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INTRODUCTION

The purpose of this assignment is to highlight the importance of effective communication and how fundamental it is, and how it helps us in our daily lives to function effectively.  It will also outline the various forms of effective communication that can be used and I will show how communication can be made effective in a business organisation, the importance of effective communication the methods, and also how communication works between Management and employees.
1. [bookmark: _Toc39499483][bookmark: _Toc39500217]WHAT IS COMMUNICATION

Communication is having the ability to convey messages/instructions that are understood, whether face to face, verbal, written, visual, non -verbal, or other modes of communication to an individual or multiple individual’s. 
2. [bookmark: _Toc39499484][bookmark: _Toc39500218]WHY IS IT IMPORTANT IN MANAGEMENT

Communication is extremely important in Management to ensure that staff are able to effectively undertake their work, in an effective and timeous manner with little or no stress.  That their staff are aware of their entitlements, policies, procedures, training and promotion options.
A Manager with effective communication will ensure that his staff can approach him if they have any concerns, and will generally have an open door policy.  Managers who actively listen to their staff exhibiting relaxed body language and being understanding, assertive but not aggressive, have the ability to make their staff feel more at ease, valued, appreciated, included, important and part of a team.  Those qualities will encourage staff to do that little bit extra, like volunteering for cover, outreach work, expand their learning and development, doing work outside their remit and a little extra.  A Manager with good effective Communication, can get their staff to happily do almost anything, because they have encouraged them by their mentoring and leadership skills mucking in and leading by example. Training and having the ability to keep staff, will ensure that you always have a talent base team. These attributes are also good for the company, as they will retain staff with knowledge, and also people will want to join the organisation because they have a good reputation in supporting staff and a good working environment. 
3. [bookmark: _Toc39499485][bookmark: _Toc39500219]HOW COMUNICATION CAN BE MADE EFFECTIVE IN A BUSINESS ORGANISATION

To enable an organisation to remain productive and developing they should whenever possible hold face to face meetings, regular training/updates to convey any changes showing their interest, sincerity and togetherness whilst creating a receptive atmosphere.  This not only prevents misunderstandings/misinformation but more importantly, ensures that everyone gets the same message (no Chinese whispers).  By supporting staff and having regular team meetings,  and one to one’s using clear and simple words ensures that everyone is aware of their expectations. They should also ensure that their staff are equipped with the wright equipment to do the jobs by working closely with service providers and adhering to new updates/security.  Currently, nearly everyone has to work from home by using various forms of communication audio/video conferencing, this raises the question of whether their service providers have secure networks. To prevent Data Protection breaches the organisation has to relay clear guidelines of what they require to their network providers, in order for the providers to do this successfully. 
4. [bookmark: _Toc39499486][bookmark: _Toc39500220]RELEVANT THEORIES

Whatever message you want to communicate to someone else means that you have started the dialogue which is known as encoding, making the recipient the decoder, because they must decipher what has been sent.  The aim of this is to ensure that your message can easily be understood and your request can be carried out to the latter, without any misunderstand.  To ensure that your message has been interpreted the way you want, speaking slowly, clearly and asking for feedback will confirm it. (Anon., n.d.)  Sending a message that can easily be understood, so that the receiver can decipher it. When conveying a message the presence of noise can prevent the message from being understood as encoding (your communication) will not be decoded (unable to understand) leaving the recipient unable to implement your request. (Anon., n.d.)
The Shannon-Weaver invention of 1949 was the birth of communication, but unfortunately it had no means of feeding back to confirm whether their message had been received.  This is known as the Linear model which basically means one way, as the recipient cannot respond, so unfortunately this was the barrier to their success.
In 1954 Schramm invented a more advanced model known as circular, which incorporated feedback enabling the sender (encoder) to find out whether their message had been received (decoder) and understood exactly as it was intended. He also felt that we should study how messages ware received and the impact it might have on the recipients.
In 1960 another model was developed by Berlo which did not allow for feedback, and there were no records showing that it had been achieved.  This made it similar to Shannon-Weaver in that it gave no feedback, but the similarity ended there as whilst they both had noise barriers, Berlo’s noise was a different noise - language. The presence of noise between encoded and decoded messages, can sometimes be detrimental to the decoder (receiver) if they cannot understand. This could be due to a bad connection, background noises, a strong accent or a different language that they do not understand, preventing them from absorbing the instruction/information sent by the encoder (sender); that is why acknowledging feedback is imperative in insuring that messages has been received and understood.

