


Introduction
Communication in the workplace is one of the signs of a high-performance culture. Exchanging information and ideas within an organization is called workplace communication. However, effective communication occurs when a message is sent and received accurately. 
Models of communication

Shanon & Weaver’s Model of Communication (1948)

 It is a simple model that describes the transmission of a message from the sender to the receiver.  A case study discussed by our lecturer Anita Nan on Shannon and Weaber Model in a day with the chief as giving below:
    Mark was top sales nan in computer manufacturing company in London. As a result of Mark hard work, he was rewarded a free trip to California by the company to meet the Chief executive officer CEO Alana Brown. Before Mark embark on this journey, he had heard people describing Mrs Brown as a Wicked Witch of the west due to her attitude and manner she speaks and dismiss workers who does not perform up to expectation. Although Mark was excited to embark on the trip, but he was a bit nervous of meeting Mrs Brown as the outcome of their meeting is unknown to him. Mark arrived in California and was picked with the company car to the office. Mark was taking to the office by the company secretary. Mark was surprise to see Mrs Brown contrary to his expectation in terms of her stature and the position she occupied. Both exchange greetings. Mrs Brown offer Mark a cup of tea and he was asked about his journey. Mrs Brown started asking Mark several questions regarding his market strategy and Mark tried to give his suggestion about his observation, Mark explained that the immediate supervisor failed due the fact that they could not take advantage of increasing sales and he also mention that he thought that the employees should be paid better. This infuriated Mrs brown and Mark was shown the way out. Based on this case study, Mrs Brown was not happy with Mark suggestions of increasing the workers’ salaries.                                                                                       
Schramm’s Model
The Schramm’s Model describes communication as process during which information is relayed to someone through a medium, this medium is seen as a sort of code that both parties (the sender and the receiver) are able to understand. This method also uses a feedback loop as Schramm did not view the process of communicating as complete unless it involved some form of acknowledgement from the receiver letting the sender know that the message coded and sent has been received and decoded. (Schramm, 1948).

Case study 2: Barry and communication barriers: effective communication as a motivator (Nan, 2021)
This case study analyses the consequences of encoding a message to a group of people who do not understand the code used thereby making it difficult and/or impossible for the message sent to be understood. It centres around a 27-year-old manager of a restaurant named Barry. Barry’s tasks include overseeing and regulating the employees who work in the kitchen. All the employees who work in that establishment have a wide range of cultural and ethnic background, which means that for most of them English will be either their second or third language. Their ages also vary ranging from 16 to 55. 
Barry’s job as a food safety officer provides him with skills needed to train employees appropriately on food safety, although he admits that it is not always easy to do. Most employees undergo an “on the job training” as means of learning food safety basics however due to the increase in new hires some employees do not receive this training and are put straight to work. 
On one particular day Barry arrives at work and discovers trays of uncooked meat sitting on the work tops, it looked as though they had been sitting there in room temperature for quite some time. Seeing this frustrates Barry as he had made several attempts of teaching them how to handle food in a safe manner, these included: large signs being put around the kitchen, giving each employee a thermometer, providing them with hand washing facilities and encouraging them to wash their hands as often as possible.
Berlo’s Model of Communication (1960) 
 Berlo’s model of commutation looks at communication in its plainest form, looking at all the various parts which make the basic part of communication. Using this form of communication leads to a more efficient form of communication, this is because this tool pays more attention to the coding and decoding of the message sent. The Berlo’s model of communication utilises the SMRC model with the S standing for Source, M for Message, C for Channel and R for Receiver.  (Berlo, 1960)
Case study 3: Max the Multitasker (Nan, 2021)
A Case Study adapted from Quintanilla, K. M.  & Wahl, S.T in Maund, A, Shriek, M and Tinkler, A, Certificate in Higher Education: Skills for the Workplace. London.    

This case study is centred around an efficient planner named Max who was responsible for organising events (such as birthdays, weddings and anniversaries) for friends and family. This skill led him to opening a business from home, this business consisted of him getting enquires from clients and aiding them to book various things. Due to his limited funds, Max was unable to hire employees which meant that every aspect was completed by him. It also meant that Max was unable to afford advertising and relied on word of mouth as his only source of advertising.
One of his clients was Tamara, who had her wedding planned by Max two years prior to her contacting him again in regard to a different event. Although max already had a busy schedule he agreed to plan the event, however two weeks after this Tamara called Max while he was on the phone with a different client, requesting the date of the event to be changed. On the date of the event, Tamara and all her guest arrived to find that a different event was being held at their chosen venue. Max apologised for the mix up and explained that it only happened because he forgot to put the new date down in his calendar as he was on the phone with a different client when the changes were made, he also offered to plan the event at a later date which suited both her and her guests.

