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1 
Introduction:
Communication is a vital part of human life. By definition, it is the imparting or exchanging of information by speaking, writing, or using some other medium. Information is incredibly vital in a workplace, and often comes across difficulties when there are barriers, such as lack of clarity or language barriers. When these difficulties come up, it is extremely hard to communicate what you truly mean and can end up with terribly negative or undesirable situations. This report looks into the issues of certain types of communication, and how they can be improved to be more effective.  This will be examined using case studies as illustrations, including in-class exercise and my own professional communication situation.               

2
There are many theories surrounding communication and its model. 
2.1
To begin with, the Shannon - Weaver model is linear (progressing from one stage to another in a single series of steps; sequential) and describes a message being sent from a sender (the original messenger) which is then encoded- for example a telephone would encode this message in a series of binary data to allow it to be sent through the telephone. This encoded message is then channelled through the telephone wires and decoded back into sounds for the receiver to understand. This model is one directional and does account for noise- unintentional sounds which can twist the meaning of the message being sent. This model ends with possible feedback, which is the receiver possibly speaking to respond as well as signal that they have heard the message.
 Feedback is especially important as it could signify whether or not the message was interpreted in the correct way. For example, in the CASE STUDY MARIA AND PEDRO, [appendix 1] where Pedro is asked through the phone to purchase a chicken but misunderstands this message as “come to the kitchen”, simple feedback would help clarify what Pedro was asked to do. If he had responded questioning why he needed to come to the kitchen, Maria would have had the opportunity to respond and clarify the message she had initially sent. This is particularly useful in a workplace setting, where telephones are often used as a means of communication. To combat any difficulties, any instructions must be truly clear, and both the sender and receiver need to be sure the right message has been communicated in order to make progress. 
Sender----Mario, Encoder-------- Transmitter or phone, Channel-------Mobile network, 
Noise ------ Building site noise, Decoder ------ Mobile Phone, Receiver---- Pedro

2.2
Schramm’s communication module is slightly different; it follows a cyclical structure. This theory of communication is base on a cooperative thing and at this moment a sender and recipient. The other element involves the message; two parties are at least obligatory to send and receive a message. The message must be encoded and decoded by both sender and receiver in order for the messages to have been effectively communicated and understood correctly. Wilbur Schramm’s circular model (1954) dictates that a communication is put into a secret code that no one understands and is passed on to the same or diverse person, who must then decrypt, meaning it interprets and before sending an answer it encodes to a new receiver (possibly the original sender). 
The starting place of the message is the sender, which is why it is crucial that the sender’s message is useful and relevant, as well as being clear. The message also must be encoded for the receiver. In CASE STUDY ‘BARRY AND BARRIERS TO COMMUNICATION’ (appendix 2), Barry is growing increasingly agitated because his employees, who do not speak English natively, do not understand his levels of food safety. In order to fix his issue where there is a lack of clear communication, Barry must “encode” his messages in order for the non- natives to understand- he could explain it to them visually by doing the actions or with pictures in order for them to understand and remember. As a result, the employees can respond to this communication by displaying their knowledge of what to do, as well as verbal affirmation. 

Schramm may also be used to explain aspects of my work communication.
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2.3
Berlo’s linear SMCR Model of Communication is the simplest method in communication. He explained his theory through [SMCR] Sender, Message, Channel, and Receiver, and this can be used for more efficient communication, as it emphasises the encoding and decoding of communication. The basis that makes and sends the message is the sender; they encode the message. Different factors can affect how that message is communicated- the sender or receiver’s attitude can distort a message and how it was originally intended to be interpreted; the receivers prior knowledge or familiarity can affect how the message is interpreted; cultural, regional, and social differences can also all have an impact on whether or not a message is correctly interpreted and communicated effectively. 
The channel is the essential “middleman” which is used to convey the message and have to be able to be singled out by the sensory system of the receiver- through the senses of hearing, seeing, touching, smelling, or tasting. The procedure of imparting and exchanging through mass media to a broad variety of people often involves technology, such as the internet or phones/ television. Berlo’s SMCR model always assumes the thinking model of the receiver must be compliant and in grievance with that of the communicator Therefore, in this model, it is the receiver who determines the true message and intention of communication, opposed to the Shannon- Weaver where it is the receiver who typically firmly decide the meaning of the message as they decode it for themselves.
 Although this model seems smooth, there are plenty of factors which can distort the message communicated. For example, in a group where this model is used multiple times, the last receiver will very likely hear a different message the original sender had intended for, and can lead to wrong actions and not what the original sender had asked for. In group work this can be detrimental as it does not end with the outcome desired. In addition, noise can disrupt the source so the message is only partially received, which also has the same possible effects of the wrong actions being taken as a result. This sort of noise could occur through a telephone where there is static or loss of signal so the message is lost.                             Janse, (2018].
However, this model does not include the possibilities of feedback to confirm the message has been understood, nor true barriers to communication. There are ways to combat these issues. for example, if the communication process is synchronous (the receiver being the direct contact with the sender) this means that visual aids of the senders lips moving to clearly understand the message is useful, as well as the receivers visual affirmations that they have understood the message, such as a nod or facial expressions.
On the other hand, when the communication process is asynchronous, where they are not in direct contact with each other, it becomes more difficult for the message to be communicated effectively. Direct feedback such as facial expressions or affirmations are not available, and the time between each message is longer, meaning there is less time to correct any failures to communicate or clarify what the original message was. To combat this, the sender must ensure that the message being sent is completely clarified. Berlo’s SMCR [2018
3. Communication 
3.1                                                                                                                                                               Verbal communication is both our words as well as our fillers. Sometimes, these words and fillers are vague or fuzzy and leave us, the receivers to interpret the message.
 As Robinson and Robinson (1982) theorised: if speakers want to be effectively communicative and ensure their messages are correctly interpreted, they must be prepared for the receiver to misinterpret the message and that a multitude of factors can lead to miscommunication. Verbal communication is particularly important, especially in the workplace. 
Case Study – personal and professional communications 
For example, I have worked in the customer service department, and must address my receivers in a certain way and with a certain attitude in order for my recipients to be satisfied with the messages they are receiving. I must appear professional, and verbal communication is one of the biggest means of doing so. In a workplace, colloquial language, as well as a relaxed and laid-back attitude are not expected and will not be appropriate, and I therefore have to encode my message with adaptations in order for the receiver to be happy and perhaps understand with more ease. 
On the other hand, while I am out with friends or at home with family, it is easy to see a change in my attitude as well as my language chosen. These choices to be different in the workplace are often enforced by the employers to ensure there is sufficient customer service and to maintain the ethics upheld by the brand or company. Nonverbal communication is also imperative to focus on in order to get the message effectively communicated.

