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The process of communication implies to the action of information exchange with the help of written or oral process as a form of medium. It is usually the process where some vital information is forwarded by a person known as the sender and then it is acquired by another person or a group of people, who are known as receiver. The processes of having proper communication among the people are very important as it helps to communicate what a person is feeling with the other people from the society. In addition to that, it aids in the process of sharing information or guiding others to perform better in professional fields. Therefore, the researcher has chosen this topic of communication and its effectiveness on organisational teams
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[bookmark: _Toc28330619]Different Types of Communications
The communication processes can be divided into 5 major types that are most commonly used all over the world for various purposes. These five types of communications are used by people in their personal and professional spaces in order to share some information or convey any message or feelings among the people (Ocasio et al., 2018). These types are Verbal Communication, Non-verbal Communication, Written, Listening and Visual Communication.
Verbal Communication: In this type of communication, the overall interaction happens when people engage with each other and speak about some important aspects or convey their feelings. This process can happen either via phone call or face to face (Ocasio et al., 2018). This is one of the most common types of communication and it helps in both formal and informal situations.
Non-verbal Communication: This is another very common form of communication and often it occurs out of the subconscious process of human mind and body. This is normally conducted by people with the help of their facial or hand gestures as well as the action of touching someone in a specific way to send a silent message. There is also the action of nodding ones head to agree or shaking the head in a way that suggests disagreement (Ocasio et al., 2018).
Written: After the first two types of communication, the third most used form of communication that has been used for centuries is written communication. In this type of communication, any message such as orders, advises, wishes, guidelines are conveyed with the help of physical medium like paper or the digital medium like text messages from phones, emails, Facebook post, comments and messages and Tweets on Tweeter (Schoeneborn et al., 2019). However, there can be complications in this method as the tone of the message or the feeling of the communication may get lost in the writing and this can create conflicts between people.
Listening Communication: Although a one way process of communication where a person speaks and others are required to listen, however, without the presence of an active listener the whole process of any type of communication fails (Schoeneborn et al., 2019). Therefore, the action of listening is also an important form of communication to show that a person is interested to listen to the speaker.
Visual Communication: The process of conveying any message or feeling with the help of the modern apparatus of photographs and videos fall under this type of communication. It is usually an one way process and helps in action of engaging people to the whole message that is being conveyed with the help of images and videos (Schoeneborn et al., 2019).
[bookmark: _Toc28330620]Application of Communication in Business Organisation
In order to understand the process of communication within an organisation of business, the example of Google has been chosen by the researcher. It has been observed that the organisational leaders and managers of Google gives emphasis to the aspect of using all five types of communication mentioned in the section prior this part of the assignment (Pastor et al., 2018). The authority of Google has created an open channel for communication, where people from the grass root level of the organisation can convey their feelings to the higher most authority via their respective team leaders. The members of the organisation communicate in a verbal and non-verbal manner with each other and with their superiors. 
In addition to that, the leaders of the teams are tasked with providing written reports regarding work and performances of the people to the higher ups. The higher authorities provide their dictates with the help of written orders (Nast, 2019). There is also briefing sessions where people are guided regarding their organisational aims and they are required to listen attentively to the verbal commands or the visual presentations such as power point presentations, various images and video clips as well. With the application of all of these types of communication a large-scale organisation such as Google, operate in a very efficient manner.
[bookmark: _Toc28330621]Theories of Communication Models
There are two major theories of communication that can be observed in the case of business organisations in a general context, these are the communication model provided by Shannon and Weaver and the model of communication suggested by Schramm and Berlo. These two models have different characteristics and both help in different methods of communication (Ferrer-i-Cancho, 2018).
Shannon and Weaver Model- This model of communication is of leaner nature and often it relies on the calculated process of conveying any message and witnessing the reception of that message among the people. The model also elucidates how a message can get lost between the communication processes. Within this model, there are five stages, and with the help of these, stages a message is sent from the source to the destination. The information or the feeling that needs to be conveyed is sent from the sender via verbal or non-verbal methods, and then it is explained, written, or spoken to others by the encoder. After that, the overall of channel for the communication conveys the messages to the other side (helpfulprofessor.com 2019). 
This can be done via the internet, telephone or by people as well. From there the information is collected by the decoder and in case of necessity is decoded to create ease of understanding. In between this process, there is the case of noise, which can interrupt the communication in either negative or positive manner (helpfulprofessor.com 2019). Lastly, the information is that remains after the action of noise is received by the receiver. Along with this, the receiver can give feedback to the sender regarding the conveyed messages or information, thus completing the cyclic model of communication.
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Figure 1: Shannon and Weaver Model of Communication
(Source: helpfulprofessor.com 2019)
Schramm and Berlo Model of Communication- In the communication models propagated by Schramm and Berlo the emphasis is given on the case of four factors, which are Sender, Message, Receiver and Semantic Barriers (Elleström, 2018).  The sender is the person who shares information or conveys a feeling.  This information or feeling is the main construct of the message that will be given to the receiver and explained in details. However, there can be some barriers in the minds of the sender and receiver. These are based on the cultural beliefs, ideals, philosophies, experiences and the factors that influence them. In case the barriers can be avoided then the communication can happen seamlessly.
Sender
Message
Semantic Barriers
Receiver