5. [bookmark: _Toc39499487][bookmark: _Toc39500221]THE IMPORTANCE OF EFFECTIVE COMMUNICATION

Effective communication is particularly key when conveying unpopular news to staff, such as the pending closure of their office that most have been in for over 15 years.  Letting them know that there are no similar offices within London, and they have to look for their own jobs. Because it such an emotive subject the Manager should ensure that he feed the same information to everyone, leaving no room for misunderstanding.  He should assure his staff in a concerned and supportive tone that he has their interest at heart, provide relevant information, sign posting, and assurances of HR contact and regular updates. The importance of effective communication is to ensure that the directions/information you are giving can be understood and you are aware of what is required of you.  Having the correct information in the wright format enables you to know exactly what is required or expected, and the time/way to do it.  It can increase productivity because staff have faith in your leadership, they constantly feel supported and have the confidence to talk to you openly.  This open dialogue can give constant feedback on what is happening, making it less likely that messages are miss understood, because they feel confident to approach you to clarify any misinformation.
Understanding what your friend is talking about by cross questioning /interrogation like when you are meeting up to go out in the evening to the pub. You need to know (Time, destination, who’s coming, dress, cost) and what you are doing afterwards.  This ensures that no one is left waiting, they know where to go, whether they wish to be in the same company as someone, come appropriately dresses and whether they can afford the night out.
6. [bookmark: _Toc39499488][bookmark: _Toc39500222]METHODS OF COMMUNICATION

To ensure that everyone understand your request there are various ways to clarify that your information is understood, as everyone absorbs information in different ways.  The use of emails/letters, texting, sign posting, translation, verbal, body/sign language, facial expression, reports, memos and currently being more frequently used due to the current climate Zoom, Skype, oral, Teams and WhatsApp. 
· Oral communication is Skype, WhatsApp, telephone, presentations, speeches, Zoom, meetings, - Oral /Verbal.
·  Visual Communication can be cartoons, sign posting, pictures, power point, newspapers/magazine – Non /Verbal
· Interpersonal communication is body/sign language, facial expressions – Non /Verbal

· Written Communications are emails, letters, texting, memos, Morse code etc. – Non /Verbal

Methods of communication cover a whole range for communicating. You may need to use a more controlled deep voice in public speaking to keep your audience engaged. This can be done by changing the range of your voice whilst keeping it at a level and at a steady pace, and sometimes just pausing to give that silence. You would require a warmer sensitive tone when dealing with someone with a terminal illness, a return to work, bereavement, staff disagreement, divorce etc. showing sensitivity and understanding more importantly that you are there to support them.

7. [bookmark: _Toc39499489][bookmark: _Toc39500223]HOW DOES COMMUNICATION WORK BETWEEN MANAGEMENT AND EMPLOYEES

Depending on what Management want to convey reflects the tone they will use, showing how serious the issue is and demonstrating whether staff have any say in it.  By the sincerity they use when addressing staff, the eye contact and posture can make staff feel relaxed or anxious in anticipation of the pending news. If the message is not clear it can also add to misinterpretation leaving staff not understanding what is to be expected, from the request/ information or instructions. Generally Management use a pally/friendlier tone, when trying to extract more work from staff, or when the business has done well, and targets achieved. Effective communication is more than just conveying messages and if done properly, with the use of eye contact go a long way in making staff feel comfortable and relaxed.  Managers who show empathy and openness when appropriate, are more likely to get the confidence of their staff, because they appear more human and approachable.
By using good communication and clear parameters for what they expect from individuals in behaviour, conduct, and achieving targets; staff will be able to deliver and consistently achieve in a timeous manner minimizing stress and illness.  Allowing staff to ask questions to managers in regards to what may not have been conveyed clearly in a team meeting, makes staff feel that they are being listen to. This can lead to a harmonious, productive environment, with staff working well together, fostering a good work life balance. Managers who do not speak in a clear and concise way, and do not have the ability to connect with their staff due to their poor communication skills, will enviably foster an environment of low productivity, morale, alienation, poor attendance, lack of trust and fear.  The lack of trust and fear will make their staff suspicious of anything Management will try to implement, leading to a deterioration in productivity due to this perceived mistrust.  Their lack of communication skills will prevent them from ensuring that their staff’s development is sourced, because they cannot communication effective to motivate their staff.
8. [bookmark: _Toc39499490][bookmark: _Toc39500224]CONCLUSION

Evidence shows that effective communication is key to us working well in whatever environment we inhabit, and whatever mode of communication is used can be a tool for success. Effective communication  is a combination of oral and verbal commination which when combined can assist in empowering someone to go for promotion, apply for the next grade, take a career break, seek another job, or self -development because they feel supported and trusted. 
Poor communication can be detrimental to an organisation and lead to poor attendance, bad time management, high staff turnover and mental health problems leading to a non-productive company with a bad reputation. Poor communication in an organisation can damage the brand’s creditability, and possible lead to it closing down.

