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Introduction
What is Communication
Communication is sharing information from one person to another. It is a process of transmitting and sharing of ideas, opinions values and fact from one individual to another or to one organisation to the other this brings us to the different types of communication.
Types of communication
*Verbal Communication
*Non– verbal communication
*Written Communication
*Visual Communication
Verbal Communication- This is the use of voicing out of language to transfer information through speaking or using sign language this type of communication is mostly used in presentations, video conferences, and mobile phone calls, this is also used in meetings and one to one conversations.
Non- verbal Communication–This is the use of body language, gestures and facial expressions to transport facts or details to others. This include tone, eye contact poor posture be not professional, this type of communication is easily misunderstood.
Non– verbal communication is obliging when trying to understand people thoughts and feelings. If they are exhibiting closed body language such as crossed arms or legs or hunched shoulders, they might be feeling worried, or tense.
Written Communication– This is act of writing clearly so others can understand what you have written. This is obliging because it provides record of information for references, written communication is used to share and convey information through books, pamphlet, letters, memos and email and chats and these are mostly seen in the workplace. 
How communication can be made effective in a business organisation
Effective communication is very important in any give organisation, and this can improve business in many ways. Communication plays a vital role in productivity, development and customer relations.
According to smallbusiness.chron.com states that effective communication accepts clear expectations for workers and may be surprisingly for customers as well.  Clear communication between employees and management promote and enhanced performance in business, it creates room for increase and gains. Clear communication in business organisation bring about how their performance impact the company and stipulate what they need to do to achieve positive feedback.
Building Strong Relationship –Effective 	Communication build secure strong relationships, trust and loyalty are the main factor factors in any business organisation. Open channels of communication could lead to advanced ideas and innovation by employee who understand what is essential to their business organisation. Effective Communication in a business organisation will give rise to strong team work to work together to achieve business goals, and effective communication provide employee the structure and positive work environment required dealing with conflict and resolving problems effectively.
Theories of Communication
In a broader definition, communication theory tries to describe the production of information, how messages are transmitted, the procedure and ways to carry it to the destination
Shannon and Weaver model specifically plan   to develop the effectual communication linking both the sender and the receiver. The model explains the diverse ideas such as information starting point, destination, encode and decode. This I a process where the sender who is the information source choose a desire message, the encoder which is the transmitter convert massages into signer.
In Shannon and weaver theory of communication, noise is the foe of information. it is suggested that noise reduces information–carrying proportions. This can be compared to, for instance, someone receiving a phone call in a quiet environment, and another in a busy train station the person in the quiet place will understand more than the one at the busy crowded train station. The theory forecast that as the amount of environmental noise increases so the amount of information transmitted will be reduced.
Schramm communication model is a reoccurring Communication model contacting all basic truth of communication. The Schramm theory of communication offers a unique approach to a more clarification on communication it can be applied to discover how communication involving two people activities when they are transacting information’s, ideas, or attitudes.
This communication model is based on the theory and of the opinion that communication is a two-way street, this implies that for communication to take place there must be a sender and receiver. This model also states that the sender and the receiver can be the same person, this is called Intra-personal communication, Wilbur Schramm published the circular communication model in the year 1954. In this theory, it is very important for the person receiving the message to read and understand, transcribe and there after encoding. Schramm model is of the fact that in other to be convinced that the receiver can perfectly read the message, it must be encoded. This explains that it is important for the receiver to be familiar with the sender, the way by which the message is encoded is influence by cultural aspects.
Berlo Communication is centred on encoding and decoding which take place prior to when the sender sends the messages and prior to when the receiver gets the message separately. Berlo ‘s Model has mainly four components to outline the communication procedure. They are as follows, Sender–Message–Channel and receiver. Each of this component is successful by many elements.
In the year 1960, Berlo developed Berlo’s Sender–Message––Channel–Receiver, Berlo also implies that the communication skills of an individual are a factor that hit nard on communication procedure. If the sender has effective communication skills the message or information will be communicated effectively, like wise if the communication skills is poor, the communication will be poor and misunderstood.

