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1.0 [bookmark: _Toc502912308]Introduction 

Communication skill is most important and require for the workers. Every worker should be good at both oral and written communication process. According to Johnson (2015) for developing their workers’ communication skills several companies invest sufficient amount. In this report, the reporter mainly emphasizes on the importance of the communication skill of the workers in the workplace and discuss about the fact of “Overwhelmed with work”. Then, this paper discusses several communication models and types of communications in workplaces. 
[bookmark: _Toc502912309]2.0 My friend’s real life experience in workplace 

My friend has been working at a branch of Greggs plc which is a top food chain company in UK. Now days his workload has risen up severely. As the workload is high he faces many difficulties to finish the work on time. His workload becomes double as he has been taken the responsibilities of the workers who are no longer in this company. There is no helping hand for him as no one is hired. For this reason he becomes weak in physically and mentally to maintain the workload. And it also creates a bad impact on his social and family life. In this circumstance, it is my opinion that the Greggs’ manager should communicate to him more efficiently for finding out the problems. 
[bookmark: _Toc502912310]3.0 Communication 
[bookmark: _Toc502912311]3.1 Definition of communication
Communication refers to a method by which people mutually interchange their opinions, thoughts, information, activities with others individuals. The regular processes of communication are speaking otherwise writing through a sender otherwise reading the receiver. Maximum communication is verbal, one group is talking and others think it is.
[bookmark: _Toc502912312]3.2 Communication and its goals
Communication is gathering information, sharing opinions, exchanging ideas, doing presentations, and attending lectures. The goals of communication are to change behavior, to get action, to ensure understanding, to persuade, to get and give information. 
[bookmark: _Toc502912313]3.3 Methods of communication 
The most common ways to communicate are speaking, writing, visual image, and body language. Communication is classified as verbal (oral) communication, written communication, and non-verbal communication.  On the basis of organization relationship, communication is classified as formal and informal. On the basis of flow, communication is classified as vertical, horizontal, and crosswise/diagonal. On the basis of expression, communication is classified as oral, written, and gesture. 
[bookmark: _Toc502912314]3.4 Barriers of communication 
The common barriers of communications are semantic barriers, emotional or psychological barriers, organizational barriers, barriers in Superiors, and personal barriers. 
[bookmark: _Toc502912315]4.0 Communication models 
[bookmark: _Toc502912316]4.1 Communication process model 
The process of the communication related with several elements such as senders, message, receivers and feedback. The senders formulate messages through different communication channels (like verbal, telephones, voicemail, online, email, letters, and other media), where the receivers decode the messages and formulate feedback that are decoded by senders (EnkiVillage, 2016).
Advantages of the communication process
It increases the mutual gaze, which may help with understanding. In this process the receivers have opportunity to present their opinions and senders understand about the consumers that means receivers demands and requirements basis on their opinions. The feedback is very quick process via oral communications. So, decision can be made quickly without any delay (EnkiVillage, 2016).


Disadvantage of communication process
There are some disadvantages of this communication. If the channel in this communication is verbal then it can be quickly forgotten, especially if there are multiple points to consider. There is lack of non verbal communication (EnkiVillage, 2016).
[image: C:\Users\Bob Wilson\Desktop\communication-cycle.jpg]

