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Introduction
This essay will outline a report on communication within a workplace, applying relevant theory to workplace examples. This report will illustrate examples of different types of communication at workplace. The methods and approach individuals adapt to communicate through oral, verbal or written. There are many reasons why individuals will communicate with one another in order to carry out a task or execute it. Communication can be made through working collaboratively with colleagues, co-workers and managers. 
Communication is also used for negotiations. It can also be used in-group dynamics. This essay will show the effectiveness of communication used in any environment and this will include from body language to actively listening to the opposite opponent or even personal presentation. All these things matter, as it will help an individual communicate better with their employees or friends. 
There are many types of communication;
1. Verbal & non verbal communication

2. Oral and written

3. Internal and external

4. Formal and non formal

These methods of communication are used on a daily basis to get something across.

This essay will then be concluded with how we present ourselves while communicating and what kind of messages are put across. This will also indicate personal weakness and strengths. It will show a comparison on how important it is to communicate across any channel effectively.
Why Communication is Important
Communicating is important. Different languages are used to communicate with one another. This kind of skill plays a huge part of written and spoken language. Communication is conveyed through thoughts and ideas. This allows an individual to reach a certain acceptable solution. Communication can also be conversed through hand gestures and body language etc. Through communication people will interact and share their ideas, feed any information and even express opinions in a groups of individuals in or out of work. Communication is made through one person to another with ideas and attitudes. This is a meaningful interaction. 

Such communication can influence individuals and can be a great tool for motivating and controlling people. This whole method is a way of processing information socially and emotionally.
One method of communicating at work requires skills and confidence to be able to complete a task that may have been delegated by senior. Working proactively and collaboratively with colleagues and senior managers. This will ensure individuals are taking ownership and responsibility of work. This can also help one negotiate and help to develop further ideas.

According to Shannon Weavers theory, when information is exchanged through thought or ideas this enables a mutual understanding between two individuals or more. In order to get such message across this kind of process requires at least one sender and one receiver which then a message if transmitted within this kind of communication.

Digital Communication

Employers have many ways of communicating with their employees. Today’s generation is packed with many digital resources. Communication can be transmitted in many formats using different methods. The different types of communication at a workplace can be fed through verbally over the phone or face-to-face interactions. Email is another method of interactions and so is telephone. It is quicker and easier to feed messages through and cascade to relevant team when required. These tools will help an individual to build up on their confidence and interpersonal skills and will allow them to gain further knowledge.

If information can be processed effectively between two or more people a job is more likely to be successful. This improves teamwork and team performance. According to Belbin’s technique it is those who found that teamwork can build positive results which then led to success. This contributing factor makes a lot of differences to individuals work ethically. 
He defined team role as a “tendency to behave, contribute and interrelate with others in a particular way”. Abstract taken from Mind tools

Belbin theory also suggests that individuals who understand their role within a particular team are more likely to develop strengths and be able to manage their weaknesses as a member whole this will help individuals contribute to the team.

Leaders who use well communication strategies towards their colleagues are more likely to be successful in building their employee. This will increase royalty and aid in success for both business and employers. That’s why communication is very important when fed through sender and receiver. 
Theory Structures

There are four main basic types of communication


1. Passive communication – is when an individual avoids expressing their feelings and their views. They allow their anger, annoyance or any type of grievance mount on top. This can be a negative impact because they are more likely to be prone to outbursts


2. Aggressive communicators – individuals who put across their thoughts that have built up expressing their views and opinions in a way which could violate someone else’s right. These types of communicators are quick at making judgments in order to be heard.


3. Passive aggressive communicators - these types feel powerless and more resentful and somewhat stuck. Some will mutter, while others will deny or use sarcasm more often.


4. Assertive communication – individuals who are assertive make their views and opinions very clear in more or less diplomatically. They are respectful towards others as well as respecting themselves and valuing their time and emotions. These types of individuals are more like to communicate effectively at a workplace and get a job done successfully. 