Anon., n.d. STUDY LECTURE NOTES. [Online] Available at: http://studylecturenotes.com/encoding-and-decoding-in-communication-process/
Anon., n.d. QUORA [Online] Available at: https://www.quora.com/What-is-encoding-and-decoding-in-communication






	First Day 20.02.2020
Lloyd
BMSW4002
Effective Team Working & Communication
	Our Tutor Lloyd gave us a questionnaire that focused on getting to know the other students.  This consisted on yes or no questions with the yes answer obtaining the name of the student and their hobbies/things they read/did.

	WEEK 2 – 27/2/2020
- BMSW4002
(still not on system unable to browse website recommended)
	Lloyd showed us how messages can get lost in translation (Chinese messages), by whispering a message to someone who was to repeating to some else until everyone in the class had got the message.  When we wrote it out more than half the class had got the wrong message.

Child was to go to shop and purchase 4 eggs, to bottles of milk and 6 potatoes.

Looking at the process of communication, the Shannon-Weaver Mathematical Model of 1949 (phone inventor Alexanda Graham Bell), the company was named after the owner Shannon and Weaver.  They worked for the Bell Company.

Their system was known as the Linear system, as from start to end it had no feedback, on how good their product worked.  Communication was sent and received – but how.

There were 8 variables,
Source, Encoder, message, channel, decoder, receiver, noise and feedback.

Paper communication offered

Distance Learning offered minimal contact with students.

Tran’s invented a model in 1954 which incorporated feedback
Attitude, wage length, social system and culture.
We will be given case studies to identity what went wrong, and in depth independent examples of cases.

	
	We were given a handout scenario of Maria and Pedro.

Pedro worked on a building site, and his wife Maria called him to ask him to bring home some chicken.

On returning home Pedro went to the kitchen, then called out to Maria and asked where she.  She said she was in the living room, Pedro went into the living room and Maria asked him if he had brought the chicken.

He said what chicken, and Maria said the one I asked you to buy earlier.  Pedro said that he thought she had said to meet him in the kitchen.

This misunderstanding took place because he could not hear, because of the surrounding noise of the building site.

The model of communication to explain this communication is the Shannon-Weaver, as it offered no feedback as to whether the message had been received (Linear model)

	
	If Pedro had gone to a quiet area and told Maria that he would call her back, he would have understood the message.  

This would come under the Berlos’ model which gathered feedback.

Lloyd gave us some class work to complete, and returned it in his lesson.




	Lloyd WEEK 3 – 5/3/2020
- BMSW4002
Effective Team Working
(still not on system unable to browse website recommended)

	Lloyd returned the worked we had completed last week (Mario and Pedro)

He went over the Shannon-Weaver (1949)invention of the elements of no feedback, outlining the elements:-
Sender, Encoder, Channel, Decoder, Receiver and Noise. Breaking down that the sender gave the Info, Encoder – transmitting/sending. Channel, the tool verbal or written; Decoder – the reception and the Receiver – the destination, all connecting to NOISE.

The Schramm Model (1954), allowed for feedback, whilst the Berlo’s Model (1960) did not as the sender/receiver did not understand each other making barriers to feedback.

Distance Learning Education, packages/paper and Wi-Fi/online were also other modes of learning

Lloyd informed us that we must produce a portfolio of the work we did and briefly analyse communication in a friend’s workplace. Then we were to compare it with findings from published literature referring to theory and suggest how it could be improved.

We were given examples of how we could work our report.
In my report I will show
My report will show
This is a report on
The following is my report on

1. How communication can be made efficient in a business organisation.

2.  Relevant theories (Shannon & Weaver, Schramm and Berlo sheets were handed out then marked.





	WEEK 4 – 27/2/2020
Effective Team Working
- BMSW4002


	Lloyd talked about communication

Verbal/Oral  -      Spoken
  
Non/Verbal - Body/sign language, codes,        written, emails, letters, text, facial/eye expression, reports, and memos.


Two ways to write letters –
Dear Sir/Madam

Yours faithfully or Sincerely, only emails have Regards.

1. Do not use slang – I don’t - use I do not.
2. Do not personalise – I, me you we)

No contraction in formal written communication (shortened words – don’t  - do not).
I have a (academics do not use I)
A survey was conducted in non- formal English 
In non -formal English you may use I’ve instead of I have.

3. No Slang/street language
4. Phrase Verb

Look into ( use investigate)

5. No exclamation marks! as exaggerates.
Do not use exaggerated language = wonderful, fantastic.

Do not use emotive language – stupid, cut up. Let your language convey the message.