3.2
 To define non-verbal communication, as (Ivy & Wahl, 2014) said, it is “communication other than written or spoken language that creates meaning for someone”. This could be body language, tone of voice, or our facial expressions. As we live in a society dominated by visual images (TV and the media), nonverbal communication is incredibly impactful on the final message from the sender. Actually, the nonverbal system is reported to be 65%- 93% of total communication (Birdwhistell 1970; Mehrabian 1981). As a result, non-verbal factors of communication must be crucial for the final message to be decoded correctly.                       An example of when this wasn’t done correctly would be my friends’ workplace, where she had found herself in a situation where she could not go to work in appropriate business attire and had to dress in loungewear. As a result, her clients gave clear signs of disinterest, and this negatively affected her communication as her commands and negotiations were not taken as heavily or seriously. If she had dressed in such attire elsewhere, it would be deemed acceptable or normal, at the very least.
 However, we dress to suit the situations, and a lack of professionalism in clothing communicates a lack of care as well as reflecting the lack of professionalism. Therefore, we can clearly see that nonverbal communication is incredibly important, as well as relied upon to communicate the correct message. This can also be seen through facial and eye behaviour- maintains eye contact communicates confidence and should be done within professional situations in order to maintain the expected standards. However, when in informal situations, such as at home or with friends, the expectation for eye contact is much more relaxed, as those people are familiar and communication remains almost the same message with or without it. 


Conclusion:
To conclude, there are many models surrounding communication and how it works. The cyclical structure appears to make the most sense, as it involves the two parties within the conversation, rather than a one-sided command. However, those commands can occur, and each model works depending on the type of situation one finds themselves in. All models involve verbal communication, but non-verbal communication is not included, despite it making up a huge part of whether or not the message is correctly interpreted. 
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Appendices 

1
· Pedro and Maria case study
 1; Pedro’s brain did not receive [decode] the information correctly due to either noise problem. This is because Pedro works at a building site where there is noise. He heard it as he wanted to or he assumed it.
 2: According to Shannon and Weaver model people and noise such as environment can course Pedro not to receive the message as he has to. There was confusion because Pedro was at a building site with noise and it would have been necessary for him to paraphrase the message. Paraphrasing is mirroring the communication which was communicated and this brings understanding of what was said.
 3: Pedro would have lived the noisy site, go outside to receive the message or Maria knowing Pedro works at a building site would have send a text message.  This could have again been prevented if Pedro has zoom it out or reflect what was heard by paraphrasing.
 4: Schramm’s communication model would have been used to be avoided, because it states communication without a feedback makes the communication incomplete and ineffective. 

2

· Barry and Barriers to Communication
   
 1. Barry is facing communication and barriers because the employees are from diverse in term of race and age and also receive “on job” training or no training. These make understanding of the work difficult. Even though there are posters on the wall I think some of them cannot read.
 Barry rushing to work with dirty cloths after hard work at home affects his emotions and how he communicates with the employees. 
 Non Verbal communication; His appearance {body language} at work tells the employees he do not care.
  
2. 
  In addressing this challenges and barriers, the employees must have a right training and regular updates of health and safety procedures.
 Culture and ethnic differences: they might be used to what they do in their country and become confused in the way things are applied, like food temperature and safety procedures.
  Barry going to start the day without enough rest will have emotional barrier effect on     him.   
 Language can also be a barrier so he can add pictures to the signs on the wall.

3. 
Barry can inspire the employees effectively by how he communicates with them, example by saying “Thank you” or sending a text if an employee follows the right procedure. He can even give a thump up with a positive attitude to encourage doing more. 
He has to improve his verbal and non verbal communication. As a manager he has to go to work with clean cloths and coming to work without enough rest affects his communication not good impression to employees.
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