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Introduction
This report explains about different types of communication and some models of communication. Also the report relates to my workplace and talks about how they are using different communication style and what challenges they are facing. Then at the end it will mention how to improve the communication methods in the workplace. 
Communication 
Communication is when a message is passed on through speaking, writing or other source. Lexico (2019)
Communication is when people or a business gives messages to each other using different styles of communication. Communication can be done in many ways. Communication is either one way or two way, meaning if its one way the person or organisation receiving the message cannot respond. Which means, two way will be the person or organisation receiving the message can respond. There are many types of communication like,
Internal communication is when a business communicates in the business for example meetings.
External communication is when a business communicates in the business but they also communicate outside the business with individual or other organisations. Bitesize (2019)
Types of communication
Also there are different ways of communicating. People and businesses use different methods of communication, these methods of communication are:
Letters – letters are a non-electrical way of communicating, this is a written communication. Letters can be used by anyone for any reason. 
E mails – This is an electrical way of communicating, this is when messages are sent by one system to another. Also emails can be used by anyone but business tend to use it a lot, as this is a really quick and effective way to communicate. 
Telephone – this is an electrical way of communicating, this is when two people can communicate on the phone with each other and pass on messages. Again telephone communication can be used by anyone. 
BBC Bitesize (2019)








Models of communication
Shannon and weaver - in 1948 an American mathematician named Shannon and an American scientist named Weaver created a theory of communication called Shannon and Weaver model of communication. This is how the model looked like – [image: https://www.communicationtheory.org/wp-content/uploads/2011/06/shannon_weaver_model.jpg]
In this model there are 8 parts which plays a part on communication, these 8 parts are 
Sender – this is the source, it can be an individual or it can be a group and they have to have a reason to communicate. The communication begins from the sender when they want to pass a message on to a person or a group.
Encoder – when the sender has decided the source of communication, then the encoder is the format the sender wants to send to the receiver.
Message – The message is the information that is being sent.
Channel – this is the path it takes to reach the receiver. Channel is where the message goes from sender to receiver. This route to the sender can be written, spoken, electrical and more.
Noise – this is an important part, noise will play a part when the message is travelling to the receiver. The noise is an interference which could change the message being sent to the receiver. 
Decoder – before the receiver gets the message, decoder is where the message gets decoded for the receiver to understand.
Receiver – Finally, the receiver gets the message sent to them from the sender.
Feedback – feedback is where the receiver tells the sender they have received the message in a correct form. The feedback shows how effective the communication method was. YouTube (2013)
Advantage of this model of communication is that there is feedback, meaning the sender can have an understanding of how the message was sent from the receiver’s feedback. The disadvantage of this is the message can change through the noise.

Schramm’s model – This is Schramm’s model
[image: https://www.communicationtheory.org/wp-content/uploads/2010/01/Osgood-Schramm-model-of-communication1-1024x522.jpg]
Communication theory (2016)
Schramm’s model shows us that communication goes both way. This includes the sender and receiver. Again this has the encoder, which sends the messages. Then you have the decoder which receives the messages, finally you have the Interpreter which is where the person is trying to understand and analyse the massage. 
Looking at this model it shows us each person will act as a sender and receiver Also you can clearly see the actions of communication. Communication theory (2016)
The advantages of this model has feedback and its clear how a message is encoded and decoded. The disadvantage of this model is it don’t talk about noise and how that could affect the message.
My workplace communication 
I am currently helping my dad run a takeaway business. We are both working in the kitchen but also do our fair share to maintain the business and keep it running. In our takeaway we are using some communication style which are verbal, non-verbal also digital. 
Verbal communication skill we use is when we talk to our customers face to face and over the phone.
Non-verbal communication we use is when our body language and facial expression we show to our customers is positive, so the customers feel welcomed in our takeaway. If you have a sad or angry face, customers might be put off with the service and not come back.
Electronic communication we use in our takeaway is when we send emails to our customers telling them about special offer available. Also another electronic method we use is Just Eat machine, with the just eat machine it allows customers to communicate with us by giving order and leaving reviews. Also we can reply to the customers by giving them a delivery time and responding to the reviews. Organimi (2018) 