Figure 2: Schramm and Berlo Model of Communication
(Source: Learner)
[bookmark: _Toc28330622]Reflection on the Importance of Communication 
When working on the research on communication within organisations of business, I came across the types and theories of communication. This helped in a great manner for it improved the overall capabilities of communicating in far better manner. The process of conveying the messages or the feelings to the other people from my surroundings in a seamless manner helped me to interact and share information with others. Moreover, I was able to use the models of communication when trying to provide information and negotiate with people in a way that allowed me to get past the barriers of values, philosophies, ideologies and cultural aspects and help the receivers to overlook their own semantic barriers as well.
[bookmark: _Toc28330623]Role of Culture in The Process of Communication
The cultural practices and the upbringings of the people can either aid or create hindrances to the overall processes of communication. People coming from reserved and rigid cultural backgrounds may fail to communicate with people who are not from their own cultures properly.  Moreover, in the recent years globalisation has created a diverse work force within many organisations. This has created difficulty in the process of communicating the feelings in many cases (Dasih et al., 2019). People have different philosophical, ideological values that are usually ingrained in them by their cultural backgrounds. People’s behaviors and prejudices are often due to the way they are brought up in their societies. The cultures of the people are one of the most challenging aspects that can build a wall among people and the messages or the feelings that they are trying to convey.
[bookmark: _Toc28330624]Communication Processes between Management and Workforce
The main method of communication process between the management and the employees involves around the verbal and non-verbal types of communications. Along with that, there is also the use of written communication process and listening. Furthermore, the organisational management also use visual communication processes as well. The management of any organisation tries to convey their messages in written format. In addition to that, the team leaders try to convey the feelings behind the written messages and explain the work to the employees (Kanki, 2019). Moreover, the team leaders also give the feedbacks of the employees and the result of their performances to the authority. Other than that, the management uses verbal orders and briefings, which the employees are required to listen attentively. Furthermore, the meetings involve visual presentations to communicate the reports of the growth of revenue or the videos to display how the organisation needs to operate.
[bookmark: _Toc28330625]Effective Communication Strategies
In order to make the process of communication in a precise and unhindered manner, it is very crucial to follow the 7C’s strategy pertaining to communications. It is highly beneficial for the development of communicational skills in impersonal levels and aids in the professional fields of a person (businessjargons.com 2019). The 7C’s of communications are as follows:
· Clear-  When a sender is conveying his or her feelings or sending messages consisting of vital information, it is necessary to have a proper level of clarity within that message. Without the element of celerity, the people on the receiving end of the message will not be able to feel the magnitude or the meaning of the message properly. This in turn will make the whole purpose of the message invalid (businessjargons.com 2019).
· Correct- Along the aspect of clarity the messages sent to the receivers should be correct for a misleading or erroneous message can create greater forms of conflicts between people. The sender will have to be aware of the language being used and the tonality of the message. Moreover, the grimmer and syntax should be given equal importance for creating better results among the receivers (businessjargons.com 2019).
· Complete- The information being conveyed has to be complete for broken messages can cause confusion among the receivers. It will also increase dissatisfaction among the people on the receiving end of the spectrum, as they will feel that there is no importance given to the process of communication (businessjargons.com 2019).
· Concrete- In order to rule out the scope of misinterpretation of the feeling conveyed or the information sent, the messages are required to be concrete. This will help the sender to provide better understanding of the things he/she is trying to say (businessjargons.com 2019).
· Concise- Furthermore, the messages conveyed by the sender have to direct and to the point rather than providing unnecessary information to the people in the receiving end.
· Consideration- While trying to convey their feelings and opinions it is a vital for the sender to be knowledgeable about the feelings, cultural upbringings, ideologies and the values of the people on the receiving side (businessjargons.com 2019). 
· Courteous- There should never be any lack of respect in the communication process. Furthermore, the sender should be unbiased when sending any message to other people (businessjargons.com 2019).
[bookmark: _Toc28330626]Conclusion
With the help of this research, the researcher has tried to create better elucidation regarding the process of communication. The researcher has also provided some ideas regarding the types of communication that are used commonly. In addition to that, the researcher has also presented some vital information regarding the theories of communication models that are beneficial for promoting communication. Furthermore, there is also elucidation on the use of communication in business organisation and a reflective part describing the effect of communication on the researcher. Moreover, there is also the section discussing about the role of culture and the ways management and the employees use communication. Lastly, there is a brief discussion on the effective strategy of communication to make this assignment comprehensive and beneficial.
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Student Name: CONSTANTI M NINIEL M[,Hf}btudent iD: /9Q:2 269

