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Communication is an essential part of the entire workplace. Communication is the process by which ideas are exchanged, as well as any information that would need to be exchanged as well. The act of communicating information is an essential part of every individual’s life, and it would be essential for any organization to ensure that there are various types of communication in the workplace. This could be formal, with regards to the work that happens between the employer and the employee, or informal communication, which is between two employees who are not discussing work. 
In an organization, communication is essential in order to transfer thoughts and ideas, as well as to inform each other of the work, or even to ask for help or advice in the case of an issue in the workplace as well. 
The following will look at the various types of communication that can be used in a workplace. It will also aim to provide recommendations on how the communication in the workplace can be improved as well. 
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In the individual’s organization, which is Starbucks, communication was an essential key to ensuring that the work had been done on time. This could be communication with the customer, is assuring the customer that the work that they had given was being handled in a timely fashion, as well as the order is provided correctly. It would also involve looking at the aspect of communication with other employees, in order to provide the best service to the customers that are present. It would also help the employees in order to do their work in a more productive fashion as well (Eklof and Ahlborg Jr, 2016). 
Some of the most common communication skills that had been required by the organization had been:
1. Verbal Communication skills: This is a part of verbal communication, and is an important aspect of almost every organization. This doesn’t just include speaking, but listening as well.Verbal communication is applicable to a wide range of situations, ranging from informal office discussions to public speeches made to thousands of people. In the organization, verbal communication had been commonplace, since orders were taken verbally, and then noted on computers, and drinks had been handed out verbally as well. Listening to the customer’s orders had been a large part of the communication, and it was only through the process of verbal communication that it had been possible to communicate with a majority of the customers. Thus, it would be essential to look at this aspect of the entire communication process as well (Russell and Reimer, 2015). However, verbal communication is not just limited to face-to-face interaction. It also includes looking at communication that is done through speech on the phone, or voice messages as well. 
2. Non-verbal communication: One of the aspects of communication skills that has also been extremely useful in the organization has been non-verbal communication. It can change the way that customers and employees communicate with each other. However, it does require a certain knowledge about the other person.While some non-verbal characteristics are common, and it would be easy to understand the anger on the face of someone else, there are also elements that are not common, and specific to people. In order to ensure that their health, as well as social care is taken care of, it would be important to have these non-verbal communication skills, as it is not often that an employee can look at non-verbal communication or a customer and expect verbal communication of any issues that they may be facing. Non-verbal communication includes body language, gestures, facial expressions, and even posture (Newnam and Goode, 2019). Non-verbal communication sets the tone of a conversation, and can seriously undermine the message contained in the communication process if control is not exercised in the case of non-verbal communication. This type of communication would also include video calls and conferences that are often done online. 
3. Written communication: In this organization, written communication is often only in the case of the management, or those employees that have office work. Written communication is most seen in the case of memos, and other documents, which are official (Kelly and MacDonald, 2016). This is the most formal style of communication, and is essentially important in the case of report-keeping as well. It would be essential to look at this aspect of the communication process in regards to the various other skills as well. A skill in written communication is important, since it often that most formal requests and messages are sent through memos or emails, or sometimes, in the official letterhead of the company as well. If there are no written communication skills, in any organization, it would significantly limit the career of the individual.
4. Interpersonal Communication Skills: Interpersonal communication skills are also an essential part of working at Starbucks. Most of the staff work as Baristas, and are constantly working on ensuring that the customer’s needs are met. Interpersonal communication is face to face communication, and thus, is not just limited to verbal communication. Interpersonal communication often involves face-to-face verbal and non-verbal communication (Gartmeier, Gebhardt and Dotger, 2016). In Starbucks, this type of communication would be the main way to deal with any of the customers. 
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The Shannon - Weaver model is fundamental to the communication of Americans Claude Shannon and Warren Weaver since 1949. These models focus on the process of transmitting the message and not on the transmitted meaning. The main merit of the Shannon-Weaver model is the fact that it is the basis of the later, more complex models, which describe the process of human communication in a much more comprehensive way. 
