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[bookmark: _Toc39509198]Introduction
This study aims to investigate different forms of communication that occur in the workplace.
Practical communication skills are essential to developing a good relationship and obtaining career and life objectives. 
An employer who spends time to create clear communication lines in their company will also improve productivity and build morale among employees. Employees who can communicate with managers, costumers, and team effectiveness are vital assets for the company as outstanding communication abilities run deep inside a business. 
Language and communication skills: reading, listening, communicating, and writing. These four communication skills are a set of capabilities that enable an individual to understand and produce spoken language for correct and efficient verbal communication.
Listening is the first language ability we learn as a natural language. It is what is known as a sensitive ability or a passive ability, and in order to understand the message, we must use our ears and brain.
Speaking is the second language ability that we learn in our native language. It is known as efficient ability, or active ability since it allows us to use our vocal tract and our brains to produce sounds correctly. 
Reading –it is like listening; it is a receptive or passive skill because it allows us to use our eyes and brains to interpret the spoken language has written equivalent. It is one of two artificial language skills, since not all-natural spoken languages have a system of writing.
Writing is an active or productive capacity, as it allows us to use our hands and brains to create written symbols representing our spoken language. It is one of the two artificial language abilities along with hearing, since not all-natural spoken languages have a writing system.
At my workplace, I will concentrate on communication between staff and management as well as co-ordinators and propose the solution to improve it.
Meaning of Communication
Communication is simply a method of communicating information from one destination, individual or group to another.  
[bookmark: _Toc39509200]It is the method of exchanging and distributing information, thoughts, beliefs, and evidence to others from individual to person or organization. 
[bookmark: _Toc39509201]Communication involves more than one person, and it starts with an idea in the mind of the sender. He/she would then encode the thinking in the forms of texts, words, pictures, or conversation.
[bookmark: _Toc39509202]A wide range of things can affect the transmission of the message from sender to recipient, these include our emotions, our cultural situation, and even our location. Complexity is why good communication skills are desirable by employers around the world: accurate, effective communication is, in fact, extremely difficult.
The message is decoded by the recipient to grasp the sender's expectations. If the receiver can see the sender, the person concerned may obtain nonverbal communication, which the sender transmits from certain to non-certain. If the receiver can hear the sender, for example, emotions and concentration, the recipient can get indications from how the sender speaks. Excellent communication is when the recipient has precisely understood the sender's message (Maund, Schriek, and Tinkler, 2017).
[bookmark: _Toc39509203]Therefore, a small blink of an eye, monotonous speech, gestures, physical appearance, or expression, and entire message may be deciphered or misconstrued differently in order to prevent correspondence misunderstandings. The leaders should give us a chance not to hesitate when it comes to sharing our feelings, opinions, and ideas.
[bookmark: _Toc39509204]I would like to focus on four types of communication.
[bookmark: _Toc39509205]Nonverbal Communication

Nonverbal communication is the non-linguistic model of knowledge transmission. Nonverbal communication includes the language of the body, facial expressions, movements, appearance. 
In nonverbal communication, the expression of the face is essential. The message may be viewed as different if we see the sender's facial expression. This is because first, we see the person before we understand and hear the message.
Body language can convey many details. Motions, stances, leg-crossing, or hand-crossing may indicate the sender's attitude and feelings.
Body language may produce any non-reflective or reflexive motion of the section or of the whole body used by the subject to express an emotional message. Kinesis specialists must also consider social variations and environmental differences in order to understand this untold body language.
Motions are often part of non-verbal communication, even without sayings, they have significance. Movements may transmit various non-verbal signals. Some motions are ethnically linked, others are nonsensical. Some collective efforts include pointing, gesturing, and demonstrating the number using fingers (Fast,1971).
Paralinguistic is the aspect of communication beyond the words themselves, the pace, rhythm, the intonation of a voice along with gestures, and other non-verbal signs. If cross-cultural communication is ambiguous, paralinguistic is most frequently blamed.
[bookmark: _Toc39509206]In non-verbal communication, proxemics is essential and involves a private space. The space people need can be unique and can be influenced by a variety of factors: temperament characteristics, social norms, gender roles.
Verbal Communication

Verbal communication is oral communication involving the transmission and exchange of knowledge (spoken words) through speech. Verbal knowledge is generated by using sounds and words to define yourself in sentences.
Language is used to construct verbal knowledge and messages. Practical communication ability requires reading certain verbal words correctly since it can be misunderstood due to the interpretation of language. 
Feedback is immediate in the sense of verbal communication, since there is a coordinated delivery and processing of the signal by the source and the receiver.
The provider must also double-check with the recipient to ensure that the message is interpreted exactly as expected. Such communication is more vulnerable to mistakes because the words are not always enough to describe a person's thoughts and emotions.