We were given an in class exercise – examples of informal and formal sentences. 
 I got them all right.

Ivana the Liberian talked about the Oval sites small library and the availability to access online books.  Environmentally friendly and not wanting to contribute to the cutting down of trees, the uwtsd library can be assessed on google in the advance search.  Use specific titles, last name of author and title, to locate books.  Check via electronic books.  She stated that we have been asked to use e books, and can access academic journals on line, and articles.

She informed us that the difference in a journal article is the first instance of some ones research, and that it was also cheaper to obtain.  Also that it was peer reviewed and sent between colleagues.  It was also easy for us to add an article to our list/book mark.

Students essentials for books and referencing books CRAAP – Currency (is it up-to-date) Reliability (is it relevant to subject) Authority,
Accuracy (compare to) and Purpose/point (purpose of sight?) It is a way to check the information is correct and valid.

HOMEWORK TO CONSTRCT A LETTER.








	WEEK 5/6 – Lloyd
BMSW4002
Effective Team Working & Communication CANCELLED
On Line
	[bookmark: _GoBack]Communication In the Workplace 

Definition of Communication

· Oral communication is Skype, WhatsApp, telephone, presentations, speeches, Zoom, meetings, - Oral /Verbal.
·  Visual Communication can be cartoons, sign posting, pictures, power point, newspapers/magazine – Non /Verbal
· Interpersonal communication is body/sign language, facial expressions – Non /Verbal

· Written Communications are emails, letters, texting, memos, Morse code etc. – Non /Verbal
​
​The components of communication are
Source, Encoder, message, channel, decoder, receiver, noise and feedback
 
​
The links between the encoder and decoder, are that they want the same outcome, to understand and take action​
The Importance Of Communication At Work

Good communication in the workplace allows everyone to know and understand what they are there to do.  It gives them the confidence to complete tasks, without constantly having to ask what/how when to do it.  Leaving them feeling happy, appreciated and able to have a work life balance.
















																












Homework - Barbee 1905352
									          BMSW4002



REFLECTING ON A SITUATION AT WORK

Staff were forced to change their contracts which resulted in a policy change to their flexi time, which Management thought would work to their advantage, because staff had to come in at fixed times from either 8am or 6.30pm .
Staff were disappointed that their flexi was eroded, but realised because they had to be in for the fixed times every 6 month, it worked out that they could come in  at any time  (up to 4 hours before 6.30pm and leave 4 hours after starting at 8am. Staff clarified this with the Union and HR, and starting coming in and leaving work whenever they wanted to, leaving Line Manager’s bewildered at how they would cover the loss of manpower.  Meetings were held with staff and their union reps and the policy pointed out to the line managers.  They ignored the clarification and it was escalated to the Line Manager’s Manager, who verified that the Line Manager had misinterpreted the policy.
Everyone, staff and Management were given the same policy change information but in subsequent Management meetings, some convey the message back different to their sections who subsequently sought union advice. The loss of productivity, staff going sick and the loss of respect for Managers could have been prevented if some Managers had not taken the changes personally, read the policy and liaised with onsite union reps and HR.  It could have prevent numerous meetings between staff, their Line Manager’s, and their Managers preventing staff taking out grievances against Managers for bullying and victimisation resulting in the untold loss of productivity.  Eventually the union insisted that a whole office meeting had to be held instead of the team buzz meetings, to ensure that the same message was received by everyone present from the site Manager allowing for no misinterpretation or hearsay.

Also given a list of references.
· Maund, A.,Schriek M. and Tinkler, P. (2017) Certificate in Higher Education: Skills for the Workplace. London; Sage Publications. ​
· ​
· Morgan, P. (2017) The Business Student’s Guide to Study and Employability. London. Sage​
· ​
· Stanton, N. (2009) Mastering Communication. Basingstoke; Palgrave McMillan.​



Homework - 12/3/ Barbee 1905352
									     BMSW4002



Sheba Business							Delverton Jewellery’s
16 Windmill Close							Overton Road
Surrey								            Cricket Lane
SUR REY								LONDON
									SW8 2NP

									15 Mar. 20

									

Dear Sir/Madam

Thank you for contacting us with regards to your order for Jade bracelets.

Unfortunately, this item is not currently available, and it will not be available for the next 3 months.

This is due to the high demand for our Bracelets, and if you would still like to purchase this item we can contact you nearer the time.

We are aware that Sheba Business work with various fashion outlets, and appreciate your business.

Our suppliers are experiencing import issues, but have assured us that things will be back to normal in 2 – 3 months and this is purely due to high demand.

