


Table of Contents
1.	Introduction	1
2.	Shannon-Weaver’s Model of Communication	1
3.	Different Types of Communication	5
4.	Conclusions and Recommendations	8
5.	References	8

[bookmark: _Toc503306885]Introduction
Communication is a two-way system of attaining common understanding, in which participants not only interchange information, news, thoughts and feelings but also generate and share meaning. In general, communication is a tool of linking people. In business, it is a key purpose of management because an organisation cannot function efficiently without communication between levels, departments and workers (Dictionary, 2017).

Nowadays, (Deluliis, 2016) discusses that effective communication is considered as a key for a successful business organisation. Good communication is vital to the productivity and efficiency of many companies. A business expert who is a former dean of Harvard’s Business school stated that, “In business, communication is everything”. Focusing to improve communication skills in the workplace is beneficial to the realisation of an effective business enterprise (Forneris, 2017).  

The purpose of this report is to evaluate significant model of effective communication. Furthermore, components of communication are going to be analysed using real life experience of friends dealing with the proprietor or manager. Moreover, the development of communication in the workplace among employees is going to be evaluated.

[bookmark: _Toc503306886]Shannon-Weaver’s Model of Communication
 Model of communication denotes to the theoretical model utilised to describe the process of human communication (Law, 2016). There are different models of communication utilised to describe the process of human communication. One of the basic models which can be applied to execute effective communication is Shannon-Weaver’s model of communication.

In 1948, Shannon who was an American Mathematician and Weaver who was an American scientist wrote a mathematical theory of communication widely known as Shannon -Weaver’s model of communication. This paper presents a model with data transmission and finishes with message transfer involving individual persons. The model aims to improve the efficiency of communication between the sender and receiver (Flensburg, 2009). The model deals with different conceptions such as sender, encoder, noise, channel, decoder and receiver.
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Each of these concepts are described by (Reuben & Stewart, 2006) as follows:
· Sender is the person who desires to pass on the message.
· Encoder means that the message is changed into signals. 
· Channel is the method to transmit communication such as face-to-face, email, social media, email, etc.
· Decoder is a process of decoding the signal so that it can be understood by the receiver.
· Receiver is the intended recipient of the conveyed message.
· Noise is the disruption of signal in the channel and a possible reason for not transmitting the message accurately.
· Feedback is an instance when the receiver verifies from the sender about the accuracy of the message being transmitted. 

Implications of Shannon-Weaver’s Model of Communication 
Effective communication is transmitting the message from the sender to the receiver without altering the original message (Tomescu-Dumetriscu, 2016) . This is the objective of the Shannon-Weaver’s model of communication. Effective communication starts with sending a message which is synchronised by non-verbal cues. On the receiving end, it is based on active listening. For communication to be functional, it is made in the context of relationship built on trust, respect, listening and mirroring. It signifies the importance of influences of the components of Shannon-Weaver’s model of communication such as source effects, encoding effects, channel effects, receiver effects, decoding effects and the importance of feedback (Reuben & Stewart, 2006).
· Source Effects
The usual source effects are credibility, physical attractiveness, expertise and belongingness of the source to the target group. These features can influence the message if it can be communicated properly without destroying or altering the original information (Herr & Kang, 2006). The following is a true story about the impact of the characteristics of the sender.

For example, Ben who is a chef at Lactuca restaurant, which is a successful business establishment, has an employer who displays good communication skills. The owner is true to his word whenever he announces something important like salary increase. Moreover, the way he dressed, the tone of his voice and his extensive experience on restaurant industry command respect. Furthermore, he does not like special treatment in his restaurant like he eats what the workers eat and if it is necessary, he even assists on serving customers. As a result, whenever he speaks, everybody listens attentively. The manager has the respect of the entire business organisation.


· Encoding Errors
The expected result cannot be decoded because of encoding errors like unclear message, language barrier, culture difference, no sense of being part of the group and poor relationship to the target audience (Hendeson, 2004). An instance to illustrate the impact of encoding error is between the manager at Tesco supermarket and a family friend of the writer whose name is Pablo who is working as a customer service assistant. The manager has an extensive knowledge and experience on his duties and responsibilities as a manager. However, the way he treats his workers is unfair due to favouritism of several colleagues. As a result, many employees are not motivated to be efficient and productive on the shop floor. In addition to this, many workers do not respect and seldom listen to the instruction of the manager most especially if he is not in the business establishment.
· Channel Effects
An individual can communicate through different channels. Every type of channel has its own benefits and drawbacks. For example, communication using printed documents is the most accurate, however it has the slowest response. Another example is that face-to-face communication may signify commitment and sincerity to the receiving end of communication, however in many large companies, it is not feasible that the employer is physically present frequently to transmit a message. Determining the most appropriate channel is one of the techniques in communication in order to have effective communication in any work environment (Margaret & Swaniazki, 2015).
· Decoding Effects
On understanding the message, listening skills and paying attention to the message being communicated are vital for the information to be communicated efficiently (Seely, 2013). However, if this part of communication is neglected, the accuracy of the transmitted information is going to be altered. For instance, Jimmy who is my former colleague in the faculty of engineering at the University of Baguio in the Philippines was not listening attentively in the meeting to the important announcement regarding the changes on the system of submission of grades. Hence, he was required to modify painstakingly the old method of submission and it took him few hours to change it. For not focusing to listen during the announcement for few minutes, the consequences were enormous in terms of wasted time and labour.
· Receiver Effects
The message is normally delivered into a receiver. In order to avoid confusion, the personality, lifestyle, age, educational background and beliefs of the person receiving the information are going to be considered. The appropriate replies by the receiver is the objective of any communication (Margaret & Swaniazki, 2015).

