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INTRODUCTION

The aim of this report is to examine communication at my workplace. I will be doing this by focusing on different aspects of communication which are communication skills, types of communication, barriers of communication, models of communication, importance Of effective communication and communication between management and employees.

COMMUNICATION SKILLS:

Communication is the process of passing information from one person to another in different forms which can be in form of speaking, reading, writings and many different ways. It called verbal and non-verbal communication. It could be between one person to another or between an organisation or business. Communication is the base or any business which is an important element for business to success. For training program when communication skills are being used with motivation and vision, the results are an excellent knowledge to perform well. (Schwartz,2006)
In any organisation when communication is used effectively with any business dealing it plays a vital role to get your target. Effective communications have great influence in any professional place whether it is a work place or education sector.
Effective communication is the key to success which is demanded by every employer. People which good communication skills get priorities in their life because It has influence in every field of life.
I have good communication skill but I think that I need to improve it more to be a professional and effective communicator in my daily life especially at my workplace.
TYPES OF COMMUNICATION:

Communication is the process of delivering information or data from person to person or between an organisation. Information can be transfer in any way it can be verbal,  non-verbal, or in form or written like an email, a letter or memos etc.
Verbal communication can also know as oral communication. In simple words we can say any conversation between two people called non verbal communication it can be formal or informal. 
Communication which is going on during a business meeting or any professional meeting it is always in a formal way or any communication which is going on between groups of friends or in family persons it is in mostly formal.
Non- verbal communication is when there are no use of words means conversation or information is passing through an email, letter, messages or someone’s gestures, postures or point of view these all are forms of non-verbal communication. (Ivy and Wahl,2014, p.5).
 
The body language, behaviour or actions (posture, gesture and movement, facial expression, eye contact) and listening ability all are nonverbal communication.
Written communication is when message is delivered in form of writing is written communication.it can be formal and informal. Information can be delivering through letters, memos and reports.

I have good verbal communication skills but I need to improve my non-verbal communication especially informal communication. I can improve through writing practice in different professional ways which will help me to improve my employability skills.
BARRIERS OF COMMUNICATION:

Barriers to communication become visible from different reasons it can be speaking, racial, legal and institutional differences. (Rietveld and Janssen, 1990).
There are lots of barriers which can be faced in communication the main barrier which is mostly present is language barrier because people comes from different backgrounds their mother language is different, they are hard worker but language barrier create hurdle between their success, other barrier include physical , emotional, cultural, between genders specification and interpersonal etc. Now a day’s business has higher competition in the market and communication barrier create more problems. Communicators needs to overcome those barriers with effective skills. Because of language barrier people cannot express their thoughts and ideas to others. Some speakers use technical terms and everyone cannot understand these things also a barrier.
People who have speech difficulties like stammering problem or hearing problem are known as physical barrier However now technology and modern ways of communication has overcome this problem to some extent. Because of technology deaf and blind people are able to communicate somehow.
Psychological barrier less concentration and interest. If listener is not paying attention and busy on their phone or reading something and not listening to speaker it can put speaker off and it is create barrier to communication. A good listener is always a good communicator.
Some cultural values also create hurdle to express people’s thoughts and ideas openly like sexual health issues and gender disabilities etc. so because of cultural issues hinges cannot be explain on good.
It is very important to understand those things which are creating hurdles between effective communications and needs to be sort out for successful of an individual’s life.
MODELS OF COMMUNICATION:

Model of communication are the explanations of others mental ideas to other people communication process.
I will explain three theories,
· Shannon and Weaver model of communication
· Lasswell model of communication
· Schramm’s model of communication

1. SHANNON AND WEAVER MODEL OF COMMUNICATION

Shannon and Weaver model of communication was also known as Information theory. In 1948 two individual an engineer an a scientist they join together and write an article which was mathematical theory . They said communication can be broken down into 6 key concepts which are

SENDER:    Information source
ENCODER: Transmitter (who convert message into signals)
CHANNEL: Notice
DECODER: Reception (the reverse process of encoder)
RECEIVER: Destination 
[image: Shannon and Weaver communication model]
This model suits my work place I work as a security officer in a hospital  where I receive calls to get instruction and call them back for feedback I receive and make calls , however this model of communication suits my work place.

