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Introduction
The purpose of this report is to analyse effective communication in my workplace and find ways through which it can be improved.
What is Communication?
[bookmark: _Hlk29133529]Communication is a means of passing and exchanging information from one person to another. Information can be either one’s thoughts, idea’s or opinions concerning a subject. Communication is a way of interaction between individuals and is a process through which we get meaning and understands matters (Foronda, MacWilliams and McArthur, 2016). Communication is crucial to ensure that information flows from one person to another, particularly in an organization.
[bookmark: _Hlk29133559]I am going to explain, how communication is necessary for the coordination of activities in various organizations. Search coordination of activities has proven helpful when organisations are to accomplish its goals and objectives through coordinated efforts between the employers and employees. Moreover, communication serves to teach managers and the managerial staff new skills to apply through the flow of ideas, opinions, perceptions, beliefs, information and cultures through the experiences of various staff members (Vermier, et all, 2015)
Types of Communication.
Written Communication
 is communication in which people exchange information by using written words. It can be formal or informal. Formal information is usually the information passed in an organized form either up and down through an organization or vice versa. Formal information included the use of memos, email, letters, Reports handbooks , Flyers, posters , among others. On the other hand, informal written communication is less organised and includes use of text messages, posts on social media, SMS, among others.
Spoken or oral communication 
:this type of communication involves the use of only spoken words, whether directly or indirectly to pass down information. Sound is the only Channel for past information. Communication could be through Phone calls, face to face, voice notes, video calls, and chat rooms among others. This is the most effective type of communication. 
Non-Verbal communication
[bookmark: _Hlk29133618] is usually supported by gestures, symbols, tonal variations, body language and facial expressions, which are the nonverbal communication types will stop their use is very crucial in communicating ones moods, reactions And emotions towards the message being passed across (Neely and Mosley, 2018)
Visual communication;
[bookmark: _Hlk29133672] visual communication is one of the most vital communication types, also referred to as aesthetic communication that is based in what one sees, perceives or visualises. A very strong messages can be passed through the use of art, including paintings, drawings, photographs, pictures, films, videos, placards , presentations, illustrations among others. This type communication is very useful in the pass, as it is now passing across the strongest non-verbal messages (Nabie and Ome, 2016)

making communication in the workplace

[bookmark: _Hlk29133725]Communication can be made effective by ensuring that it is Complete and clear to the intended audience. For this to be done, of is important to be sure of the audience for whom the messages to be passed. The message needs to have a purpose and should be clearly defined before passing it across to the audience. Moreover, the use of a proper language that is understandable to the audience is very critical. Organisations should utilise a former language that is simple and understandable to all the staff as well as the clients. Symbols too must be simple and clear enough to be understood by the audience (Meuter, et, al 2015). To add, the organisational structure of the message should be appropriate to the organisational needs, with the audience made to know the objectives, vision, mission, operations, authority, relationships, rules and policies of the organisation. Further, effective communication can be achieved through empathetic listening while avoiding premature evaluations.it is necessary for one to be a good listener for them to communicate effectively to the audience. The one speaker should allow the audience to air their views for the communication to be free flowing . Communication can never become complete without getting feedback from the audience as it is a two way process. It is important for the person in passing the information across to ensure that they get a response or reaction from the audience for the communication to become complete and effective. Moreover, one least too sure that their actions or deeds are according to their communication to ensure the information passed is credible to their audience and leave no room for doubt (Nabie and Ome, 2016). Lastly, Gestures and tones can give more meaning to the message then just simple words. It is therefore necessary for the speaker to consider using non verbal communication along with verbal or visual communications make the message more effective. 

Shannon and weaver Theory

[bookmark: _Hlk29133789]this is the most technological communication model than others. The model consist of the sender (one who passes the message an chooses the channel to pass it across ), encoder (one who uses a machine to come up with signals form the message), the receiver (the audience ) and noise (any disturbance that prevents the message from being passed, what makes the audience not get what is being communicated ) (Heath and Bryant , 2013). according to this model , the sender encodes a message using electrical gadgets such as a telegram or Phone, which converts it into signals that it can comprehend. the signals are sent through a medium and the receiver has to decode the message to understand an interpret it. Sometimes, the technological equipment can act as the decoder. However, the channel could have some noise that makes the receiver not get the information meant for them (Heath and Bryant, 2013 )
Schramm Theory
this theory is more of a cynical communication model use S classic approach to explain communication. It can be used to explain the way communication works between 2 people. The theory consists of 3 different elements which include the source, the recipient and a message. the source refers to the one who sends the message, the recipients receives it and the message is the information passed. Before sending the message, the source (encoder ) has to be sure whether the message is useful, relevant an accurate, and then encodes it for the recipient to read or interpret it correctly. The recipient (decoder ) can decode the message depending on whether they have understood the subject matter, whether the messages open and how much they can trust the source. The recipients are gives meaning to the message as decoding is entirely a psychological process (Heath and Bryant , 2013 ).
Berol theory
this theory is based on 4 major components- the sender, message, channel and recipient -each affected by different factors. It's also focuses on both encoding and decoding with the two occurring before the message is sent an before being received respectively (heath and Bryant, 2013) . The sender and receiver affected by various factors including communication skills, attitude, knowledge, social systems and culture. Descenders is the source or individual sending information. The message is the particular information sent by the source and is affected by factors such as the content, element, treatment, structure and code . Messages may be informed of the sender's voice, audio, text, video, art among others. The channel refers to the medium through which the messages passed. In communication, search channels include the human beings five senses (hearing, seeing, touching, smelling and tasting). Other channels are telephones , Internet and television, among others. The receiver gets the information and process it into an understandable manner, which means that the receiver needs to have both good comprehension and listening skills to get a clearer message (Heath and Bryant, 2013 )


