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Introduction 

Communication could be explained as imparting or divulging information by using different methods such speaking or writing, communication can also be done non-verbally. Communication needs to involve a sender, message and recipient. Communication is important in management as good leaders need to be able to communicate well with their colleagues in order for them to develop well in the business. In this report I will show my understanding of communication and the different models of it. I will talk about my own unsuccessful endeavours with communication and how I could have made it effective by looking at published literature and theories, then seeing how I could have incorporated those ideologies. In this report I will showcase the in-class exercises that demonstrate an understanding of communication skills discussed.




How communication can be made effective in a business

Communication can be made effective by having conversations with colleagues every period and discussing a few points with them that they could possibly improve on and what they have been doing well on at work. This could improve communication in a business as it means there might be less miscommunication/misunderstanding. If there is a lead manager that could give feedback on how to improve one’s own communication, this would also help to improve an individual’s communication, if they take the feedback points on board and work on their communication. Effective communication is the ability to successfully convey/share one’s ideas or feelings (skillsyouneed, 2018). This definition implies that there has to be a clear transmission of information for communication to be successful. Effective communication is very important to have in management as it is necessary that they are able to send clear messages to their employees knowing that they will receive it and understand it without problems.  



Models of communication

One model of communication is Shannon and Weaver’s. Both of them were engineers who sought to explain in depth how communication really worked and how messages might sometimes get lost in translation. They explained that there was always a sender who was the information source and could either be a group or an individual. Communication is thought to begin when, a group or individual would like to pass on a message to another group or individual. The next step is encoding. This converts the message into a format that will then later be decoded and interpreted by the receiver. The information is then transmitted to a medium. Once the message has been collected, the receiver will have to decode it before they can understand it. While passing through the channel, there might be interferences, which is referred to as noise. This could either be physical or actual sound itself. These noise interferences are what could lead to a lot of misunderstanding in communication. It could lead to trouble with giving feedback as well. This model of communication could explain the difficulties in the Pedro and Maria case study. Pedro worked on a building site, when his wife called to ask something of her, he most likely misheard what she said exactly, and this refers to the noise that could affect a message being sent and received properly. 



Another few issues that could arise within ineffective communication could be poor education, lack of good social skills or language difficulties. Berlo’s model of communication acknowledges these factors. These factors affected communication in the case study of the professor and the village people. Obviously, the professor was a very well-educated person and the people that dwelled in the village near by him were not unfortunately. This caused problems when he tried to ask some of them for help when his house was on fire. He needed assistance but used language that was way too advanced for them, so they misunderstood and could not help, just because they were poorly educated. This confusion possibly could have been avoided if the professor recognised that the villagers were struggling to understand the advanced English language he was using and could have used simpler ones. Scholars later added the feedback loop, which helped to show whether the receiver understood the message enough to send a message back to the original sender.










Importance of effective communication

One day I was unwell and I went into work late and one of my unkind managers immediately walked up to me and informed me that I was going to be having an informal meeting with them about my lateness and then looked down at my shoes and told me that I was wearing the wrong footwear and that this would also be discussed in the meeting. They then left to make rounds in the store while I went to prepare myself to get started on the shop floor. Eventually I went on lunch and it is usually supposed to be 30 minutes only.

 On that lunch break I took a little longer because I still felt under the weather and I needed a longer break to recuperate before I returned to the shop floor. After a while that same manager came looking for me realising that I was taking much longer on my break, once he located me in the break room and said that my break had gone over the allowed time and that this would also be included in the meeting that we were going to have. This frustrated me as I felt like I could not win with this manager and that everything I seemed to do was a mistake to them. We stepped into the manager’s office for the meeting and then he began to speak about why I was wearing the incorrect footwear. 

We had a few different managers setting different rules and because of this, I did not receive the message that footwear had to be shoes and not trainers, I told him that I could not afford to purchase flat shoes until payday, which I had also told another manager. Then they moved on to ask me why I was consistently late for my past few shifts, I could not justify the other ones, but I told him I was late that day as it took me a while longer to get ready because I was unwell.  I had not explained to all the managers that I had a lifelong illness, that sometimes affected me at any given moment. Lastly, he asked me why I had taken a longer lunch than I was supposed to. I then told him that it was because I felt unwell and I need a while longer to recuperate before I returned to the shop floor.

Effective communication was important in this situation as it could have meant that I would have not been sanctioned. The Shannon and weaver model of communication could explain this as information being misconstrued or just not received in my case. The managers should have told colleagues properly that there would be changes to the uniform and given us a set amount of time to adapt to the new rules set. I should have let my managers know before I came in for my shift that I was a bit unwell and it would take me a bit longer to get ready but would still be coming in. This could have prevented me from being sanctioned for things that I could have handled easily.










