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Introduction
The purpose of this report is to analyse how Communication and its different subtypes can directly affect team members at the work place. I will briefly explain in this report what communication is, its different subtypes and two models of communication: Shannon-Weaver and Berlo. These will led me later to analyse how different these components of communication can affect team work. Using my work place as an example I will talk in more depth about which types of communication me and my colleagues use the most, how that benefit us and how can we improve as a way to develop our job. 


What is communication
Communication is the ability to share information in an efficient and effective way to other people. It is in the core of our daily life making it impossible to leave without it.  
Communication is normally divided in five subtypes:
 Verbal Communication- The sharing of information through speech.
Non- Verbal Communication- The use of gestures, facial expressions and body posture to communicate without the use of speech.
Written communication- The use of written symbols to share information between two or more individuals.
Body Language- Belonging to the non- verbal type of communication- body language is when an individual uses gestures and movements to express feelings to others.
Listening- The act of receiving spoken communication of one or more individuals.







Models of Communication
Shannon- Weaver- The Shannon and Weaver model of communication was created by Claude Elwood Shannon and Warren Weaver in 1948 when both of them wrote an article in Bell System Technical Journal (Businesstopia). This model helps us to understand how complex is to share messages from the sender to the receiver and is used to help to develop effective communication.
[image: https://www.businesstopia.net/wp-content/uploads/2018/01/shannon.jpg]
How it works-
· Information source (sender): Person who creates and sends the message.
· Transmitter (Encoder): Person that with the help of a machine converts the message into signals.
· Receiver (Decoder): Machine or receiver who translates signals into message.
· Destination (Receiver): Person who receives the message and then later will provide feedback.
· Noise Source: Physical problems that enables the message to get to the receiver correctly.
Berlo’s Model- David Berlo was a communication theorist that in 1960 created his own model of communication. His model differs from the Shannon- Weaver by focusing on encoding and decoding messages, something that happens before the sender sends the message and before the receiver receives the message.

[image: https://www.businesstopia.net/wp-content/uploads/2018/01/Berlos-Model.gif]
How it works- 
· Message- The substance that is being shared between the sender and receiver. The factors that affect the message are: Content, Elements, Treatment, Structure and Code.
· Chanel- The way that is used to send the message. Normally it is referencing to the five human senses, they being: Hearing, Seeing, Touching, Smelling and Tasting. 
· Receiver- The person who receives the message. On Berol’s method is important that all factors mentioned above are well synchronised otherwise the message may not have the same effect to the receiver as it had to the sender. To avoid that is important that the receiver shares the following factors with the sender: Communications skills, Attitudes, Knowledge, Social systems and Culture.




Communication in the work place
At the work place a group of people from different backgrounds will work together to achieve a common goal. These people may have come from a different country, speak a different language and being used to different ways of acting, however when working for the same organization it is important to create a healthy environment. That’s when communication becomes crucial.
In order to share ideas and information it’s important to make sure that everyone is communicating is an efficient way. Without that it will be impossible to give feedback, share important information and create a friendly and loyal connection between colleagues. Communication is at the heart of how well a group of people can work together. Is only by mastering this skill that everyone can make sure that each employee knows what their tasks are and what is expecting from them. Is also important when it comes to create a plan of action and to help keeping on track the development of each team member. Lastly but not less important, good communication in the workplace will help to create the feeling of belonging to a group who shares the same vision as you. This is highly important not only because it will make that individuals feel happy to go to work but also that it will create loyalty, burst productivity and creativity. All of this qualities help an organization to grow and develop quickly. It will as well to help an organization or business when it faces periods of some instability.