                               Diagram:  Process of Communication             Source: EnkiVillage (2016)
[bookmark: _Toc502912317]4.2 Shannon-Weaver Mathematical Model, 1949
Shannon-Weaver model was introduced by the American mathematician and electronic engineer Shannon and American scientist Weaver in 1949. This model is especially designed for improving the suitable and workable communication between the senders and the receivers. This process related with various terms such as information sources, noise, various channels, message, receiver, data destination, encodes as well as decodes (Parks, 2017)..
Advantages of the Shannon-Weaver Mathematical Model, 1949
The idea of noise is helpful to communicate through to remove the difficulties due to noise. This method accepts communication like two way process. This applies to standard communication (Parks, 2017).
Disadvantages of the Shannon-Weaver Mathematical Model, 1949
It can be further applied to interpersonal communication than group communication as well as mass communication. The sender's most important role is to send passive receiver to the passive segment of the communication process. Response to sender messages is accepted is not much significant (Parks, 2017).
[image: C:\Documents and Settings\Andrew.ANDREWS-WORK-DE\My Documents\Handouts\Communication\Communication Models_files\Shannon-Weaver%20Model.gif]
Figure: Shannon-Weaver Mathematical Model, 1949     Source: Parks (2017)
[bookmark: _Toc502912318]4.3 Berlo’s Model of Communication
Berlos’s model of communication was first introduced by the David Berlo in 1960. He influenced the various parts of communication which made communication extra capable. This model related with the several components such as source, message, channel and receiver. Source deals with the communication skills, attitudes, knowledge, social system and culture of the senders. The other component of this model is message with deals with the content elements, treatments, structure and code. Channel is related with hearing, seeing, touching, smelling and tasting. The last component receiver deals with the communication skills, attitudes, knowledge, social system and also cultural condition (Postman, 2011).
Advantages of the Berlos’s model of communication
This model is related to senders and receivers’ communication skills, attitudes, knowledge and social and culture systems. So it has chance to know each other’s and develop these skills (Postman, 2011).
Disadvantages of the Berlos’s model of communication
According to Postman (2011), this model is a complex model. In this method there have no chance to know the feedbacks and effects. It doesn’t show the difficulties of the communication. The key weakness of the model is that the model is used as a channel of six senses, which is really a gift to people (thought, realizing, analysis, and so on.).
[image: ]
Figure: Berlo’s Model Of Communication         Source: Postman (2011)
[bookmark: _Toc502912319]4.4 Schramm’s Model of Communication, 1954
Welber Schramm was found the Schramm’s model of communication in 1954. According to this model, communication is considered as the two-ways process whereas both senders and receivers send as well as receive messages. Messages in this model are related to encoder, interpreter, and decoders. Encoders are the individuals who changes the message sent to the code. The decoder is the person who receives encoded messages sent through the encoders and the persons are understood by the language. Interpreter is an individual who attempts to understand as well as evaluate the message (BUSNIESSTOPIA, 2017). 
Advantages of Schramm’s Model of Communication, 1954

It is a dynamic and changing model and easy for normal uses. Senders and receivers both are active in this model. He syntax included as an idea helps explain the problem that can occur during the word message explanation. Feedback easily analyzable and known the consumers opinions (BUSNIESSTOPIA, 2017). 

Disadvantages of Schramm’s Model of Communication, 1954

This model is not effective in doing multi-channel communications as well as sophisticated communication process. Thus, messages sending and receiving may be interrupted in applying this communication model. 
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Figure: Schramm’s Model of Communication, 1954    Source: BUSNIESSTOPIA (2017)
[bookmark: _Toc502912320]5.0 Types of communication 
[bookmark: _Toc502912321]5.1 Verbal communication 
Notes Desk (2015) disclosed that the communication that broadcast message in words is known as verbal communication. This communication requires two steps: word of mouth and a piece of writing. It is needed to understand each type of communication. Simple and small is the most efficient size of verbal communication. According to Rothwell (2015), the obstacles are made by people’s behaviors, awareness, feelings and opinions. The senders have to judge themselves on the receiver’s point of view. The manager of Greggs can use this method to find out the issues with my friend. Notes Desk (2015) stated that, verbal communications are classified as oral communication, and written communication.
Oral communication 

Oral communication means communicating through spoken words. There are various ways to communicate for example telephonic, speech, face-to-face conversations, television, radio, video, voice over internet. According to Rothwell (2015), the effectiveness of this communication depends on speaking clearness, speed, volume and speaking area. There are many advantages of oral communication. The main advantages are: a) feedback can be gained quickly; b) there is the opportunity to observe the body language and facial expression in face-to-face conversation and so it is trustworthy process. According to Martin and Thomas (2014), on the other hand the disadvantage of this conversation is that there is no time to think deeply as the users have to deliver the communication instantly in face-to-face discussion. 
In order to find out the problem, Greggs’ manager can perform a face-to-face conversation with my friend. The manager should select an off period for asking my friend to meet. Then the manager should be informed that my friend’s workload has been constantly uncontrollable. After that the manager should explain the works which can be done and which cannot be done. Then the manager should offer some solutions. And if my friend does not like the solution the manager should ask for solution to my friend. Then the mutual agreed solution should be followed.