Methods of communication

The different methods of communication include; non-verbal, written, spoken/verbal, and visualisations. First, I’m going to talk about spoken/verbal communication. Spoken/ verbal communication is the ability to use words and communicate with someone. A few problems with this method of communication is that the message being sent might sometime get lost in transition if one person does not understand the other. This could be due to different cultures. Individuals who grew up in a westernised culture are usually familiar with confrontational conversations, whereas those from different cultures might interpret those kinds of conversations as aggressive. 

The next method of communication is non-verbal. This is the ability to translate information to an individual or group, using physical features. Non-verbal communication can be seen in body language, posture or eye contact. A majority of the time mistakes are made with this method of communication unintentionally. One problem that might affect effective non-verbal communication, is people’s emotions. For example, if an upset manager is trying to advise an employee on how to behave around customers and the employees’ shoulder are slouched, the manager might interpret this as disinterest and tell off the employee for their lack of interest. It I also very important for a manager’s body language/posture to mirror what their words are trying to say, to ensure that they are taken literal by their audience. 

Written communication is being able to transfer information by writing. This can either be done on a device or on paper. For this method to be successful it would mean that the message written must be understood. A complication with this method could be that some individuals might be very under-developed regarding their reading skills. They might not understand certain language used as well. An in-class exercise was done and helped to improve writing skills. We had to conduct a professional email from a manager to a potential employee and this helped me learn the format of a formal email.

Visualisations is the last method. This is communication is mainly physical. It is sort of similar to non-verbal. One of the main issues with this method is that people need vision in order to view it. Certain individuals are visually impaired, so this makes it difficult for them.













Communication between management and employees

Communication between a manager and employee should mainly be professional, this would ensure that miscommunication does not arise. There might be specific times when communication between the two might be unprofessional, as employment will sometimes require you to show your personality and get along well with other colleagues and this would not always require professionalism. A manager should communicate often with their employees. If they are holding a regular meeting, the tone should be professional and formality level high, especially if it concerns important company information. 

Managers should always find a way to solicit feedback form their employees  (Johnson, 2018). This encourages a two-way communication system and could possibly solicit answers from employees from those who have the problems that need answers to. When asking employees for feedback manager’s tones can be a little less formal and a little more friendly instead. This is so that employees will not fear that they will be reprimanded for voicing their opinions, it is important that the manager makes them feel welcome to express how they feel, so that everyone has the same opportunity to improve. 

Managers also need to ensure that they take the time to listen closely to whatever employees might be saying. This is just an essential skill for managers to have as they need to be able to share, but also, receive information. If employees feel as though they are being listened to, they are likely to feel more comfortable divulging information to their managers. The tone when listening and sharing information can either be formal or informal, depending on what’s being told.

Lastly, a manager should lead their employees well, and sometimes by example. Employees need to have confidence in their managers and if they see them leading correctly, they are most likely to have better confidence and trust in their managers decisions. Obviously, when a manager is attempting to lead it is most likely going to be in a more professional setting, which means the level of formality will be high. The tone should also be formal too and the choice of language professional. 






 Conclusion 

In this report, I have talked the different methods of communication, and showed my understanding on communication. The models of communication have been spoken about. I have talked about my own unsuccessful endeavours with communication and how it could have been made effective, I have also included my in-class exercises.
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‘Time allocated: 1 hour. Piease return your paper to the lecturer upon compietion. It wil be returmed (0 you
atthe next session. You willneed o include ascanned copy o th's exercseinth form of an appendix together
Wit your Tosk 1 (partofthe Assgnment for this modse).

Ex.1. Read the ollowing passage and answer the questions on the next page.
Improve Your Communication Skills

Siccessful leaders are abe to meaningfully communicate with others. Steve lobs inspiced
his employees to strive for perfect hardware produets. Jack Weich mentored the senior leadership
team of GE to_new.heights, oA Bezos is known for articulating the Amazon ethos learly to
employees and the world. How can you improve your communication skilsin order to become
more effective leader?

One study found that nonuerhal communication accounted for 55 percent of how an
audience perceived a presenter. That means tha the majority of wht you Say s ommunicated not
through words, but through physical cues. As with maost eadership skils, ecening hanest feedback

from peers, managers and members of your team is {lllkﬂwﬁw‘“_’”

vou regularysolicit eedbac, others will help you to discover aeas for mprovement that you might
have otherwise overlooked._

Engage the audience in_ discusion. Regardiess of how compeling the speaker is, all
audiences have limited_attenton spans. To_ become a more_effecive communicator, make
presentations and discussions interactive. Ask the audience a question, encourage people to call ot
their thoughts during a brainstorming session or t the very least ask hypothetical questions to
stimulate the audizace.