There are two other ways of reflecting communication styles. Analytical – looking at information more logically with a high volume of data. Secondly Intuition – individuals who avoid big pictures and get straight to the point
               Positive & Negative Communication

Employees should feel safe at work surrounded with good leaders because successful leaders who communicate with their employees on a regular basis are more likely to achieve great results. Employees should feel comfortable in communicating with seniors if that level of comfort given. They are bound to use such platforms to suggest ideas or discuss new ways carrying out jobs and tasks effectively and efficiently.

Some employers give their employees the option to submit suggestions/reviews in order to allow them to put processes in place to complete a task more effectively. These can also be submitted anonymously. Leaders and seniors are constantly looking for ways to improvise.
Communicating though technology is advantage but at the same time there can be also a negative side. Instructions or information sent via email or over the telephone can be misinterpreted and misunderstood. Sometimes less face-to-face interaction can lower the confidence and self esteem. It is very important for all employers to keep a great balance between communications.

However some people are not comfortable in using the technology – this could be for a number of reasons; for e.g. not being comfortable, prefer older ways of communication, out of their comfort zone and evn learning difficulties. Etc.
Shannon Weaver Communication model

Shannon Weavers Model of Communication was introduced in the year 1948. Though telephone communications are a quicker way to feed information; it can also be a negative source of communication tool, especially if you work in a noisy office it is not always possible to hear what the sender is saying in order to encode the message.


According to Shannon Weaver model theory, the noise affect the communication between sender and receiver so therefore is difficult to encode and decode.

Schramm’s Model of Communication

Schramm’s model of communication was introduced in 1954. His idea was to convert the thought into contents.
 Coding and decoding is two essential processes of an effective communication. Schramm also mentions that communication is only complete when sender receives feedback from the recipient. His theory is that communication is a two way process.

Schramm also mentioned that Individuals from different backgrounds, with different diversity, religion and race and ethnicity played a major part as they interpret message differently than others.
Conclusion
It is very important to have a good communication in place. A successful functional team is more likely to achieve greater good than a dysfunctional team.  A good management team with the right skills and the right mindset will have a successful team and successful business. It will be a healthier and much fun environment for employees to work in. Employees shouldn’t have to hesitate to raise concerns and opinions. This is a great way of working as a team and building interpersonal skills as well bringing people together.
With the correct flow of communication friendly space employees should not have to think twice before they share their feelings, ideas or initiatives. Management in most companies hold weekly meetings, monthly meetings and even one to one. This will allow everyone to get together and discuss any issues. This method of communication is very important – where it gives individuals to raise any real issues where it will be cascaded throughout the team. Face to face communication is more authentic and with follow ups. This gives employees re-assurance.
Employees should feel comfortable in communicating to line managers and seniors. This will help them with personal strengths and weakness and a great way of improving interpersonal skills. At the dame time line managers should take feedback on board and act upon it so colleagues know that this is been dealt with and action is been taken.

According to the communication styles I am an Assertive Communicator – I raise issues and concerns directly via email or even bring it up in weekly meetings. This allows me get find quicker resolutions to problems and builds my confidence and self-esteem when issues rose with the whole team.

According to Schramm theory – it is clear and understandable that people from different backgrounds, religion and different diversity will interpret differently than those who understand with logical approach. This can be a negative issue and could lead to misunderstandings. Not just verbally but by body language, gesture and posture. Everyone has different perception of things but overall this is something that should easily be tackled with the right kind of team and management.
My theory

I believe that every organization should invest in their employees. At my current workplace I found that if someone is unsure of certain methods of communication tools we are constantly gathered into meetings and management look in ways to improvise. We are given one to one sessions, plenty of training and given the opportunity to work on projects. Management provide more direct through communication. It is important that measures are put into place that way there will be less room for mistakes. This means there will be less conflict and more resolution to problems. When there’s a positive surrounding and a positive environment words like this get passed on quickly from one department to another. This will make work a better place to be around. This encourages employees to exceed and deliver more.
Total Word Count: 2000
References