By looking at our communication styles we use in our takeaway it shows we relate to the Shannon and Weaver model of communication. The reason I think the Shannon and Weaver model relates to our work place is because say our customers are the sender from the communication model. They will firstly want to place an order, this is when the communication begins.
So our customers will pick up the phone and give us a call to place their order. This is where the encoding happens. 
Then the customers will say there order, address, contact number and this will be the message. 
So when the message is travelling to the receiver this is where we face a challenge as we are already cooking in the kitchen and there is so much noise in the background, noise from the kitchen, noise from outside, people in the takeaway talking, this could then interfere with the order and this could change the order being sent. Our colleague will take the order with a pen and pad, this is our colleague decoding the message. Finally we receive the order in the kitchen. Also we like to repeat the order at the end to see if everything was correct, this will give us the feedback.  
By looking at this model and how it relates to our takeaway business, it really shows the steps of communication on taking a customer’s order. Also this shows us the areas where it could go wrong and where we can fix the communication. This also shows the challenges, limitation, weaknesses we could face in communication in the workplace. 
There are many communication challenges, limitations and weaknesses in the takeaway business. These are,
Supplier order – a lot of communication errors happen in giving the order to the suppliers. The reason a lot of errors happen is because there are many steps of giving an order to the suppliers. All the employees will tell me what we need to order and sometimes they might forget something, or if all of them are saying what they need to order at once I might miss something and not write it down. Then when we call the supplier to give the order sometimes he might not hear me properly, or forget to write something I say. This will also mess up the order. Furthermore the owner of the suppliers has to tell his drivers what to take and sometimes there could be a communication problem there, which could lead to us missing products.
Costly – electrical communication cost money to bring in. For example in our takeaway we take orders over the phone but we will like to brink in an electric system where we can take the orders in pads, and all customers details will get saved on the computer system, which makes everything faster, smoother and modern. The downside is it’s expensive to get it fitted also you will have to maintain the system also get experience worker which knows how to use the system. 
Chef – The chef has a big challenge in communication. The chef’s job would be to read out the orders nice and clearly and make sure everyone knows what they’re doing. If someone is not doing their job properly, the chef will have to instruct them with clear information of what he wants done. If the chef cannot communicate properly in the kitchen the orders will not be leaving. 
Telephone – Telephones are a good method but also limited. For example in our takeaway when it gets busy both phones are ringing and we have two people taking the orders and as we are a small takeaway we are short staff. This means our employees sometimes may rush the calls and make mistakes. This would not happen if we had an electrical system where customers can just order from home. 
Noise – this is a weakness to our communication in the takeaway. The kitchen is a noisy place and the extractor fan is always on during business hours which makes more noise. This is an interference of any communication happening in the kitchen. This means we need to speak loudly and clearly and make sure everyone understands each other.  
Methods to improve communication
There are many strategies we can use to improve communication in our takeaway. Some of these strategies we can try are,
Staff strategies – To improve communication from our staff to customers, we could put our staff on a training course to be able to develop there communication skill with customers. We will teach them how to greet customers, how to deal with complaints and how to pick up calls as these are important skills to learn in the takeaway business.
Non-verbal communication – we will need to improve our non-verbal communication to go the next step of improving our takeaway. We will need our staff to keep eye contacts, tone of voice and distance from a customer. This will show our customers we are excited and enthusiastic and will enjoy the service. The way we will do this is by doing a course on non-verbal communication which will help us improve the skill.
Another way we can improve our communication skill is by improving our listening skill. There is a listening method called KEYS which will be good for our takeaway. By using this method it could possibly increase customer’s satisfaction and revenue. This is how we can use KEYS strategy to improve our takeaway.
In our takeaway majority of our orders come from Just Eat and sometimes customers are unsatisfied and may leave a bad review on Just Eat. We can try prevent this by listening to our customers need. This is where the KEYS strategy comes.
Know yourself – if we listen to what our customers are looking for, we will have a better understanding on how to meet customers need. This is effective because if we can meet customer’s satisfaction it means customers are left happy. 
Evaluate the professional content – We need to find out what customers like and dislike about our service and food. The way we can find this out is through reviews, surveys and talking to the customers. Once we find out what customers like and dislike, we will need to carry on what they like and improve on what they dislike. For example one customer put a review saying their delivery came late. The way we improved this is by hiring another driver.
Your communication interaction with others – we will need to get our customers involved. We will need to know how we can improve the service for them, get to know their feedback. We can give deals like 10% off next order if they fill up a feedback form. This could improve our customer involvement and it will give us an understanding on what customers want. By doing this we can create a service where customers would love as it meets their satisfaction.
Step back and reflect – Now we can step back and reflect and see how effective this method is. Personally I think this is a very effective method as we can find out customers demand. Also this could make us popular, as we are listening to customers trying to cater for their needs. 
(Mauud et.al 2017)


Conclusion
This report shows us how effective communication is and also how big communication is. If we follow some of the models above, we would be able to improve our communication for ourselves and for our business. The models also shows us the advantages and disadvantages of the models. Also we found out methods on how to improve our communication skill and how much of a difference it make to takeaway.
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