 the importance of effective communication

from my experience I work in a very busy part of work I realised a effective communication is very important benefits or the members of the organisation in numbers of ways.first, it helps in building a team since effective an honest communication between staff binds them together. Employees who enjoy talking to their colleagues are happy about getting to work. Again, if the bosses have supervisors listen to their employees, they can easily build trust and loyalty that bind them together. Moreover, effective communication helps clarify things. Some rules and policies can be very confusing to the staff. When they are explained, things can be made clearer avoiding confusion and misinterpretation. To add, when the communication is effective, problems can be dealt with much ease and conflicts resolved early enough. Poor communication can cause problems between 2 employees who may get diverse information. For one to survive in difficult circumstances, effective communication is vital. During the first weeks of my work at NHS I was a little nervous because of the new environment and what I was told to do. However within a short time I felt so much welcome by the employees who related well with me. My supervisor always lends me a listening ear whenever i had difficulties during a task . He made me feel comfortable and relaxed. 

Role of culture in communication

Culture influences communication in a very complex but definite way. It is important to note that culture is created through communication. However, culture also affects the way people communicate with each other, that is , communication is also shaped and created by culture (Meuter, et al 2015). taking an instance of an organisation, the board of executives meets and discusses the culture and practices that aligns with the vision and mission of the organisation. As new staff get recruited, they get aware of the organisational culture through communication of the staff employed earlier. these new staff may influence the culture which in turn influences the communication within the organisation. the communication methods, whether formal or informal, may be affected in the future. Thus, culture indeed shapes communication.
how does communication work between management and employees and what purpose?

[bookmark: _Hlk29133835]One of the important way of improving between manager unemployed is too make sure that lines of communication between manager and employee are open. Managers should be accessible, they should be able to set aside time to answer Phone calls ,answer emails and chat with the team members. (Google online, posted 21 sep 2017)

Effective communication In your own words 
effective communication can be achieved through empathetic listening whilst avoiding premature evaluations, it is necessary for one to be a good listener for them to communicate effectively to the audience.

The Seven Cs of effective communication 

[bookmark: _Hlk29133867]There are 7 strategies which help ensure effective communication between various parties (Quintanillla and wahl, 2018) they Include :
1. Completeness: this message needs to be complete to ensure that the recipient get whatever is intended for them.
2. Concreteness:this refers to the clarity of the message you supported by facts for instance research figures and data.
3. Courtesy: the feelings of the intended audience are to be put under consideration through the use of respectful terms in a manner that shows respect to them .
4. Correctness: the language used to be correct, free of any grammatical errors to ensure trustworthiness and make the receiver take the source seriously .
5. clarity : clear , precise an explicit words should be used for communication to ensure that the audience gets a clear picture of the information whilst emphasising the message.
6. consideration : the audience for whom the messages intended should be put under consideration for them to feel involved 
7. conciseness:the information needs to be consistent with supporting information for facts to avoid confusing the audience.

Conclusion 

to conclude, communication is a very crucial tool, not only in the workplace, but also in any other area of our lives. communication has a purpose of ensuring that all the humans developed through the information being passed across. to coexist peacefully, people need to understand each other, together with the opinions, ideas and perceptions. in whichever setup, planning is one necessary step to achieve whatever goals gave been set, whether personal or as a team 
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1, Why weren’t Mary’s calming words having any effect on her daughter?
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In-class exercise 2

Student Name: _HWM( % q_é( Hele‘:.\ De,:u Student ID/Group: Mﬂb_
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 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.
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CASE 2: Steve was eerL_J_sted 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’t it wait?’. The next morning while they were in the kitchen making
breakfast, Steve said, ‘Did | tell you what happened at work yesterday?. Sally said nothing, but
walked out of the kitchen.

1, Why was Sally upset?
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2 What could Steve have done to help the tension that had developed?
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Exercise2: Writing an e-mail.
You are a teacher of Communication and have received this 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,

ars.

Reply to the student and answer her questions. Use a diagram in your answer, if necessary.
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Exercise: Classroom divides into self-defined groups of 4-5 persons. (5 minutes)

Reference: Essential Texts from the Module Outline, Maund et. al. 2017 and Morgan 2017

The situation: (Read aloud and clarify keywords and discuss anything ambiguous)

The team are the management of a huge BMW dealership in London and the South East.
(Pick another car brand if you do not like BMW)

They have been caught discounting vehicles against other dealers to close sales. The Brand
owners in Germany have asked them to relinquish their distributorship. A Chinese electric
car brand is eager to find a British partner to test the market for electric cars. They have
made an exploratory phone call to management.

The work force knows something is wrong and people have started informally to ask
questions to management. Management have replied with “we are still BMW dealers as at
this moment.... You must concentrate on your work in front of you”.

The work force has key members who are taking days off without warning or due cause.
BMW have given them a deadline by which they must cease activity as a main dealer.
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Presentation
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Exercise2: Writing an e-mail.

You are a teacher of Communication and have received this 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,

ars.

Reply to the student and answer her questions. Use a diagram in your answer, if necessary.
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