The main shortcoming of the Shannon-Weaver model is its linearity, which involves unisensely transmitting the message, from a clearly identified source to a destination that is also clearly defined. Moreover, in its original form, the linear model did not include a feedback loop. With the development of information technology, communication can no longer be modeled as a linear process. In the following we will discuss the fundamental elements of the Shannon-Weaver model. 
The source is the origin, the starting point of any form of human communication. The source consists of one or more persons who initiate the communication process for a certain reason and / or for a certain purpose. The message is of course the object of communication, which is transmitted; the extent to which the message sent corresponds to the received message depends on all other elements of the communication. 
The channel or environment is the chosen medium for transmitting the message. Choosing the right channel is an essential factor in ensuring the correct reception of the message. Another essential factor for the communication is the compatibility of the technical devices for encoding and decoding the message at the end of the channel. Noise is the jamming in the transmission channel to which the message is exposed. Starting from the technical model, Shannon and Weaver especially considered the physical noise. Example Physical Noises: An outside noise that hisses communication through discussion, steaming glasses, a pale printer toner, preventing decoding, etc. The decoder is, in the physical sense devised by Shannon and Weaver, the technical device for transforming the received message-message into an idea-message to the recipient. The recipient is the terminus of the linear process of communication in the transmissionist vision. the success of the communication depends on the technical compatibility of the encoder and the decoder and on the minimization of the physical noise. Taking into account the transmitted meanings, the quality of communication is given by the extent to which the recipient correctly perceives the meaning of the message, as it was conceived by the source. 
Feedback is the recipient's reaction to the received, decoded and received message, reaction communicated to the source. By adding the feedback loop, the initial linearity and unidirectionality features of the communication process from the Shannon-Weaver model have been significantly improved; the route of communication has taken on a circular shape, suggesting its infinite repeatability.
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The organization has increased focus on interpersonal communication, wherein the customer has to tell the Barista their order loudly. In this organization, the main way by which communication at the most basic level can be improved is by ensuring that the Barista has options though other forms of communication can also take place. This would mean that communication between employees would have to take place in order to decrease the stress that is faced by the employee.
Another recommendation would be to increase the use of technology, so that customers can provide written communication, as well as online communication, through which it would be easier for the Barista to place any orders that might have to be taken (Kelly and MacDonald, 2016). 
On a management level, it can be seen that most of the employees use a written form of communication, which is extremely important (Newnam and Goode, 2019). Most written communications have a backup or record, which means that in the case of any dispute, it can be easier to find solutions for the same. However, another method would be online communication skills, which are also essential for all employees in this day and age. Online communication skills are meant in order to ensure that there is an electronic record of any issue that happens in the workplace. Thus, one of the first steps would be to increase the amount of online communication that would be done between the various members of the office (Goh et al., 2019). 
There are also many other aspects of the entire process that are also important. Non-verbal communication, especially towards the customer, should be paid attention to. Many customers might be offended by the non-verbal behaviour of their employees, and it can be seen that this would create a bad reputation for the company (Giroldi et al., 2017). Thus, one of the other recommendations would be to ensure that employees are trained in non-verbal communication skills, and workshops and such are also held so that the employees can benefit from the skills that they have. 
If there are any workplace teams in the organization, there should be special attention paid to these teams as well (Eklof and Ahlborg Jr, 2016). This would be an essential aspect, as they would be able to have an increased amount of productivity if their communication skills and attitudes are increased. This can have a significant impact on the organization as well. 
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Thus, it can be concluded that communication is an essential aspect of almost every individual, and that this could be the main aspect by which an individual is able to function in the workplace. Healthy communication in the organization increases the productivity of the individual, and also makes them happier working for the organization. This is essential to the social care and health of the individual, as workplace communication can ensure that the employee does not feel extremely unhappy in the organization. In Starbucks, there is an increased demand for interpersonal communication skills from the employees, which might not always be beneficial. Thus, one of the major recommendations would be to decrease the interpersonal communication, and have customers order using the app, or the touchscreen that can be installed. Technology should be used in order to make the communication process easier as well. 
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Ex.1. Read the following passage and answer the questions on the next page.

