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Introduction 
Communication is a key aspect in achieving the best results in both business and relationships both outside and inside the work atmosphere and between colleagues at work. The use of effective communication allows individuals to get across ideas, thoughts and express feelings in an efficient way. Communication is the foundation of everyday life. However, within the workplace communication is paramount in achieving the best results in employee satisfaction between employees and managers and also, the productivity with the workplace and resolving conflicts using the tool of communication. In this report, the importance of communication will be demonstrated by itself and its effectiveness within the workplace, understand the problems that may disrupt effective communication, considering the assumptions of communication and understanding how communication can be applied to real life context. For example, experience within a work experience. In this case it will be East Thames. 
What is Communication? 
‘Communication is a prominent skill that cultivates success in the workplace’ (mind tools). Communication is a reciprocal process. Both the individual communicating and the individual being communicated to must work hand in hand to ensure successful communication. Communication means ‘allocation’. “It is the allocation of knowledge between different individuals. It consists of sharing ideologies, opinion, imaginations, conduct and written content” (Team, 2019).  Communication allows the transfer of receivable information from one place to another place. Transferring information this way can be done in a plethora of ways
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The process of communicating could be broken down into three different steps to ensure information is transferred. Communication is transferred from the sender to the person who he/she wants to receive the information, the person receiving it is known as the receiver. However, before said information is exchanged between both parties the information needs to be encoded or translated into a format that is receivable and perceivable. This information can be turned into “spoken, recorded, representative or nonverbal. For example, when a person speaks, when someone writes a letter, the words and sentences are the sentences are the message” (The Business communication, 2017).The information is gathered into words, which I spoken to the person receiving it. Put into words spoken to the receiver or the information could be converted into texts that’s been printed, tables, charts or graphs which the receiver will have full access to.(lumenlearning, n.d.). The medium means of transferring the message to the recipient (means of a sound wave, images or electronic signal - when the receiver receives the encoded message and the receiver (he or she) receives the encoded messages and then decodes it. This allows the message to be transformed into information that can be understood. During, this process of communication, the receiver responds by sending feedback to the sender to signal that the message has been received, as demonstrated below in this two way model. 
There are plethoras of different ways of communicating. These include; auditory, non-verbal communication, verbal communication, over- dramatic awareness, written communication and communicating in difficult situations. I will be looking at 3 types of communications, which are extremely prominent in settings such as the workplace. Non-verbal communication is communication without the need of word of mouth, words being spoken. Non- verbal communication is successfully done through “demonstration, symbol, colours, gestures, body language or any facial expressions”. It is said that majority of communication is non-verbal and that 93% of communication is nonverbal” (Schmitz, 2016). Communicating verbally  is a type of  communication that happens verbally, vocally or through written words which expresses the message to another. This communication has two varieties, oral communication and written communication. Oral communication occurs through spoken words, conversations and any type of information that’s spoken by mouth. (Communication theory, 2014) and written communication happens through written signs. For example, typed newspaper, printed word documents and letters. Verbal and non-verbal communication within the workplace defines much of the lives of colleagues within that organisation, individual goals, team goals, structure and norms. 
Communication in the workplace 
Communicating in a work environment is very important to ensure an efficient relationship between colleagues within the workplace, this can enhance the experience of the employees to help increase morale, efficiency and helps maintain strong working relationships within all platforms of the company. Employees who communicate properly with other colleagues, managers or even clients are always seen as important components to the organisation and have a skill that sets them apart from everyone else especially when looking at higher position within the company or applying for other jobs. Strong communication allows for Team building this means that team members collaborate and communicate together this helps build effective teams. Also, innovation - employees can openly communicate ideas without feeling hesitant this will make employees more likely to bring their ideas to the table. 
With that said, the benefits of successful communication in a work environment  has its perks in dealing with problems as Sherman (2019) states that useful communication skills can resolve the dilemmas, or prevent them from developing in the first place. Surviving difficult predicaments such as employees worrying about future in the organisation or their workplace life. Management talking truthfully about the situation can build up the trust of the employee. Also, managing a diversity workforce with a mix of different races, nationalities, gender or faiths in the workplace, means it will be easy for people to unintentionally offend each other. This is why good communication is important within the workplace. 
However, not all communication is positive, and as a result workplace productivity, team performance and a friendly environment is compromised and not all communication can be achieved due to certain barriers. There are key barriers that occur to effective communication which are language – language enables one to understand the content that an individual is trying to express while communicating with other people. If a common language is used within the workplace then individuals will be more satisfied and the process of communication will be more effective. Within the workplace, it’s important that a habitual language is developed in order to communicate properly (Kapur, 2018).  cultural diversity is also a barrier because different people from different cultures may be unable to communicate with each other and this may be down to a range of factors such as languages, viewpoints, ideas and different backgrounds. Other barriers include gender differences, statues and psychological barriers. These barriers can hinder the progress of communication within the workplace if not tackled with immediately and may cause the workplace to have an ongoing hostile environment because communication would be compromised. 
Theories/models of communication
The Shannon and Weaver model of communication 
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(Source: Businesstopia, 2018)
The Shannon and Weaver model was developed in 1949, where the model demonstrated a mechanical and mathematical model of communication. Businesstopia (2018) states that the model of communication takes a look at how communication messages could be manipulated into electronic signals. Those signals could be transmitted with a minimum of error.  The sender (information source) is the person who creates the message and chooses the channel and the dispatches the message. Encoder (transmitter) is the sender that uses the machine, which converts message into signals. The channel is the form used to send the message. Decoder (receiver) is the machine used to convert signals into messages and the Receiver (final point) is the person that receives the message, the receiver also provides a response according to the message received. This theory. Shannon weaver model proposes that the message being sent originates from the person who gets the though or has the information and therefore, the source of information. The information gets transmitted to the brain to the mouth and comes out as a signal which reaches the recipient. The recipient further passes on the message to its final objective or other people .



