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Introduction

A communication is the processes of exchanging information, thoughts and ideas between individuals through symbols signs or behaviour. The main purpose of this is the mutual understanding of sender and receiver.
Verbal and nonverbal communications among group members defines team life, individual goals, team goals, structure and norms. (Griffiths, 2015)
There are two types of communication. Verbal communication is the use of voice to attract Receivers attention and encourage understanding. Nonverbal communication is process of sending information to the receiver via body language such as smiling and eye contact. Another way could be through writing emails or notes on works board of notices for other staff to see and acknowledge.
Communication is significant for managers to perform their responsibilities such as planning, Organizing, Leading and controlling. Managers must receive all the essential information through communication which in return they share their planning ideas. Also organizing requires a great communication about others task on a day to day basis. On this topic leaders must communicate their ideas and plans to the staff in order to achieve business goals and meet targets. Controlling also requires managers to rely on written and oral communication. The reason for that is so managers are aware of where their subordinates are and what they should be doing.
The main topic of this report would be communication in management and how that reflects to personal case studies. Also relevant theories to different types of communications would be identified and analysed. This report will be divided into main 3 parts. The first part will be about how communication works between management and employees and to which extent/purpose. Second part will possess drawings of personal diagrams relating to communication models. Lastly this report will examine a personal case study of a working environment and how types of communications are used daily.








Main Body
 Communication separates a good business from a great one. (Rojas, 2015)When you communicate with people in your organization more effectively, you’re more aware of potential problems and better able to implement solutions. Communication in a business environment can be made effective by many ways and skills. 
One of the most important aspects of effective communication in a business is the manager understanding their subordinates query. Therefore organizing information in a way that the most important and valuable information is given to the audience first.
The ability to solve problems fast can make a business run smoothly and can be a form of communication skill. If a person in the work place understand the problem, finds the cause, figure out a solution, monitor the progress and set up a way of dealing with the problem in the future. This can be a way of communicating to colleagues about the issue and making them aware of the solution. It can also mean communicating effectively in order to find a solution together as a team.
Paying attention to non-verbal communication is vital because people in a business who are able to communicate none verbally have several distinct advantages in the business sphere, from exuding confidence to reinforcing authority. For example face expressions, gestures, body language and etc. This can build a new dimension of understanding colleagues and having effective communication in a business.
In order to build effective communication skills in a business bosses or managers most definitely should master the skill of being a good listener. Although is most likely a managers responsibility to make people aware of their tasks , genuinely listening and understanding concerns will make him/her appreciated and highly valued by subordinates
Lastly knowing when to be assertive can have a huge impact on communication skills. “This can show you’re committed when you really need to.  According to (Rojas, 2015)being assertive doesn’t mean you have to be aggressive or pushy, but rather clear and effective.”
There are so many ways of communicating in a business between management and employees. The main purpose of communicating is for the manager to make sure all staff are on the same level and working towards a set target.  As (Johnson, 2018) portrays in her article Communicating regularly is very important however it can be daunting especially if a management has young employees and find it difficult to keep a routine. By spicing up the communication process can make it more interesting for the subordinates. For example having one to one meetings occasionally or online, social medial and email notifications.
One way of communicating in a business is through feedback. Getting feedback from employees portrays that their ideas are important.in addition managers gain new ideas and an insight into employees jobs. A good body language such as making eye contact and sitting professionally can indicate that the manager is actually taking the feedback received into consideration.
While communicating managers should take a note of their tone of voice as this will portray a difference in employee’s actions. An example of that would be leading by words and action. It is very important for managers to speak clearly in a professional/formal way and a suitable tone of voice. When the manager’s speech and action collaborate employees would follow through on what they say. For example if the manager is presenting a project in a meeting with a serious tone of voice, smiling, with open posture and selective vocabulary. This will indicate to the employees that the manager is open to any questions, discussion and is also willing to meet the targets of the project together.

(Morgan, 2017)Portrays that verbal and non-verbal messages are interpretations for an active search of accurate understanding of information between sender and receiver which is called active listening. This is the two-way communication cycle of understanding the decoded messages. An indication of active listening can be eye contact, a sign of understanding (nodding) and asking questions with further information. This can be a type of effective communication in management as it possess a mutual understanding between managers and employees.
Proxemics are another way of portraying effective communication. SOLER is a type method used to encourage communication. Square seating is a type of a sitting plan which works best for interviews and business meetings. By facing the person you are communicating with makes it more professional an easier to exchange information. Open posture indicates that either the person or manager is open to questions and discussions. Leaning forward can encourage that the topic interest you. Making eye contact means the person is ready to engage and portrays active listening. Being relaxed can make communicating easier and allow oneself to concentrate on the topic more.
In order to evaluate information and make communication effective person awareness is vital. KEYS is a way of taking the time to evaluate oneself. Knowing yourself can be helpful when absorbing information the encoder sends. Evaluating the professional contexts may mean arranging different ways of personalizing the information given to understand it better. A person’s communication with others may make a person aware of any skills needed for improvement. Finally stepping back and reflecting can improve an individual’s ways of communicating and making that more effective.










