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Introduction 

[bookmark: _GoBack]The aim and purpose of this report is to discuss and analyze the effect of  Communication in the workplace taking Shannon and weaver theory on board when describing the outcome. I will also talk about a situation that happened at my workplace and a few other examples where communication was broken and could of been controlled in a better manner.

Communication 

Communication has started when a message has been sent and received using words, behavior, sound or signal. Communication is critical to the business world to run a business successfully the work team, employees, managers, and directors need to communicate clearly and effectively with each other and build a relationship this will gain team morale. However at time the flow of information is interrupted leaving the receiver unable to decode the message in the case Customers and business partners are unable to provide a feedback. Guessing what was transmitted or what it meant, an interrupted communication can lead to negative results for example customers and employees missing opportunities and lost of profits. 

Communication is all about making an impact this does not take too much work to do with achieving this good respect and commitment between friends can be created(Cottrell 2010). Discovering the skills that is needed to help communication flow more frequent is a necessity that is needed. listening is a major factor in this as stated by Maund (Schriek 2017) who claims hearing and listening have more than one meaning if you want to be a professional communicator you should know the separate traits, listening requires you to take notice of what is being spoken where as hearing is what is tested by medical staff and is a noise. Taken the person's personality into account when talking to them really Matters as making them feel like you understand them is really important this allowing conversations to flow. When talking to someone body language is another big factor as if you lack any enthusiasm and look tired nobody will trust you with responsibility also not having a good posture can make people overlook you as they think you are lazy and can not be bothered. Thinking before you speak is always a wise move as Wiseman think before they speak not speak before they think having the right information and sources to back up what you are saying is a vital element no one wants to be given the wrong facts and then follow up on that information as this will mean rework for coworkers. Face to face as well as eye contact shows you mean business staying focused while conversation shows your ready for the mission on hand.

The main components of communication are information, Source, Encoder, Noise Decoder, Feedback, the information source for example, could be the brain, the encoder would then be the mouth, noise is the interference that  affect the message, sent by the encoder, which may reduce the quality of the message received by the decoder, and the receiver is the recipient brain. The feedback is then the response from the recipient who confirms the message has been received. Error in communication can lead to accidents missing targets, appointment, or loss production, some work mate needs help on the task on hand for example a Signaler working on a railway line in a major city gave a late traffic signal causing a near miss collision.

The advantages of Communication is that it has many different ways to send messages circulating or transferring useful information, communicating is effective when no noise or signal failure is experienced and sometimes avoidance. 
The disadvantages of Communication is that when noise becomes apparent communication can either be delayed in receiving the information due to the noisy location for example background noise it could be the television radio loud music or other source of noise. Some people love to talk, while some rather listen, it's either they don't see the need to talk or they are a quiet person, that's why there is verbal and non verbal face to reasoning: body language, sound and sight. 

Break down in communication in the workplace

Communication in the workplace should and must not be an issue for all managers, supervisors, staff and most importantly customers. Interpersonal skills helps develop a sound relationship towards the workplace team members and customers. (Billings 2008) When communications breakdown takes place be honest for your actions and remarks if you are the one to blame for a not working or accomplishing your goal and move forward to find a solution. I believe this is a true fact as honesty is the best policy if you can not admit where you have gone wrong then you do not want to move forward and this is not a good team player also this will make the spirit of the team low.

Working as a parking Warden our  Company is big managing many car parks in the UK. The company has hundreds of Staff however most of us have never met face to face or spoke with each other. Our main source of communication is text, email, our Warden Web network and occasional telephone calls. Traffic wardens patrol car parks and issue tickets for contravention and for various traffic breaches. The irony is when offenders telephone the office to make a formal or appeal using the company website. They claim they are not happy with how easy the situation is to pay however do not mind the difficulty to access the appeal team as it takes days  for the appeal to be processed. Error in communication, unresponsive websites and internet failure, more demands where there is not enough staff or the staff are not performing to there standards plus the  weak leadership in the workplace does not help with the situation. Training workers to understand their individual roles and to be able to be promoted and earn respectwill help with kindness amongst the staff and let everyone feel valued as they lack a positive attitude towards work colleagues and the job on hand. 
My former work colleague left the job because he was bullied and disregarded he was working as a part time worker with the company who never made his role clear to him. When he ask the supervisor to explain what his position was unclear about one of the various tasks given to him he was told to use his inattentive. In the company the managers was lacklurst and  there was that area of unwillingness by managers to tackle this sort of relationship in the workplace.

A stakeholder once called the Warehouse to buy multiple shares in the company his native language was Italian his spoken English was very poor however when it came his writing he wrote English well. As the receptionist answered the phone but could not understand she kept repeating hello!. On hearing this the manager came storming over seized the phone off the receptionist and started yelling at her  calling her insufficient and unfit for the role and then recommended for her to transfer to a department she has no skills at so would be hard to succeed. The employee tried to communicate to explain but she was constantly avoided until she broke down emotionally a few days after she resigned from the job. 

There are many ways the communication can break down in the workplace language breakdown being one of them as I am from Jamaica I have witness this what tone of voice and pronunciation makes it very hard for some people to understand and people do not know the real reason of what I am saying another I have encountered is the culture barrier as living in different ways and in different environments people have a different way of seeing things so opinions and aspects of life can be different. Personal and emotional distractions can take you off task thinking about other things and not the job on hand can lead to disasters in the workplace so it is best to leave your problems at the door also being stressed at work is not a good thing as you can easily snap at somebody and your body attitude can be all wrong meaning people will not want to approach you. The last but most annoying has to be ineffective questions asking questions with no real purpose can really be a handful sometimes for people to handle asking the right questions and getting to the reason as soon as possible really helps the situation. Communications has many ways that it breaks down it could be plain simple the person does not like you and is to judgmental, your dress sense might not match there dress code so they do not want to be seen with you, lack of eye contacts or face to face contact can mean some people will not take you serious, some people even express there self just too much either way all of these can lead to communication Breakdowns in a work environment
Shannon and Weaver spoke about how to fix the communication problems at the workplace and the need to establish a workplace relationship, focus on the situations not the person and give compliment when it is due to exhibit a calm and friendly attitude. 

Shannon and weaver

Shannon and Weaver has six compartments which it worked the source, the encoder, the message, channel, decoder and receiver. Shannon Theory is more technology based where as Weaver used the theory to show it also can be used in human communication. The source the human then the information from the person encoded and then sent in the importance of a message as communication you want to be received. The channel is the way the message will travel to the receiver at its final destination the decoder is how the message will be translated finally the receiver is another person who collects the data sent. However move this smooth and straight forward is that there is a nose along the way they can distort the message it could be a physical move like a TV or somebody talking close. This is when feedback is needed and the receiver who forms the sender what they have received. Shannon and Weaver explained the real importance of Communication in a clear and logical way that helps me to understand this in more in depth. Sometimes the sender has to be more clear when he is decoding the message that he wants to be received as there is noise on the way and the code can be broken down and distraught by the time it arrives so it is always a good idea to get feedback if your not sure of the message that has been received this will help solve any mishaps and make it more understandable.

Conclusion

In this report I have discovered that communication is more complex than just talking and listening. When communicating eye contact and body language is a major factor. Shannon Weaver has taught me and made me realize that asking is better than assuming as you could have the wrong message to what was meant so you will be on a different wavelength then the receiver.
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