton Skills
Marva Walters-Cadogan
1711042
BMSK4002
Richard Small











Contents
The importance of communication within an employment context from real life experience	4
Some conflicts in the workplace related to communication	5
The relevant theories of communication to workplace examples	5
Way to improve communication at workplace	9
Bibliography & References	10



[bookmark: _Toc512933860]The importance of communication within an employment context from real life experience
Business needs to pass message and conversation among several parties to continue its process of production or service. Communication works as the process of transferring orders, request and messages between several parties. However, workplace communication among the employees can add value to the organisations if it can be designed in a convenient way. Communication is very much important for any country. The importance of communication cannot be described in a word. If there is no communication, the organisation will be stopped very soon (Abigail, R. and Cahn, D. 2011). The organisation is dependent on communication. Good communication can help organisations to run smoothly. Communication enables an organisation to share the information of the organisation to take the right decision at the right time to become profitable.  From the rea life experience, we can say that communication is  part and parcel of an organisation (Schneider, J. and Hollenczer, L. 2006). If there is no sharing of the information, the organisation will be unprofitable. From sharing the information, communication is highly needed. The management cannot take the right decision, as a result, the business will fail to attain the specific goals. The employees’ will be dissatisfied. For example, if we compare the two organisations where first organisation’s communication sector is better than the second organisation’s that of. The first organisation will be a leading company in the market (Abigail, R. and Cahn, D. 2011). Because the first one’s employees can exchange the information easily with others and which is beneficial for the organisation. In real life experience, communication is badly needed for keeping pace with the others organisations.
Whether the nature of the organisation,is manufacturing or service, it is necessary for the organisation to maintain communication among several parties. The communication within the organisation requires to transfer the message, orders, request, reports etc. to other employees and to respond towards them (Abigail, R. and Cahn, D. 2011). This process is termed as regular communication. There requires external communication with parties outside of the organisation as well (Schneider, J. and Hollenczer, L. 2006). This requires to maintain the communication with other parties including the suppliers, customers, creditors, regulatory bodies, contractors, distribution agencies etc. this external communication is also necessary for the organisations to manage its operations and processes (Flynn, N. 2004). 
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Some conflicts in the workplace related to communication
There are two types of communication:
 
Formal Communication
Formal communication is a lengthy process it shares information within the employment process. It is needed for completing the routine task. It has a formal structure. It maintains the rules and regulations of an organisation very strictly (Abigail, R. and Cahn, D. 2011). It is useful for maintaining good communication. In some cases, formal communication is necessary where it requires to keep records or keep evidence. Sometimes organisational process requires formal communication when the future response is made based on the evidences or records (Schneider, J. and Hollenczer, L. 2006). For example, when a supplier is contracted for redesigning the office, then the price and details must be mentioned clearly in the written format, formal communication is necessary. 
Informal Communication
Informal communication is very useful for any organisation to share the information within an organisation between the employments. It is very easier, shorter than formal organisation. It is not any lengthy process rather than it is very shorter process to share the information.There are some conflicts in the workplace related to communication. 
The conflicts are:
1. The information is not shared properly among the parties.
1. The information can be changed (Schneider, J. and Hollenczer, L. 2006).
1. The information can be biased among the parties.
1. The information can be hampered.
1. The information can be presented in a wrong place (Abigail, R. and Cahn, D. 2011).
1. The information cannot be reached among the parties at the right time.
1. Appropriate channels cannot be used.

And above these, any other conflicts may be arisen. And by using the appropriate channel, the probability of arising any conflicts of the organiSation can be lessened.
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There are some theories of communication. And these are 
1. Shannon and Weaver model of communication
1. Wilber Schramm Model of communication (Abigail, R. and Cahn, D. 2011)
1. Lasswell Model of communication
1. Newcomb’s Model of communication
1. Osgood Model of communication
1. David K. Berlo’s Model of communication
And some of these theories of communication will be described here.
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1. Shannon and Weaver model of communication
Shannon and Weaver model of communication has five parts of communication. These are sources: transmitter, receiver, and destination and noise (Abigail, R. and Cahn, D. 2011). This model is specially designed to develop the effective communication between sender and receive, also find factors which affects the communication process called “Noise”. At first the model was developed to improve the Technical communication. Later it’s widely applied in the field of Communication (Schneider, J. and Hollenczer, L. 2006). The brief description is given here: 
Source: Source is the actual message which will be transmitted (Cheng, S. 2010). And it is the first part of the communication theory. It includes news, data, idea, decision, part and so on.
Transmitter: Transmitter changes the signals and then it is transmitted. It is a decoding process. Computer cannot understand the message.  Hence for transferring the message, it’s decoded. And then it is transferred (Flynn, N. 2004).
Receiver: Here the decoded message is encoded. And in any communication process there is a receiver. It enables the reader to read the decoded message (Schneider, J. and Hollenczer, L. 2006).
Destination: In this case, the decoded message can be read. After decoding the message, it is sent to the reader.This is the fourth stage of the parts, in this process the whole communication  can be completed.
Noise: Noise indicates the unexpected sound. It lessens the efficiency of the message. Noise can change the messages to a great extent (Abigail, R. and Cahn, D. 2011). Noise is a big hamper for effective communication. Noise is an important part for the communication process. It disturbs the communication process (Darley, M. 2002). It can change the meaning.
Example: Suppose in an organisation, a worker wants to send a message about the monthly production of a product to the managers (Cheng, S. 2010). And here the worker uses technology to send this message. In this case, the message is the source of the theory,and is the main thing of the message (Fletcher, M. 1999). For sending the message, it should be decoded. Technology doesn’t understand our language so for this reason, the whole message should be decoded.  It is understood by computers. The decoding process is done by a transmitter, then it is sent. Now, the decoded message should be encoded. The receiver (manager) couldn’t understand the decoded message. That’s why it should be encoded to make it readable. This encoding process is done by the receiver. The final one is noise. In the transferring process, there may occur some problems, it is defined as a noise. It reduces the efficiency of the communication (Schneider, J. and Hollenczer, L. 2006). It is a hinder for transferring the message properly. So this is the communication theory of the Shannon and weaver model of communication, this theory is followed in the workplace to communicate with each other (Fletcher, M. 1999). By using the communication process, any types of messages can be sent very easily. 