Paul K. Tinkler, Certificate in Higher education Skills in the workplace Student yearbook Sage Publications (2007) [Page 47 – 54]

Paul K. Tinkler, Certificate in Higher education Skills in the workplace Student yearbook Sage Publications (2007) Page 28

Morgan, P. (2016). The Business Students Guide to study and Employability. Sage Publications [Page 22-25]

Morgan, P. (2016). The Business Students Guide to study and Employability. Sage Publications [Page 243]


Morgan, P. (2016). The Business Students Guide to study and Employability. Sage Publications [Page 260]


Morgan, P. (2016). The Business Students Guide to study and Employability. Sage Publications [Page 439]

Websites

https://www.forbes.com/sites/markmurphy/2015/08/06/which-of-these-4-communication-styles-are-you/#6ef513833adb

https://www.uky.edu/hr/sites/www.uky.edu.hr/files/wellness/images/Conf14_FourCommStyles.pdf

Mind tools.com/pages/article/newLDR_83.htm

Mayfield, Jacqueline; Mayfield, Milton. American Business Review; West Haven Vol. 20, Is. 2, (Jun 2002): 89-94. 

https://search.proquest.com/openview/b4a11481fa5ccdcd530827add998be48/1?pq-origsite=gscholar&cbl=31895

https://www.officevibe.com/blog/improve-communication-at-work
� Paul K. Tinkler, Certificate in Higher education Skills in the workplace Student yearbook Sage Publications (2007) Page 47





� Mind tools.com/pages/article/newLDR_83.htm


� � HYPERLINK "https://search.proquest.com/indexinglinkhandler/sng/au/Mayfield,+Jacqueline/$N;jsessionid=BB5DEF4144AACB41E496F9EAC0AAC836.i-0e81ff1a52eb01a7d" \o "Click to search for more items by this author" ��Mayfield, Jacqueline�; � HYPERLINK "https://search.proquest.com/indexinglinkhandler/sng/au/Mayfield,+Milton/$N;jsessionid=BB5DEF4144AACB41E496F9EAC0AAC836.i-0e81ff1a52eb01a7d" \o "Click to search for more items by this author" ��Mayfield, Milton�. � HYPERLINK "https://search.proquest.com/pubidlinkhandler/sng/pubtitle/American+Business+Review/$N/31895/OpenView/216319467/$B/28FBDF8DB5E146A6PQ/1;jsessionid=BB5DEF4144AACB41E496F9EAC0AAC836.i-0e81ff1a52eb01a7d" \o "Click to search for more items from this journal" ��American Business Review�; West Haven� HYPERLINK "https://search.proquest.com/indexingvolumeissuelinkhandler/31895/American+Business+Review/02002Y06Y01$23Jun+2002$3b++Vol.+20+$282$29/20/2;jsessionid=BB5DEF4144AACB41E496F9EAC0AAC836.i-0e81ff1a52eb01a7d" \o "Click to search for more items from this issue" �� Vol. 20, Is. 2, � (Jun 2002): 89-94. https://search.proquest.com/openview/b4a11481fa5ccdcd530827add998be48/1?pq-origsite=gscholar&cbl=31895


4� HYPERLINK "https://www.forbes.com/sites/markmurphy/2015/08/06/which-of-these-4-communication-styles-are-you/#6ef513833adb" ��https://www.forbes.com/sites/markmurphy/2015/08/06/which-of-these-4-communication-styles-are-you/#6ef513833adb�





� https://study.com/academy/lesson/workplace-communication-importance-strategies-examples.html


� https://www.communicationtheory.org/shannon-and-weaver-model-of-communication/


� https://www.managementstudyguide.com/schramm-model-of-communication.htm


� https://www.managementstudyguide.com/schramm-model-of-communication.htm


� https://www.officevibe.com/blog/improve-communication-at-work