Communication in my work place
I work in a very busy environment, where communication is a key factor that will determinate how successful our day goes. At my job we sell food as well as beverages - our work place is mainly based in team work that’s way communication is so important. Each team member has an important role for the success of our daily tasks that’s why we need to make sure that the right information is passed from one person to the other.
The main type of communication that we use between team workers is Verbal and Listening. Written communication is mostly used between managers and people who work in the Head office. However non-verbal and body language is very important when we are serving our customers that’s normally how we attract them to us and what will determinate how happy they will feel with our service. Typical Non- Verbal language that we use when greeting our customers are smiling and eye contact- that will instantly make them understand that we are free to serve them.
I will focus more on the types of communications that me and my colleagues used since those are the ones that I think that need more improvement, those being Verbal and Non- Verbal Communication. As I said before my job focus mostly in team work. It’s very important that each and one of us knows clearly what we need to do and what is expected of each action. Unfortunately because of many barriers most of my colleagues failed to accomplish those tasks leading other team members to over work to fulfil our goal. 
One of the barriers that affect our work is language, all my colleagues included my managers are non- English speakers. Although we have people who have being living in the country for more than a decade there are others who have being living in London for only two weeks and those are the ones who just started the job, creating a lot of miscommunication. Since knowing the rules, tasks and expectations needs to be made clear since the beginning, language barrier it’s a problem that may dictate how successful or not the new member will be in his new job. No wonder that this first stage is always problematic. Most of them failed to understand what is asked of them to do leaving other more experienced team members to amend their mistakes or to over work so that the goal is accomplished. Tension is what follows next. The experienced team members complain and start to riot by not finish their work or refusing to finish others people work breaking completely the meaning of “team work”. Like a roller coaster the management team gets affected, work at the end of the day is below expectations leaving them to explain themselves to the people working in the Head office while they try to fix the broken relationship between their employees. Is not unusual in our company to have managers who got sacked or transferred to smaller shop because of their incapacity of either preventing or fixing this problem.
Another part of communication that needs to improve is body language ant that normally is a fault seeing mostly in my manager. 
Her body language is very defensive, when we go to talk with her about some problem or just to enquire about something else she will avoid eye contact by either looking to her laptop or organizing some papers, giving us the feeling that we are a nuisance. Her gestures do not give the feeling of welcoming, instead we always have the feeling that she is about to leave or that we should not approach her.
In order to improve our work place and create a healthy interaction between team members and managers we will need to determinate and analyse the areas of faults and find solutions. As said before, the areas of communication that need to improve are Verbal Communication and Body Language. In order to avoid tension between colleagues is important to make sure that new team members fully understand what is asked of them at the beginning. We should encourage positive communication by asking themof not to be afraid asking questions, showing them that mistakes are acceptable and trying to make it clear if they understand why they committed those mistakes and how to fix them so they won’t do them again. Making sure that everyone is welcoming to the new member and being friendly will help to break shyness and hostility. The team members who have being working for the company longer will be more eager to help and to share their knowledge.
When it comes to body language, it’s important to make it clear to the manager that her posture when leading with our questions is not welcoming and engaging, creating some distance from her to the rest of the team. In order to effectively improve our work it’s important to dissipate this distance and create a more balanced relationship. Our assistant manager could help by asking for feedback to the team members and to pass them to our manager. Once that is done, they can try to find a solution for the problem and work on that. Later one the rest of the team should know about the changes of attitude.

Conclusion
Communication has long being showed of great importance to all animals who leave in community, without it the structure of each group would fail. Even though we communicate everyday with each other we should expect that all of us are at least good in that- but that is not the reality. Miscommunication is something that happens very often and that brings a lot of problems. 
For an organization or business to flourish it’s highly important to make sure that everyone directly involved is communicating effectively and efficiently. That’s why is so important to develop this skill. One of the main reasons that scientists like Claude Elwood Shannon, Warren Weaver and David Berlo worked in creating a scientifically accurate method of communication was exactly to aid us with that and make the way we interact with others a lit bit more simple and easy to understand.
My work place faces problems of communication, however, we are fortunate to be working with positive people who are most willing to engage and help each other and that genuinely want to help to create a happy and healthy environment. I do believe that by using this good attitude as well as all the knowledge that we have about communication in the workplace, we will improve our faults and create a more enjoyable way of working making us to achieve more and better work.
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