This mix up led to Tamara not being able to trust Max, which meant that his offer to plan the event at a later date was turned down. As Tamara was very upset, she expressed how she felt about max and the mix up with her friends who had previously been a fan of max and had also used his services.
Communication Skills
Being able to communicate is one of life’s most essential skill. This skill allows information to be passed from one person to another, it also allows the comprehension of the information conveyed. Effective communication in the workplace is a major tool for good teamwork and it creates a good working environment that aids faster work progress. There are various communication skills necessary for passing across information, these include: verbal communication, non-verbal communication, written communication, formal and informal communication. These Skills of communications are used in different context, to suits different situation.

Verbal Communication

This involves the use of dialogue between two or more individuals. This is a very effective kind of communication as it requires physical response and observation of the co communicator to know what their feed backs look or sound like. A verbal communication can be done face to face, over the phone, on a video call or via zoom/skype. A verbal communication can be either formal or informal this depends on the situation or context the communicators are in. it is also important to take note of pitch tone and cadence while having a verbal communication and make use of them properly for a healthy and effective communication between clients and colleagues.
Non-Verbal Communication

This includes body languages, facial expression, hand movement eye contact, posture etc. This are often noticing when talking is not done. Being able to read the facial expression of a person is an added advantage to an effective communication. Take for example through verbal communication one can tell if an individual is comfortable with their present environment, one can tell worry, anxiety, happiness, sadness etc. Knowing this can help know the next head way towards creative an effective communication. In the workplace when one notice the facial expression of an angry client then it is advisable to communicate with such person in calm tune for a less tensed environment. If this is ignored, then there might not be a conducive environment when communicating.
Written Communication
This type of communication does not require a face-to-face communication or signal and expression. This kind of communication involves emails, memos, reports, tweet, and post etc. This can also be used as formal or informal. Often in the workplace written communication are mostly used by making use of memos to pas’ information to all staff members, emails and even information’s written on the bill bords to pass information or instructions. Written communication is a common type of communication used in the workplace, most especially when tasks are carried out virtually, the use of emails, reports can be used to pass information from the superior’s staff to other staff members and vice versa.
Formal and Informal Communication

The basic difference between formal and informal communication is their use. Formal communication involves the flow of information in a proper and predefined route while informal communication flows in every direction and moves freely.
Communication Barriers in the workplace
Barriers to communication in the workplace are simply known as the obstacles to an effective flow of communication that hinders the work from been achieved smoothly. 

Some Examples of poor communication in the workplace and how it could be improved: During the lecture delivered by our lecturer Anita Nan, one of the major barriers of communication is noise. For example, people that work in a noisy environment e.g., construction company, restaurant, night club etc. tends to have problem in getting the right message, an example was given in the case study cited by our lecturer in Maria and Pedro. Pedro works on a building site and Maria is his wife. One day Maria phone Pedro to get him a chicken when coming back home and Pedro replied Okay to Maria with the understanding that he got the message clearly. On getting home Pedro went straight to the chicken looking for Maria in the kitchen but Maria answered him that she was in the sitting room and Pedro walked down the sitting room to see Maria, but on getting there Maria asked him where is the chicken?  And Pedro asked him which chicken, Maria replied him the chicken I asked you to buy on your way back home, but Pedro replied her that he thought Maria told him to see her in the kitchen when he gets home. From this case study, we can see that Pedro did not hear clearly   what Maria was saying due to the level of noise in the construction site. Based on this case study, we can see that noise is a major barrier of communication in workplace.
Communication in the workplace must be very effective. It is important to have good communication environment in a workplace to create a conducive environment of work. Take for example at my workplace in London borough of Newnham where I work as a traffic warden, effective communication is needed between the workers, management, and the staff to avoid chaos and discrepancies.  At times we do have arguments and misunderstanding with some driver, while other drivers might be aggressive. New ham council was able to provide adequate and modern communication gadgets like working talking and other electronic gadget to aid communication among workers and management. 
 Language Barriers: Meeting people who are not English speaking is a Barrier of communication while working. This is inevitable in London that is multi-diversity city.
Conclusion
The effective use of communication skills such as visual, written, verbal and nonverbal communication is the basis of creating effective communication, if these basics are followed rightly then the process of communication and its advantage will aid productive outcome in the workplace.
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