The Important of effective Communication
Effective communication is very important in the progress of an organisation, it is a vital instrument to attain productivity and sustain strong working relationships at all measure of an organisation. In the workplace where the employer invests time and energy in delivering clear lines of communication will swiftly build trust among employees, this gives room to increase in productivity, output and morale overall, communication enable staff to understand and function better. Effective communication is essential when giving a hand over this could either be written or verbal communication. Report, feedback is a very important procedure in the workplace this enable management to know what area in the organisation that require improvement. Effective communication builds confident and give reassurance. As a care provider, effective communication is vital in our day to day activities, it gives us the insight of how best to support client and their families, employers often give equal opportunity to staff to express how they feel, the team who communicate effectively with colleagues, manager ang customers are asset to an establishment. More so, effective communication gives us a better understanding about our job daily, the important of effective communication cannot be over emphasized it still remain the very best asset that enhances productivity in the work- place.
Role of culture in communication
Cultural background greatly affects the way people communicate and behave; Culture plays a vital role in creating the approach of communication. The culture in which an individual’s converse impact the way they communicate, and the way individuals communicate can change the culture.
Every culture has regulations that each member takes for granted, people can sometime misinterpret non– verbal communication culture of an organization or a manager. Non– verbal communication very much differs across cultural lines. It is very essential to study various culture to ensure complete understanding of the message that is being transmitted. There are a lot of non–verbal communication, for example gesture, facial expression and space affect communication in different ways. In some culture, personal connection and informed consensus are far more permanent than any formal contract.
Culture is primarily a set shared values that a set of people holds, such values influence how people think and act and, more importantly, the type of standard by which you judge others. Every global communication is influenced by cultural differences.                                                                                  
*How does Communication work between Management and Employees to what purpose? Tone/choice of language/level of formalities.
Communication between management and employee is very important in any organization, it’s the most essential factors of any successful business.  open communication sees to it that everyone is on the same page, everyone knows where they stand in performing their individual role. Where there is lack of an effective communication between management and employee the business will likely run into some problem in the future. In work– place, manager communicate in different style, tone of speaking varies towards employee because I might understand a tone of language more than another employee. it is important for management to be careful of the tone, and language in other not to hurt people feelings.
Communication between management and employees works when there are regular team meetings this is an area where a professional environment is created to enable all team members feel comfortable communicating with one another and this can be relatively informal. In this aspect employees get to know their manager, and see the manager as approachable instead of being scared communication enables the management to get feedback from employees to know the performance  and a potential solution to any problem, all this only take place where there is good communication between employees and management.
 What are effective Communication strategies such as KEYS,
 SOLERB,7C’s etc.
Effective communication strategies is when two persons understand the information that is being shared. For a communication to be effective in the work place the management should not put themselves above employees, there is a limit between employer and employee both there should be mutual understanding. Communication is effective when you concentrate on the problem not the person, you empathize putting yourself in people’s shoes rather being excluded in situation arising strategies for effective communication is to be flexible towards others, not to be too rigid that you become unapproachable a friendly environment is essential in communication strategies
Effective verbal and non–verbal communication are important strategies, the tone of voice and facial expression being able to communicate well through writing is a vital skill and these bring us to how the 7 C’s explain communication.
7C’S is geared towards how we communicate daily through texts, email, according to the 7C’S communication has to be clear, concise, concrete, correct, coherent, complete, courteous.
· Clear
When writing or speaking to a person you should be clear about your intentions or messages, the reason of your communicating with the person should be made known as clear as possible.
*Concise
When you are giving information clearly and in a clear few words your audience will understand better, be mindful of unnecessary sentences and also delete filler words like literally, king of,for instance.
*Concrete
When your message is concrete, your audience will be able to get a clear picture of what you are passing on to them, let your message be factual and solid.
*Correct
Before presenting to your audience, it is important to check your writing for any form of grammatical errors making sure names and title are spell correctly.
*Coherent
When your communication is consistence, it is logical, all points should be connected and applicable to the main topic, and the tone and flow of the text is consistence.
*Complete
Your communication is complete when your audience has all the relevant information they needed and they clearly know what their responsibilities are, when you have included all vital details, dates and so on.
*Courteous
Courteous communication is friendly, open, and honest, there are no concealed abuse or passive–aggressive tone, you keep your readers viewpoint in mind, and you are empathetic to their needs.
Conclusion
In this assignment, I have learnt that communication is an essential part of our daily lives, working together as a team yield more result and improve performance in the work–place I have identified the various theories of communication, channels of communication, tones and feedback.
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MARIA and PEDRO 1\ ¢\ 5B\

Pedro works on a building site and Maria is his wife
One day Maria phoned pedro

‘Hello, Pedro, when you're coming home, see if you can get me a chicken

‘Okay,’ replied Pedro

When he got home, Pedro took off his boots and coat and went into the kitchen
‘Maria, where are you?’ He said

‘Here —in the sitting room,’ she said

When Pedro went into the sitting room, Maria said, ‘Where is the chicken?”

‘What Chicken?’ Asked Pedro.

The one | asked you to get on your way home.”

Oh, no! I thought you said when | come home | will see you in the kitchen!

Q: Why do you think Pedro misunderstood Maria?

Q: Whose Model of Communication explains this confusion and why?

Q: How could this have been prevented?
Q: Whose Model of Communication explains how it could have been avoided? ‘
@2
;\}-(/\\] °
o p c Lca\/ Co he m ‘}‘;mA‘)[
- wonidewhen Das Ak o
A 52[({452 He Chiznned bﬂ &”w . ﬁﬂ'w‘ ; €\ »u\-‘w\) V2
DS 4 .
ecadlf
o she Sad €

Wos Preon Escploins tee Codhon,

3 Yed by asicne wh
) fer e e a1 u
V*m’“]é have - Vil L Ceuld have been U““J'V({
A 5(,]@(6\4441/\75 ‘WW E»qﬂnun. \ () L}ﬂﬂ( )CU Wi (EEu S
yJach b Pebo kv T (lea™ L
bt U T
s s @ MU Place. kﬂ\:\J :fv
2 o
LAY e C





image2.jpeg
v e 2
Trinity Saint Davig Effective Team Working and Communication — Term 1
BMSW4002

tonbon
In-class exercise 1
‘n-class exercise 1
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Time allocated: 1 hour. Please return your paper to the lecturer Upon completion. It will pe returned
u will need to include a scanned copy of thie exercise in the form of an
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Task 1 (part of the Assignmen

te a business email according to the instructions,
¥ and you would like a Supervisor, Mary

Ex.1. Read the following brief and wri
because you have observed

You are the Director of Communications at your compan:
December, to go on a training course in non-verbal communication
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

workers.
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