2. Schramm’s Linear Model of Communication (1954)
This model of communication is another important model of communicating in the workplace. It is given by Wilbur Schramm (1907-1987) in 1954 (Abigail, R. and Cahn, D. 2011). He is the first professor of communication. The basis of this model is Shannon and Weaver model of communication. Information is of no use unless and until it is carefully put into words and conveyed to others. Encoding plays a very important role because it initiates the process of communication by converting the thought into content.
The parts of the model are Encoding, Decoding, Interpreting, Message, Source, Destination, Signal and Feedback. The brief is being discussed below.
Encoding: Encoding enables the messages to be made readable. The message is sent by the decoding process. It should be encoded to read (Schneider, J. and Hollenczer, L. 2006).
Decoding: Decoding part is done before sending the information and it is made for transferring the messages easily by using technology. 
Interpreting: Interpreting refers the activity of this encoding and decoding process.
Source: Source is the main context of this model (Abigail, R. and Cahn, D. 2011). It is the main part of the theory. It refers the text, message, idea, decisions. 
Signal: It indicates the actual time of transferring the message which means when it is transferred. It is an indication.
Feedback: It is the last process. Here after following the above procedure, the communication model is ended, then it starts again with the feedback. It is a responding process. Here the responses are done to the source from the destination. 
Interpersonal communication
Interpersonal communication refers the communication between the individuals to share their personal things or any other things (Abigail, R. and Cahn, D. 2011). It is basically done between person and it is informal communication. Some of the interpersonal communication is given below:
Body language: Body language refers the movement of the limbs and parts of the body. By using body language, one can express his or her words (Schneider, J. and Hollenczer, L. 2006). And it varies culture to culture. One sign may be good in one culture which may be bad in the others’, it is basically sign oriented. 
Active listening: Active listening refers the activity of listening others’ words properly. Some examples are conferencing, training and so on.
Personal presentation: Personal presentation is all about presenting one self. Personal presentation means present something on a defined subject matter in a formal way, presentation is one kind of interpersonal communication (Abigail, R. and Cahn, D. 2011). It consists of at least two peoples. By improving personal presentation, one can improve the communication skills.  It involves with how a person speaks, what a person says, body movement, cultural sensitive, what a person wear and so on.  
Context awareness: Context awareness is which giving answer of the users queries by using Information Technology. It is mainly used in the mobile industry (Schneider, J. and Hollenczer, L. 2006). Example: When we visit the website of a mobile phone company to ask the current price of a mobile phone, the process of giving answer by using technology is called context awareness. 
Written Communication: Written communication is done by writing it and hang on the notice board or any other open place where everyone can see it. It is one kind of formal communication and an informal communication also (Fletcher, M. 1999). It is one of the effective methods of communication.  It has two parts and these are formats and structures. The description of formats and structures is given below.
Formats: It is the process through which something is set or arranged. And every organisation has its own formats for presenting its data, memo, information, financial statements
Structures: Structure is the combination of arrangement and organisation of the materials interrelated elements. And it is an organized system of the interrelated parts. Example: A business letter has a various parts. The combinations of the different interrelated parts make the letter. 
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There are certain ways of improving the workplace communication. Employees having better communication skills are expected to have better performance at work. Moreover, the smooth and fast communication ensures proper feedback and reduces the error. The first way to improve the communication skill of the employees is the training. Workshops and training on smooth communication skills can enhance the employee performance on communication. Moreove ,using technologies for communication help increasing the workplace communication as well. Using telephone, email, etc. ensures that both formal and informal are made fast within and outside of the organisation. Motivating employees to communicate better also help to make things better. Cooperation from the superiors is also necessary for better communication at the workplace.












Executive summary 
Communication works as the process of transferring orders, request and messages between several parties. However, workplace communication among the employees can add value to the organisations if it can be designed in a convenient way. This is a report prepared on the communication process of workplace. The nature of the workplace communicating is discussed in this paper. Moreover, the nature of communication is analysed based on several theories of communication.  The communication theory of Shannon and Weaver model of communication and Schramm’s Linear Model of Communication is analysed to discuss about workplace communication. 
 


[bookmark: _Toc512933864][bookmark: _Toc450257372]Bibliography & References 
Abigail, R. and Cahn, D. (2011). Managing conflict through communication. Boston, MA: Allyn & Bacon.
Cheng, S. (2010). Microsoft Windows Communication Foundation 4.0 cookbook for developing SOA applications. Birmingham, U.K.: Packt Pub.
Darley, M. (2002). Managing communication in health care. Edinburgh: Balliere Tindall in company with RCN.
Fletcher, M. (1999). Managing communication in local government. London: Kogan Page in company with the IDA Improvement and Development Agency.
Flynn, N. (2004). Instant messaging rules. New York: American Management Company.
Schneider, J. and Hollenczer, L. (2006). The principal's guide to managing communication. Thousand Oaks, Calif.: Corwin Press.