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. it will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
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 communication because you have observed
that her non-verbal skilis 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.

Beav Maiy,
. 4
ﬁm{{ U’wi wrino_ von Fhis _eowadl becauge / meesl o
Supcrvisov o oshipany , and Jov Fhis yeu must db
g "L v -\Vev ce y AN,
because 42&2-%@“- &Gw <e:’j QA Wirewg pmaessace, 4 )
IV 4 v V'Ed G/UCV\U WJ
this have g trpacl Cou the ouald “Seus

ersen
\JeU  seun NEASIUNG  UBU_— yev. slpuna withe
eleu  Knew v d ?

w_my. oplueun_ This course com, jmpreve
voursKills hn yon - vevbal remimumpeatians la
Wt il be spipv? 7o ol sowme gescaveh abewut s

] ]

2 2
\ \//mu Sauce rz‘//7
)

[ ot Y o be e g0 9S1Hne

— f/m;t/ 2 fHovE

\
Lecturer’s signature: //\%/ Date: _ 2! |1 9

O([/ 1|‘Page




image6.jpeg
3 LONDON BMSW4002

In-class exercise 1

N*"" e Al Effective Team Working and Communication — Term 1

Exercise2: COMMUNICATION: A CASE STUDY

As you read their case, think about how you might help communicate with the employee to
remedy the conflict. Answer the critical thinking questions at the end of the case and, wherever
possible, say whose communication model is relevant.

-

BARRY AND HIS STAFF

Barry is a 27-year old who is the manager of a restaurant. He is responsible for supervising and
managing all employees in the kitchen. Employees working there range from 16 years old to 55
years old. In 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?’

The man replied: ‘I heard you screaming but | thought you were trying to talk to the chef above the
noise of the food mixer he was using. | didn’t know you were talking to me’. Barry is frustrated and
doesn’t know what to do. He felt like he was beating his head against a brick wall in trying to get
his employees to practise food safety.

He has made many efforts to get them to learn how to handle food safely. He has put large signs
all over the kitchen: KEEP HOT FOOD HOT AND COLD FOOD COLD and WASH YOUR HANDS OFTEN.

Questions:

1. What are the communication challenges and obstacles that Barry faces?

2. Which communication models can you use to explain Barry’s problems?

3. What solutions might Barry consider in addressing each of these challenges or obstacles?
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