We will endeavour to do our best to accommodate you, and if stocks arrive earlier than the 3 months expected, we will notify you.

Look forward to hearing from you.

Yours faithfully

B TULLOCH
							




Homework - 12/3/ Barbee 1905352
									       BMSW4002




Hi girl

How you doing.
Just letting you know the dress you asked me to sell for you, still not sold.
I was gonna send it back to you, but that idiot Rena wore it.  Soooooooo sorry, cause I know you wanted the money, so I’ve asked her to pay for it.
Sorry again girl, give me a couple of weeks to get the money from her, and I’ll sort you out.

Blessings xXx

Barbee















B M W - In Class exercise
WEEK 6 - ONLINE
																	 				Barbee 1905352
	 								BMSW4002


1. The stake holders are –  BMW, shareholders and employers

2. The communication strategy should be to hold an onsite meeting with all the top Managers and everyone present. Send out emails, desk drops, notice board notification and via team leaders meetings prior to this. Show interest and a lay concerns giving assurances to update them on the current situation and when new information is heard.

3. The target groups are, the mechanics, admin staff, cleaners, drivers warehouse/parts staff and Union.

4. The goal is to convince the staff that it is business as usual, and ensure continued productivity.

5. By sending out emails, desk drops, putting notification on boards and at team meetings prior to the meeting would show that Management are genuinely interested with their concerns. They should give assurances to update them on the current situation as an when new information is heard, showing empathy and understanding, whilst allowing staff the opportunity to air their concerns.  If they cannot answer all their question, promise to find out and get back to them as soon as possible.  Provide contact details for their HR and other sources of information for their use, as they are all in it together.


6. BRIEFING TO WORKERS

The purpose of this meeting is to update you on what you have heard about the business and answer any questions

The current situation is that we have also heard rumours, but we have not brought them to your attention as they are just that rumours.  I have been in contact with Germany who are unaware of any changes, so as far as we are concerned it is business as usual.  Explain to them that they are a strong company to stick with them, and they will work it out together. Assure them that if and when something definite is heard, they will be the first to know, and not to speak to the press as it could make things worse.

The background for these rumours as they may be aware, is that a Chinese electric car brand is trying to get a niche in the British market, which has got everyone feeling uneasy and insecure, but assure them that BMW is there to stay.


To the shareholders explain how it happened, and give assurances that you have it in hand and it is under control. Inform them that you are up to date on exactly what happened and why, and you have taken the necessary steps to put things wright.
























WEEK 6 -ONLINE
									 Barbee 1905352
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										 31/03/2020	



The Professor and the Village People

The reason that the village people did not help the Professor was because they did not understand what he was saying.

The Professor should have spoken to them in a language that they understood.

He used the Shannon-Weaver and Berlo’s model of communication - Linear model.

Those models gave no feedback as to whether the receiver had understood the request, and did not gather any feedback to confirm it.






	WEEK 6 – /4/2020
Effective Team Working
- BMSW4002
ON LINE


	Effective Communication and Listening (Trouble At Home/ Trouble with Training)

1. What went wrong for Jennifer is that she did not have a good work life balance.
2.  Listening paid a vital role, but no one listen to her.
3.  The ethical considerations is that you should always be honest and strive to do the right thing.
4.  The listening that can help Jennifer is too asked for clarification to ensure their responses cover the questions she asked.
5.  The Keys approach for Jennifer would be ensure that they are actively listening, paying attention, and that they acknowledge by giving feedback.




	WEEK 7 – /4/2020
Effective Team Working
- BMSW4002
ON LINE

	COMMUNICATION IN THE WORKPLACE

· 1 – Define communication in the workplace
The communication in my workplace is generally confusing and 

· 2 – discuss students’ examples

· 3 – Apply eight concepts of communication in the workplace from “Communication” in the text.
(Griffiths and Dunham 2015, in Maund et al. 2017)





	WEEK 8 – /4/2020
Effective Team Working
- BMSW4002
ON LINE

	COMMUNICATION EMPLOYERS AND EMPLOYEES (A Day with the Chief)

1. If I was mark I would not have lapsed into an informal/personal mode.
2. Mark did accurately evaluate the situation, but he forgot that he was still at work.
3. She became defensive because he started to denigrate his line manager and that staff should be rewarded rather than invest in the company. The meeting was not for raising issues that should have been raised through the proper channels.

	WEEK 9 – /4/2020
Effective Team Working
- BMSW4002
ON LINE

	EFFECTIVE COMMUNICATION AND CROSS CULTURAL AWARENESS

	WEEK 10– /4/2020
Effective Team Working
- BMSW4002
ON LINE

	REVISION