LASWELL MODEL OF COMMUNICATION:

Laswell model of communication was developed in 1948 by Harold D. Lasswell. He was an American political scientist and communication theorist. He write an article in 1948 where he describe about his model of communication. This model is  the brief explanation of any communication which is take place. It explain in detail who is the person who send message? What they said? What was the way of saying? To who this message was said and what was the response of receiver of message? So we can say to explain message in details is lasswell model of communication. 
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This model of communication also suits my workplace because as a security officer when I receive call for any incident or any suspicious matter I have to get details of the matter. Its duty to check all these things which have asked in this model.

1. SCHRAMMS MODEL OF COMMUNICATION:

This model of communication was proposed in 1954 by Wilber Schramms. He was consider one of the pioneers of mass communication field. He said communication can be explain that it is two way street one is sender and another is receiver. His model of communication is simple.  Components of this model are
· SENDER ,  
· RECEIVER   
· FEEDBACK   


IMPORTANCE OF EFFECTIVE COMMUNICATION: 

[bookmark: _Hlk29246246]Effective communication at work place play an important role in all aspects of business activities. There are lots of activities which are based on communication business meetings with internal and external parties all depend on how a communicator explain them about their product and services and after convincing them how to do all paper work and written agreement ands its all depends on the communication of the communicator. It is very important for our organisations and institutions to spend on human development skills because its an investment towards our businesses. America is spending $1.5 trillion on human development to improve their skills its 11 percent of their Gross Domestic Product. (GDP). (Carnevale,Smith,p. 491-501, 2013)
Effective communication create trust among people of an organisation and it is the key to get more intensives and promotion as an employee. It helps to expand business. Communication is very important even some one is starting their career, It is much needed to give a interview and secure your job. Goo effective communication it is important to give respect to everyone whether they are your senior or juniors
Effective communication help business to solve problems and make difficult decisions by maintain good environment at workplace. It help business to increase their productivity and had good outcome in form of profit.
Effective communication not only help in business matter but it also helpful in every field of life to be a successful person in your life.
I have an effective communication skill and with the help of those skills my performance is good but I still need to improve my nonverbal communication which can give me more opportunities in life.


COMMUNICATION BETWEEN MANAGEMENT AND EMPLOYEE:

Communication between managers and employees should be clear .It is very important for leaders or managers to pass on all important and relevant information to employees of the business. 
Managers are the main person in a business to have a good start with everything they has a vision of task to complete it. Managers or leaders make business plans, prioritize business task according to time and leading everything within business.(Jhonson,2018) 
Direct communication create good relationship between leaders and employees. It create good understanding of their task. When managers and junior staff working in a team together it built trust among them. They can create more ideas and apply more experiments to get good results. When managers allow employees to solve problems on their own and make decisions It develop more confidence and it improve leadership skills in them. 
Sometime there could be conflict between employees but with communicating each and ever person involve in it it can be solve in a good way. By maintaining strong internal business matter and social issues a business can perform well to complete their goals.
At my workplace management and employees has no direct communication because I work through a company so sometimes it is a problem to sort out some problems faced on duty.


 
RECOMMENDATIONS:

[bookmark: _Hlk29246397]In this report I will suggest to be a successful person first thing an individual need is communication which should be effective Whether it’s a verbal communication or non-verbal communication and should understand the importance of effective communication. It built a good impression and built trust about your saying in people. Leaders and managers should have direct conversation with their business employees. They should discuss related business activities directly to staff which create confidence More over they need to overcome barriers of communication as well. 


CONCLUSION:

[bookmark: _Hlk29246436]In this report I have focused on different aspect related to workplace. I discuss about communication skills , focused on some theories, which are Shannon and weaver,Laswell and schramms model of communication. I explain about the model which suits my workplace. I have difficult all aspect which are important and much needed in a business to achieve their goals.
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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 skills sometimes send the wrong message.
- Tell Mary why you are writing
- Say what you have observed about her communication skills
- Tell her hgw you think this course would impro skills and her relationship with her fellow
workers.
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Exercise2: COMMUNICATION: A CASE STUDY Bl

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 hyglene and handwashing, tlme/temperature, and cleaning and
sanltmng) ‘But with high turnover- of employees, training is often hurried; and some new empIOYees
are put nght into the ;ob without training if it is a busy day. )

One day Barry overslept because he had been working on'his car until 2a.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 reallzed that he needed a haircut and a goad hand scrubblng, espeually
after working on his car.’ /

When he arrived at work, he dashed into the’ kxtchen and noticed several trays of uncooked meat
on the work tops: They appeared to have been sntlng 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?’ gt , g S T
The man [eplied: ‘l heard \‘/ou 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 agalnst a brick wall-in trvmg to get

his employees to practise food safety ri

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

Questlons.