Improve Your Communication Skills

Successful leaders are able to meaningfully communicate with others. Steve Jobs inspired
his employees to strive for perfect hardware products. Jack Weich mentored the senior leadership
team of GE to new heights. Jeff Bezos is known for articulating the Amazon ethos clearly to
employees and the world. How can you improve your communication skill in order to betome a
more effective leader?

One study found that nonverbal communication accounted for S5 percent of how an
audience perceived a presenter. That means that the majority of what you say is communicated not
through words, but through physical cues. As with most leadership skils, receiving honest feedback
from peers, managers and members of your team s crtical to becoming a better communicator. If
You regularly solicit feedback, others will help you to discover areas for improvement that you might
have otherwise overlooked.

« Engage the audience in discussion. Regardiess of how compelling the speaker is, all
audiences have limited attention spans. To become a more effective communicator, make
presentations and discussions interactive. Ask the audience a question, encourage people to call out
their thoughts during a brainstorming session or at the very least ask hypothetical questions to
stimulate the audience.

Master the art of timing. While some of their jokes might not be appropriate for the
‘workplace, stand-up comedians are certainly effective communicators. Comedians ike Louis CX,
Chris Rock and Dave Chappelle are able to host compelling 90-minute comedy shows, in part
because they are able to feel out their audience to determine when to move on 10 a new topic or
when to reiterate an idea.

Arecent study revealed that people generally retain more information when presented with
novel, as opposed to routine, situations. o help audience members retain information, consider
injecting some sort of novel event into a presentation. This might be something funny, or something.
that simply catches people by surprise.

“Listen more than you talk.* Thisis what Richard Branson tells business people who want to
connect with others. To communicate effectively, first listen to what others have to say. Then you
can provide a thoughtful answer that shows you have taken those ideas into account.
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1.In your own words, what is nonverbal communication?
2. According to the text, why s it important to engage the audience in discussion?
3 advice do you find most useful and why?

4. How could you improve your own communication skills?
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£ and write a business email according to the instructions.

Ex.1. Read the following brie!
ke a Supervisor, Mary

You are the Director of Communications at your company and you would li
December, to go on a training course in non-verbal communication because you have observed

that her non-verbal skills sometimes send the wrong message.

- Tell Mary why you are writing
- Say what you have observed about her communication skills
- Tell her how you think this course would improve her skills and her relationship with her fellow
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Exercise2: COMMUNICATION: A CASE STUDY

As you read their case, think about how you might help communicate with the employee to
remedy the conflict. Answer the critical thinking questions at the end of the case and, wherever
possible, say whose communication model is relevant.

BARRY AND HIS STAFF

Barry is a 27-year old who is the manager of a restaurant. He is responsible for supervising and
managing all employees in the kitchen. Employees working there range from 16 years old to 55
years old. In addition, the employees come from varied cultural and ethnic backgrounds. For many,

English is not their primary language.

Barry has a Health and Safety (Food) Certificate and tries his best to keep up with food safety issues
in the kitchen, but he admits it's not easy. Employees receive “on the job training” about food safety
basics (for example, appropriate hygiene and handwashing, time/temperature, and cleaning and
sanitizing). But with high turnover of employees, training is often hurried, and some new employees
are put right into the job without training if it is a busy day. '

One day Barry overslept because he had been working on his car until 2 a.m. He was rushing around
and realized that he didn’t have a clean uniform. However, he managed to find one that was not
very dirty. As he dressed, he realized that he needed a haircut and a good hand scrubbing, especially
after working on his car. -

When‘he arrived at work, he dashed into the kitchen and noticed several trays of uncooked meat
on the work tops, They appeared to have been sitting at room temperature overnight. He called one
of the kitchen staff and asked: ‘Why did you leave the chicken out when | told you to put them in
the fridge?’

The man replied: ‘I heard you screaming but | thought you were trying to talk to the chef above the
noise of the food mixer he was using. | didn’t know you were talking to me’. Barry is frustrated and
doesn’t know what to do. He felt like he was beating his head against a brick wall in trying to get
his employees to practise food safety.

He has made many efforts to get them to learn how to handle food safely. He has put large signs
all over the kitchen: KEEP HOT FOOD HOT AND COLD FOOD COLD and WASH YOUR HANDS OFTEN.

Questions:

1. What are the communication challenges and obstacles that Barry faces?

2. Which communication models can you use to explain Barry’s problems?

3. What solutions might Barry consider in addressing each of these challenges or obstacles?
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