Communication models

There are models of communication to support the use of encoding and decoding messages between the sender and receiver. The first model of communication is called Shannon and weaver. This model portrays a simple way of communication, where there’s one sender and one receiver with channel of communication. Although the sender can receiver feedback from the receiver this model does not allow two-way communication where the sender can also be the receiver. In the words of (Kumar, 2019) an example of this model could be “Brain might be the Sender, mouth is the encoder which encodes to a particular language, air might be the channel, another person’s ear might be the receptor and his brain might be the decoder and receiver.”
SENDER                                 ENCODER                        CHANNEL               DECODER                   RECEIVER


FEEDBACK






The second model of communication is Schrams model. This model is quite different to the first one and is more developed. For instance this model of communication allows a two-way communication between encoder and decoder with interpreting information .In the article (Hendricks, Osgood-Schramm Model of Communication: Definition & Application, 2018) Beth gives an example of a simple phone communication two friends have. They share information by taking turns and engage in a two-way communication.
ENCODER                                                            MESSAGE                                                        ENCODER
INTERPRETER                                                                                                                                INTERPRETER
DECODER                                                            MESSAGE                                                          DECODER                   







Lastly the model of communication is called Berlo.This model is quite advanced and infromative.This is because it gives information from the source of the message to the content with channel and it questions receivers knowledge and culture. An example of that could be television advertisements about new vehicles hair care products and many more. This type of communication is one way linear where the viewer sits back relaxed and take in all the information they receive (Hendricks, 2019)
SOURCE                                                         MESSAGE                                   CHANNEL                      RECEIVER
ATTITUDES                                                    CONTENT                                 HEARING                           SOCIAL SYSTEM
KNOWLEDGE                                                ELEMENT                                   SEEING                              KNOWLDGE
CULTURE                                                       CODE                                         SMELLING                         CULTURE
COMMUNICATION SKILLS


Communication in a hairdressing salon

After completion of my hairdressing qualifications I have started a job in a hairdressing salon. In order for a business to run smoothly and for members to co-operate communication is key. In a salon environment verbal and non-verbal communications are very important. This is because we communicate with our clients non-verbally via email and booking systems but also verbally on the phone and face to face, without these we won’t be able to do our job. 

Active listening takes a huge part of the job. If a person cannot understand and put to practise clients’ needs the client wouldn’t be returning for any services. For example if a client came in asked for blonde highlights and the hairdresser wasn’t paying attention to the client’s needs and dyed her hair red there would be a huge issue. Therefore the business will not succeed nor would the hairdresser be well known for her skills. This type of communication example is Schrams model. Where a two way conversation has begun, meaning there is both ways of encoding interpreting decoding and sending the message. This type of communication can be improved by adding in more information about channel the attitudes of the source, the knowledge of the receiver and a broader range of the content of the message. The problems that can be faced with this type of communication can be misunderstanding of encoding and decoding the correct information.


Hairdresser-encoder
Listening-interpreter
Gathering information-decoder

message
Client-encoder
Talking-interpreter
Hair needs-decoder


message



Another concept a hairdresser must take into consideration would be Assertiveness this is where a person expresses their self without any disrespect. Therefore all hairdressers must able to explain their ideas about the client’s hair, what they can and cannot do without upsetting or disrespecting the client herself. For example if a lady walked in with black hair and wanted the hairdresser to dye it white blonde. She would have to kindly explain that it will damage her hair really badly and it wouldn’t be the result she might be looking for.
Another type of communication is centralised versus decentralised. Centralised communication is when one or two members do the most talking. On the other hand decentralised is when everyone takes part by talking or expressing their ideas in conversation. In the Salon decentralised communication is more beneficial to make sure both the hairdresser and the client are on the same page about a specific hair style or colour. However centralised communication is also performed between the owner and working staff in the salon. This is mostly done when the owner wants to get their point across to us. For example when new products come in the owner or the CEO of those products would come in and perform a talk about the benefits and uses of the products. This can be an example of Berlo model of communications. The reason for that is there is a source with attitudes knowledge and communication skills, message with the content element and code, channel where we hear see and smell and a receiver with knowledge. This type of communication again can be improved by allowing the receiver to send feedback and reflect on their understanding of the source and message. A problem face with this type of communication can be that the source might not be adequate for the receiver to interpret information and where there is no feedback the sender will never know if the source was helpful or not.
Source
Posture knowledge and communication skills of the owner 

Receiver
All the hairdresser in the meeting and their current knowledge 
Channel
Seeing and hearing the owner in the meeting
Message
Content of the message the owner is talking about






Virtual communication is the type of communication which is done via email social media messaging and so on. This is the type of communication which is not face to face. In the salon this type of communication is done when we email clients about appointment reminders or when new stock arrives. The problems could be that the client does not open their email or has lost their phone. This means they won’t make it to their appointment and the hairdresser would be there waiting on them and the salon not earning money for that gap. This type of communication refers to is an example of Shannon and weaver model. Where there is Sender encoder the channel decoder and receiver. In order for this to be improved there can be a space for a broader explanation of the information source. This is so that the receiver has a clearer understanding and can feedback correct information. The problems of this type of communication can be that a response or feedback cannot be instant.


Receiver
Reception
Channel
Transmitter
Information source

Hair appointment

Potential client
Reminder
Microsoft Email

Hairdresser




Feedback









In a salon environment leadership in action is also put to practise in staff meetings. This is when the owner asks the staff questions after their talk or presentation to make sure everyone understands. Also it is done so that staff can have their say about a certain situation. For example this is done when new rules are introduced in the salon. After explaining the rules the owner would often ask if everyone understand and if someone wants to add or develop the ideas.


	CONCLUSION	
In conclusion this report suggests the meaning and effectiveness of a communication in a business environment and management.  Portrays examples of different communication types and their definition. Shows and understanding of the main models used to communicate back in the time. This report examines and analysis a personal case study in the workplace with personal diagrams which support the case studies.
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