Analysis based on the theory 
An example of applying this communication model to the workplace called East Thames. Elizabeth is a manager at East Thames. She works with Jasmine to prepare a report on an individual service user. Elizabeth is the source of information because she came up with the idea to prepare a detailed report for the organization east Thames. By doing this Elizabeth mouth and voice, which is the signal now works as a transmitter to pass along the information to Jasmine, who is the receiver understood the idea that was converted from his brain as thoughts into words or a message which could be sent. However, signals can be interfered with and information can be lost because of noise backgrounds
It is clear that there are many issues that employers and employee’s face while communicating with each other which effects the organisation greatly and creates a vile environment for the employees. In order for this issue to be solved and addressed, employers and employees need to set up an effective strategy of communication to help achieve the best performance within the company, this can be by addressing issue early on rather than leaving them unsolved. Initiating teams so that employees find themselves talking more often to each other. It could also be learning about the cultural difference and ideologies that an employee may have that is completely different from what someone might know of. By eliminating these barrier and triggers that cause a lack of communication within the workplace, it allows people to get rid of discriminatory views, ignorance and lack of self-awareness. To improve an organisations communication such as East Thames, Shannon and weaver model states that proper communication is recommended and encouraged. There needs to be a significant use of verbal communication among employees and from employees to employers. In this case between employees and employers rather than communicating in a formal way. Additionally, supervisors and executives also needs to communicate directly with the employees which help to enhance the employee’s motivation and help personal skill development. 



Analysis - A real life experience: East Thames 
There are numerous of communication gaps within the workplace, as my friend Sarah who works in East Thames faces various problems in regard to communication. The communication My friend said to me that the communication problems, which she found within the workplace came from supervisors and executives of the company, who only communicated with through email, letters and other means. Therefore, employees and employers where not communicating effectively within the workplace and this led to employees feeling depressed, unmotivated and lacked productivity and wanting to resign from their jobs because the workplace environment in East Thames was very hostile. Sarah also noted that the employees had no form of communication between themselves due to the lack of a communication structure being cultivated in the workplace. The lack of verbal communication between employees led to unresolved problems between individuals who felt offended by other individuals in the workplace this was due to the over usage of non-verbal communication such as emails. Team building in the workplace was also lacking as teamwork within the workplace as nowhere to be seen.


Conclusion 
In conclusion, the report has discussed about the prominence of communication within the work environment. There are a plenty of companies faced with many problems with communication issues. For example, listening, non-verbal and verbal communication. It is clear that the report demonstrated that there is a magnitude of communication issue within workplaces that have a direct effect on employees, employers and even the organisation. Communication is an important factor within an organisation to both help workers and the organisation achieve the great results. Organisation need to be wary of barriers that may hold the progression of communication amongst employees because of the large effect cultural, physical, gender, language and even psychological barriers have on the dynamic efficiency of the workplace. This report has explained the Shannon and weaver theory which explains how communication is received and perceived by another individual. Using the example of East Thames workplace as a real-life analysis of what employers do towards employees that may result in negative feedback or emotions towards the workplace and what should not be done if positive communication is to be achieved.
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