Written communication 

The most efficient verbal communication is written communication. About 85% formal communications in business is written communication. There are many reasons of using this communication in business organizations. According to Martin and Thomas (2014), in business there are needs of many documents. In order to communicate with the stakeholders, there is requirements of exchanging and preparing of letters reports, notices, memos, circulars, minutes and reports. The format and arrangement of this communication will be according to the business schemes. According to Articles Junction (2015), this communication should be in proper format and the message should be clear so that the receiver can easily recognize the meanings of the message. 
Types of written communication 

[bookmark: more]There are two types of written communication; formal and informal. It is given in the figure below:
[image: types of written communication]











In accordance with Article Journals (2015), the formal communication are official letters, business letters, press reports, reports of departmental heads, house journals, newsletters, bulletins, manuals, auditor’s questionnaire, press release, pamphlets and leaflets, notice, circulars, etc. the informal communications are personal essays or personal letters. 
In order to find out the problems in my friend’s workplace, the manager should use written communication in formal or informal ways. The manager should write an email or letter to my friend about the issue and explained the issue broadly and as well finding the appropriate solution for the problem.  And after that in informal way the manager can write personal letter for finding out the problem. 
[bookmark: _Toc502912322]5.2 Non-verbal communication (body language)
Non-verbal communications are the types of communications where the communications are made through wordless messages. According to Notes Desk (2015), body language of the speaker is the non-verbal communication. According to Pease and Barbara (2014), in many cases non-verbal caused impact on the efficiency of messages and verbal communication.  
Body language: Facial expressions, gestures, postures, eye contact, and immediacy of the talker are included in this communication. According to Andersen (2015), illustrators, emblems, and adaptors are the three main types of gestures. Squatting, sitting, standing, and lying down are the four types of human postures. According to Andersen (2015), eye is called the window of soul and eye contact is one of the most important parts of this communication. According to Pease, and Barbara (2014), Immediacy means physical individuality and they are height, weight, shape of the body, charisma, and other aspects of bodies. 
In order to find out the issue, the manager has to give appropriate eye contact while speaking to my friend. Additionally, the manager’s voice tone should be calm while making any conversation with my friend.  The manger is able to get a good opportunity if he is in problem-solving mode more willingly than criticism mode. 
Appearance: in non- verbal communication, appearance is one of the most essential features. Appearance means the communicators presentations including clothing, neatness, hairstyle, fragrances, uses of cosmetics etc. In according with Pease and Barbara (2014), lighting, room size, decorations, furnishings, etc are also included under the appearance. 
The manager should present good appearance while talking with my friend about finding out the issues and its solution. 
5.3 Para-verbal communication 

Para verbal communications are tone of voice, volume, and rate of speech etc. according to Pease and Barbara (2015), the speaker should maintain good sound, speech rate while delivering the massages. 
In order to find out the issue the manager have to maintain stress, beat, tone, speed and pauses, lucidity, volume and subject area variation in order to retain the interest. 
5.4 Listening skills

Listening skills means the ability of giving an efficient feedback on the speech by careful listening to the speaker. Active listening consists of three features; comprehend, retaining, and responding. According to Rothwell (2015), the signs of active listening are nodding heads, smiling, making proper eye contact etc. In order to find out the issue the manager should listen carefully, make proper polite eye contact, attend physically, make the exchange of feedback, maintain the conversation subject, and ask intellectual questions.
[bookmark: _Toc502912323]6.0 Recommendation 
[bookmark: _Toc502912324]6.1 What’s make a good communicator?
According to Rothwell (2010), to be a good communicator, I should maintain clarity, adequacy, integrity, and timing that are outlined in the following diagram: 

Diagram: Communication improvement process     Source: Rothwell (2010) 
[bookmark: _Toc502912325]6.2 How communication skills are developed 

[image: http://science.uniserve.edu.au/projects/skills/jantrial/images/communication_skills_graded.jpg]
Diagram: How to improve communication skills      Source: Martin, and Thomas (2010) 
Good communication skills maintain eye contact with the audience, have body awareness, gestures and expression, convey one’s thoughts, and practice effective communication skills. Effective communication includes active listening, utilizes feedback, free of stress, is clear and reflects to speaker and listeners (Martin, and Thomas, 2010). 
[bookmark: _Toc502912326]7.0 Conclusion 

In this report mainly emphasizes on the importance of the communication skill of the workers in the workplace and discuss about the fact of “Overwhelmed with work”. For developing and expanding the business a company should several skilled and experts workers whose communication skills are good enough. So, communication skill is most important and require for the workers. Every worker should be good at both oral and written communication process. 
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