[bookmark: _Toc39509207]Written Communication

[bookmark: _Toc39509208]Written communication is the method of exchanging messages in the written symbols, between two or more individuals. The audience, meaning, and type are considered the most crucial element for written communication. Written correspondence is part of our lives, and can be done by sending letters, e-mails, between friends or relatives. 
[bookmark: _Toc39509209]Therefore, written communication with costumers and companies is essential and involves letters, suggestions, arrangements, postcards, telegrams, faxes and emails (Butterfield, 2013).
[bookmark: _Toc39509210]Successful written communication is about transmitting messages and relationship building. Effective written communication is essential in administration and industry because the problem is defined, a solution is sought, and the objectives achieved.
[bookmark: _Toc39509211]Models of communication

[bookmark: _Toc39509212]Shannon and Weaver Model of Communication 
[image: ]

A model of communication was introduced in 1949 by Claude Shannon and Warner Weaver. Among several different messages, the speaker must pick one message. The message would be transmitted across the channel and converted into either message or signal. The recipient would get the message. While transmitting the message, other irregularities have been introduced, such as noise, which is not part of the signal. This model relies that the Noise is equal to Systematic Noise, Channel Noise and Feedback. Noise from channels creates some disturbance with signal transmission. Systematic noise indicates it missed the post. Feedback is the "products" of the correct reception of the message.

[bookmark: _Toc39509213]Aristotle model of communication
[image: ]

The communication model of Aristotle is thought to be the oldest known kind of communication. This system is easy and very straightforward. In this model, Aristotle included essential elements: speaker, voice, public, and impact. In this communication model, Aristotle encourages the speaker to develop a message that will have multiple implications for audiences and circumstances (Narula, 2006).




[bookmark: _Toc39509214]Wilber Schramm model of communication
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In 1954 Wilber Schramm brought forward a correspondence concept. This correspondence paradigm indicates that message could be meaningless unless it is carefully translated into writing and sent out to others. Encoding an important function, as it activates the communicating process by translating the concepts into the meaning.
The main objective, only after the communication hits the audience, is to recognize what the speaker needed to say. The message is not accurate until the receiver has decoded and received a response from the speaker. 
Encoding and decoding process of the messages are vital for successful communication between two individuals. Communication is not successful unless the receiver gives feedback to the sender according to Schramm. This model involves two persons: the sender and the receiver, who exchange messages. Schramm believed that the personal experience, knowledge, and ethnicity are essential factors in communication.
[bookmark: _Toc39509215]Being employed by Tesco - communication at my workplace.


Clear communication is an essential asset for improving efficiency and establishing good working relations at all stages of the company. Employers who devote time and energy to maintain clear lines of communication will quickly create trust in the workplace, leading to increased productivity, results and better productivity. Workers are also attracted to individuals with outstanding communication skills because they can increase productivity and interact with the client.
Besides, staff who interact easily with co-workers, supervisors, and clients are often essential resources for an institution. Bad communication in the workplace can eventually lead to unmotivated personnel, who will continue to doubt their trust in their skills and, ultimately, in the company.
The schedule defines my average day at work for the day in terms of what the company wants to reach, and I either start the day as picker or goods in. As picker my primary duty includes distribution of items for the various store, which is measure per performance per person; basically, it means you are working 8 hours on your own with small computer device which is fixed to your arm as goods in I will be tasked to unload trailers, place pallets on individual grids and break those pallets down.
  In case of an issue, an error you must go to the podium and speak with a coordinator who will try to fix the problem, which is happening quite often. New members of staff often do not speak English, or they do but just basics. All leads to misunderstandings and misinterpretations.
My workplace lack communication, as a result, most stuff do not like their job, and others are simply not satisfied. Managers will advise you not to speak with anyone but co-ordinators while you are working inside. 
There is no proper structure of management, and this makes it difficult for excellent communication in my workplace. There is no appropriate definition of who is a manager and their role—most employees quit after a couple of months.
I will incorporate team meetings every two-four weeks to improve communication in my workspace where staff could relax, socialize, and exchange their thoughts. Open communication can help to avoid and overcome inevitable tensions in the workplace. Conflicts in the workplace are quickly overcome by clear and straightforward dialogue and collective discussions; this will contribute to personal and professional progress. 
 For coordinators and managers I would provide coaching to improve communication and listening skills that are essential.
As I realized from in-class exercises, Schramm's model of communication best describes my workplace. I have learned that communication begins with two people exchanging information and messages.
[bookmark: _Toc39509216]Conclusion

My research aimed to examine communication, communication models, and communication in my workplace. I briefly introduced and analysed three communication models by Aristotle, Shannon, and Weaver and Schramm. I also discussed communication skill which occurs in my workplace.
Not all people are educated enough when it comes to vocabulary. Furthermore, to be successful in interacting with the team members, leaders should use terminology that can be clearly understood. When unclear words are used, people may easily be mistaken or waste valuable time trying to justify themselves.
Communication skills are a crucial factor in today's societies. In order to achieve success, we must communicate with each other’s. 
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