· Feedbacks
(Ernst, 2017) argues that feedbacks in communication are essential to conclude an agreement. It allows the sender to validate the message to analyse the efficiency of the source. Moreover, it is essential to make a two-way process of communication. Without feedback, there is an incomplete communication process.

[bookmark: _Toc503306887]Different Types of Communication
Communication can be characterized into three basic types which are verbal, non-verbal and written communications. Each has its own benefits, drawbacks and even dangers. Employees need to master these to have an efficient business enterprise (Carpenter, et al., 2018).

· Verbal Communication
Verbal Communication is an oral communication that utilises spoken words to transmit a message. It involves speaking skills and listening skills as well to communicate the message successfully. In business, it involves video chat, phone or face-to-face communication (Mikoluk, 2013). An example to illustrate this is a phone conversation from the author’s former colleague conversing with the general manager in a noodle factory that happened two years ago.
Manager: “Sales of fresh noodles are spectacular in the last quarter of the year. “  
(The manager appreciates a job well done specifically to the department of   Jimmy who is the team leader of the production of fresh noodles.)
Manager: “Our next move is to increase the production by 10 percent for the coming months beginning next week to meet the growing demand of our clients.”
(The manager gives clear and specific instruction.)
Jimmy: “Sure, I will instruct the team that starting next Monday, the production plan will increase by 10 percent. For example, production of fresh rice noodles which is originally 500 packs daily will increase to 550 packs.”
(Jimmy demonstrates that he has an active listening skill by repeating what he has heard.  This part is on the feedback portion on which verbal communication has the opportunity for immediate feedback if it is done properly).

· Non-verbal Communication
Non-verbal communication consists body language, facial expressions, posture and gestures. It sets the tone of a conversation, and can critically alter the context of the message in words if it contradicts the message being relayed. The verbal message is a significant component of any communication, but the meaning may be different due to the way it has been delivered. It has been studied that 55% of communication comes from non-verbal cues such as tone of voice, facial expressions and body postures. According to another research, only 7% of a comprehension of the receiver is based on the actual words of the receiver; 38% is based on paralanguage (tone, volume of speech and pace), and 55% is based on non-verbal cues (body language)  (Mehrabian, 1981).

Job opportunity for the prospect employee may increase due to non-verbal cues. Videotapes of actual applicants were able to evaluate the social skills of job candidates with the sound turned off. The rate of gesturing, time spent talking, and the manner the job applicants dressed have been assessed to determine who would be the most successful socially on the job (Gifford, et al., 1985).

To be effective communicators, the verbal message should be aligned to body language, appearance and tone. Studies show that when a person is not telling the truth, that person is more likely to blink more frequently and cannot establish eye contact (Siegman, 1985). 

An instance to illustrate a great non-verbal communication is the story of Herbert who is presently a colleague of the writer with his manager at Sainsbury.  The manager whose name is Cris is an effective communicator. According to Herbert, “The manager is straight forward, simple and warmth on his dealings with his subordinates.”. This conveys sincerity that is key to effective communication. His firm handshake is an excellent way to establish a trust. Whenever he is talking to Herbert, he displays professionalism by being calm due to the tone of his voice and eye contact is always present. The way he dressed and his posture project self-confidence. Due to mastering non-verbal communication, the manager earns trust and respect to Herbert and to many colleagues as well.

· Written Communication
Written business communications are printed messages such as letters, memos, email, policies and proposals. It may be printed on paper, hand written or formatted digitally which can be viewed on computer screen. Generally, verbal communication takes place in real time. In contrast, written communication can be attained at different times from the sender to the receiving end (Thompson, 2015).

Written communication must have clarity and succinct to communicate information efficiently. According to (Flink, 2007),   a written report in the workplace is considered best form of conveying information. Many kinds of jobs include some form of writing. National Commission of Writing in America researched that 67% of workers on huge companies have some writing obligation. Companies reported that writing skills are mostly assessed when hiring management level employees.

[bookmark: _Toc503306888]Conclusions and Recommendations
Shannon-Weaver’s model of communication is an important concept of effective communication in the workplace. Sender, encoder, channel, noise, decoder, receiver and feedback are different parts of communication process which can either facilitates or impedes communication in the workplace. Moreover, three types of communication which are verbal, non-verbal and written communication have been evaluated. Furthermore, stories of writer’s friends and former colleagues in the workplace communicating with their managers or owners   have been narrated to analyse significant theory.

Based on the analysis of the report, effective communication in the workplace and the efficiency of workers can be improved by the following recommendations:
· It is vital among employees to have a good relationship based on trust, mutual respect, mindfulness, welcoming diversity and open communication.
· Message that is being conveyed must be clear and concise.
· Verbal message must be aligned with body language, tone and appearance.
· Practicing the art of listening actively is essential to communication in the workplace
· Determining the appropriate channel on communicating ideas or information.
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