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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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 passage and answer the questions.

| (Kelly Quintanilla, one of your co-authors) have taught many successful workshops to business
professionals over the years, workshops in beautiful locations with enthusiastic participants. | also taught
one workshop that appeared to be doomed to fail before it even began. The topic of this 6-hour workshop
was conflict management. The group was a department whose members were currently engaged in a battle
with one another. Literally, half the department was not speaking to the other half. Some of the best
department members had put in for transfers. Productivity and customer service were suffering.

Knowing all this in advance, | had carefully selected a large room with comfortable chakls, round
tables, and good lighting. | had planned for several breaks with food and drinks in an attempt to foster
informal communication. The meeting environment was ideal. Unfortunately, an emergency water outage
caused the workshop to be moved to a room in one of the local museums. The meeting was scheduled to
begin at 8:00 a.m., but many people arrived late due to the last-minute change in location. Those who arrived
on time became increasingly agitated as they waited. Part of their agitation stemmed from the fact that there
was no coffee, no food, nothing. Despite several calls, the food order never made it to the new location. The
only place to get a drink or snack was a small, extremely overpriced gift shop that did not open until 10:00
a.m. To make matters worse, the room had about 40 mounted animal heads hanging from the walls. The
animal heads, most of which were in a growling pose, were very dusty, causing anyone with allergies to begin
sneezing and sniffling. The final problem was the furniture. The chairs were the small, metal, folding kind.
The tables were also small, and there were not enough of them, so the participants were crammed together.
| could not imagine a worse meeting environment forany group, let alone a group already engaged in conflict.
| needed to do something quickly.

Q1: What went wrong?
Q2: What would you have if you had been in that position?
Q3: Could the situation somehow be used to your advantage? Why/ why not?
Q4: Could any model of communication help explain this situation?
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Ex.2. Read the following brief and write a business email according to the instructions.

Write an email to a business contact or colleague asking for infermation.

Prepare the situation using the questions below. The information can be real or imaginary.

« What is your company’s business? What products/services do you offer?

« What is your position in the company?

« What information do you want right now? ideas: the status of an order that you are waiting for; product
information to give to a.rustomer; market information about a new country where you are going to do
business; financial data to write a report; hotel information for a business trip you are going to make.

« Who are you going to write to, to get this information? Ideas: a colleague in another department/from
another country; a customer; a supplier; your line manager.

» Can you make your request for information more specific?

« Do you want to give any information to them? / promise action? / offer help?

Now write the email.
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Ex.1. Read the cases and answer the questions that follow

CASE 1: Mary was working on some paperwork when her daughter came into the room upset.
As the child told Mary what was wrong and how she felt, Mary kept typing on her keyboard and
said, “It'll be OK,” and ‘Everything will be all right.’ She was confused when the child only
continued to become more and more frustrated. Just then, Mary’s phone rang and she was all
excited when she heard her friend’s voice. They spoke for fifteen minutes and when the call
ended, she turned and said to her daughter, ‘Oh, darling, that was Susan. I'm so excited about
seeing her tomorrow!’. The child broke down and cried. B e :

1. Why weren’t Mary’s calming words having any effect on her daughter?
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__O&xOA QN W™ \~ex :
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2." ° What could she have dm:1e to-make the situatjon better? ¢
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CASE 2: Steve was exhausted from work when his wife, Sally, came home. So he was quite
annoyed when she began telling him all that went wrong about her day. He interrupted her and
said, ‘I'm so tired, can’tit wait?’, The next morning while they were in the kitchen making:
breakfast, Steve said, ’Did_I tell you»what happened at wPrk yesterday?..éally said nothing, but
walked out of the kitchen. . )

1. Why was Sally upset?
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. Exercise2: Writing an e-mail.
You are a teacher of Communication and have received th:s e-mail from one of your students:
Dear Sir,
I am writing to you because | am confused about Communication.
Could you please explain:
1.What Communication is:
2. The Shannon-Weaver model.
3. What is meant by non-verbal communication and why it is important.
Many thanks,
Lucy Mars.
Reply to the student and answer her questions. Use a diagram in your answer, if necessary.
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