" Master the art of timing. While some of their jokes might not be appropriate for the
werklace, tand v comedians re cartainy et communiaors. Comedans ke Lous &
Chris Rock and Dave Chappell are bl to host compeling 90-minute comedy shows, i part
because they are able to feel outtheir audience to determine when o move on o 2 new topic o
‘when to reiterate an idea._.

Arecentstudy revealed that peaple generallyretain more information when presented with.
novel, as opposed to routine, stuations. To help audience members retain nformation, consider
Injectng some sortof novel event nto 3 presentation.This might e something funny,or omething.

‘that simply catches people by surprise.

“Listen more than youtalk” This s what Richard Branson tls business people who want fo
«connect with others. To communicate effectively, first listen to what others have to say. Then you
can provide thoughtful anwser that showsyou have taken those e nto account.
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1.In your own words, what is nonverbal communication?
2. According to the text, why is it important to engage the audience in discussion?
3. Which advice do you find most useful and why?

4. How could you improve your own communication skils?
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In-class exercise 1

Time alfocated: 1 hour. Please return your paper to the fecturer upon compfetion. it witt 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 you Task 1 (part of the Assignment for this module).

Student Name: @@GAAQ Student ID: \ 85 g ;5%

Ex.1. Read the following passage and answer the questions.

The professor and the village people

A Professor of English at a well-known Welsh University lived in a large house not far from a little village. He
never went into the village, bur shopped in the town near the University because he had nothing in common
with the village people, who were largely uneducated and did manual jobs. One night, the professor fell
asleep while smoking his pipe and the pipe fell onto the carpet and started a fire.

When the professor awoke and saw the house on fire, he rushed into the village, screaming:
. ‘The edifice is being consumed by a great conflagration!”
‘The edifice is being consumed by a great conflagration!”

The village people looked at him and continued doing what they were doing.
‘Don’t you understand?’ He said. “The edifice is being consumed by a great conflagration!”
They ignored him.

When the Professor returned home, he saw that his house had been completely destroyed. He sat down on
the ground and wept. The next day, he went into the village crying. ‘Why, oh why didn’t you help me? My
home has been destroyed by the fire. | came and begged you last night.” He wept.

‘But Professor, why didn’t you say that your house was on fire? We would have helped.’

Q1: Why didn’t the village people help the Professor?
Q2: What should he have done to get them to help him?
Q3: Whose model of communication do you think can explain this situation?
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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 following passage and answer the questions on the next page.

Case Study: A Day With The Chief

Mark is a top-performing salesperson at a pharmaceutical supply company. As a reward for his
performance, he is treated to a trip to the corporate office in California to meet the chief executive
officer, Ms. Mills. Ms. Mills is known around the office as the “Wicked Witch of the West” because

of her short and sometimes abrasive demeanour.

Mark’s co-workers share “horror stories” of their encounters with her, stating that she rarely makes
eye contact, never smiles, and dislikes being approached unless she initiates the conversation.
Although he is excited to travel, he is also nervous about what he and Ms. Mills might talk about.
He prepares by thinking about how he can share his sales strategies and techniques. On the day of
the meeting, he waits patiently for Ms. Mills’ assistant to call him into her office. When he is escorted
in to meet her, he is shocked to see a petite woman behind the large desk smiling back at him with

kind eyes. He approaches, shakes her hand, and waits for her permission to sit.

Ms. Mills is nothing like the horrible person they made her out to be. Ms. Mills asks Mark several
thoughtful questions about why he is successful, ways the staff can be supported, and how the
company fits in with his professional goals. Mark feels more and more comfortable as she leans
forward to listen intently to wh‘at he is saying. Mark loosens his tie, crosses his legs, and begins
sharing stories of how he feels his immediate supervisor has dropped the ball on more than one
occasion and that the team would be better if more money were allocated to incentives and
bonuses. Mark immediately sees Ms. Mills’ eyes begin to squint and her brow furrow. She stands

up abruptly and says in a gruff voice that their time is up and that her assistant will show him out.
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1. Given the professional context, what would you have done the same and/or differently if you
were in Mark’s position?

2. Do you think Mark accurately evaluated the context? Why or why not?

3. What communication factors led to the change in the chief executive officer’s disposition?

4. How could Mark improve his communication skills?
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Ex.2. Read the following brief and write a business email according to the instructions.

You are Director of Communications at your company and you would like an employee, Jack Daniels, to join
your Communications Training team.

- Tell D why you are writing
- Say what you have observed and like about his communication skills

- Tell him why you m\l:e/would be an asset to the team





