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1. Introduction:

The aim of this report is to analyse communication one of my friend’s workplace and suggest how it could be improved. Communication is one of the major concerns in the workplace. Creating and maintaining positive work environment is what meant effective workplace communication. If it is not an effective communication that can lead lots of misunderstanding, because of this case the workplace become a nightmare. This report also helps the reader better understand how the effective communication is important, how the people can improve themselves through regular meetings, or working in team how can affect the organisation even the members who work with.

2. Types of Communication 
They are 3 types of Communication:
· Verbal Communication
· Non-verbal Communication
· Written Communication

First of all, the definition of the communication is: “Communication is the process of passing information and understanding from one person to another” (Anon., n.d.))
In simple words it is a process of transmitting and sharing ideas, opinions facts to another person or to an organization.
They are many ways how the information can be shared with another person: Use verbal communication.
· Verbal Communication 
Verbal Communication is any communication that uses words to share information with others. These words may both spoken and written. When sharing presentation with a group or sharing phone calls etc. The use of language to transfer information through speaking or sign languages. Verbal communication is important because it is efficient. (Anon., n.d.)
· Non- Verbal Communication
While the key to success in both personal and professional relationship, is not that words that you use but your nonverbal communication or “body language” that speak the loudest.
Non- Verbal Communication is the use of body language, gestures and facial expressions to convey information to others. Is helpful when trying to understand other thoughts and feelings.
· Written Communication 
 Written communication is the act of writing typing or printing symbols as letters and numbers to convey information. For instance: used to share information, through books, blogs, emails and chats are used in workplace as a form of written communication. (Anon., n.d.)
 Also mentioning types of written communication such as letters, memos, report but these can be informal / formal for Internal/ External audiences. However, there are promotional Materials, product information, Handbooks- users, employees etc even Operational events (Moodle, Week 4) The factors are main staff to be in successful written communication. These are: Words, sentences, paragraphs and tone.

3. Model of Communication
They are also model of communication which is important to mention:
· Shannon Weaver model also known as a” mother of all models” This model is more technological than other linear model which means the communication is considered one-way process where sender is the only one who sends message and receiver does not give feedback or response. The easiest way to explain how the Shannon Weaver model works is for instance the brain could be the sender, mouth might be the encoder which encodes to a particular language, air might be the channel, another’s person ear could be the receptor and his mind the decoder and receiver. Here the noise will be the feedback. (businesstopia, 2018)

· Schramm Model is introduced in 1954 and has its roots the Shannon Weaver model itself. The encoding plays a very important role because it starts the process of communication by changing the thoughts into content. Schramm’s model coding and decoding are two essential processes of an effective communication. (Anon., n.d.)

· Berlo’s SMCR Model developed the Berlo’s Sender-Message-Channel-Receiver Model in 1960. The model focuses on encoding and decoding which happens before the sender sends the message and before the receiver gets the message respectively. This model has four components to describe the communication process as the model title shows. (Anon., n.d.)

4. Communication at Workplace
Communicating is not easy especially at workplace, probably some people love to talk but on the other hand they are others who seem to have nothing to say. It could mean that both are good communicators it they use their communication skills appropriately and of course in the right situation. Also communicating is no more about talking than is about being quiet most of the time. (Morgan, 2017)   
A good communication is an essential tool in achieving productivity and maintain strong working relationship at all levels of an organisation.
Poor communication at workplace will inevitably lead to unmotivated staff that may begin to question their own confidence in their abilities in the organisation. (Anon., n.d.) (Andrew Maund, 2017)
· Communication between employees
Communication happens between employees are in a friendly manner also not really sharing confidential information. They do not make honking sounds when they communicate, but there are times the effect ends up being the same. However, the employees talking about the job between them and sometimes complaining to each other. Because of this reason they have poor communication, whether vague or abusive, make employees feel negatively about their job. They use most of their energy put into getting the bare minimum done correctly and not into inspiration. Employees must learn more about themselves if they want to have good communication, but they will be more aware of who they are working with.
· Communication between employer- employees
 Business success is essential to have good communication staff. At the basic level, employees who do not know what is expected of seldom perform to their potential.   As Fred Holloway suggested “You can tie back almost every employee issue- attendance, morale, performance and productivity- to communication”. There is different communication between employer employees as they talk in a professional way and in a polite way. They also mention some work issues. 

· Barriers to communication
 Most common barriers of communication at workplace is effective communication such as linguistic barriers or language barrier that limit is effective communication.  Language is the most commonly employed tool of communication. Employees have different linguistic skills and because of that the communication channel span across the organisation would be affected by this. The other barriers can be emotional like IQ, or anger, frustration, humour, can blur the decision-making capacities of a person and limit the effectiveness of their communication. Also mentioning Physical barriers such as noise, closed doors, closed cabins etc. can affect communication. Cultural barriers of communication can affect communication as well like dress, religions or lack of them etc. Attitude barriers like people to be left alone or introverts or others like to be social can affect communication. Less of them have huge ego can have attitude issues. 

5. How communicate be improved?

· Working in team
 First, there is some author that argues about team and group are the same. Muchinsky (2003) says that groups and teams are nearly the same thing. Both consist of individuals working together to accomplish something. These members have some differences, personalities and demographics and perhaps abilities are different but there is something that brings them together.  The other good thoughts about working in team by Michael Jordan: “Talent wins games but teamwork and intelligence wins championship”. Teamwork is important and allows you to exchange ideas, work on big project and establish goals. 
Working together is not easy but requires lots of work what worth it at the end because all the members achieving the goals together. Good teamworking requires some basics as well like open communication, clear vision and of course clear group parts. Getting to know each other is a step in building an effective team. However, get to know someone’s values, aims, strength and the way they work is kind of challenging but after they know each other, and they could define how to work together best. They could work out clear goals and have clear vision. It often happens when team members have different vision about something, and the result will be completely different. That is why they need discussion everything and came up to an agreement and have a clear vision about what direction are going. Without a clear vision, the group could probably count lots of misunderstanding on the subject. Working in team also essential to form teams and define clear roles like people in the group feel that they can do significantly portion of their work independently. The other team members could rely on them. Individual work is as important as teamwork itself. Also mentioning the appreciation of others is being able to engage in determined conversation, creative and productive conflict resolve. (Rogacka, 2017)
The team should pay attention to group process, and sense of mutual responsibility. Also going for an advice to make work efficiently. Attending on more training with team members can help to communication improved. Effective group process like to open communication, appropriate self- evaluation. (Anon., n.d.)

· Having regular meetings
Having regular meetings can pointing out the problems/ issues or sharing opinions, also is a very beneficial to an organisation. Keep everyone informed can be a useful tool also can solve problem by workers finding the issues. Promote Leadership can be very challenging but just in case leaders can use team meeting engage with the followers and provide positive work atmosphere. The other benefit of regular meeting is the members can use team meetings to offer feedback to each other and of this case can talk directly to each other when is a problem. They can share what is bothering them instead gossiping behind other people’s back. Also is a big opportunity for managers to do evaluation. Direct feedback is good because the members will know if they did well or need improvements.  Members can have opportunities to learn from each other during training and develop themselves. Mentioning the innovation as well, because the meetings are not just about problems but sharing thoughts and suggestions can be a great opportunity. Even the members will get a change to bond with each other and could celebrate their personal and professional achievements. That can improve not only unity but also the commitment of the members to the mission of the group. (Bruce, 2017) 
If employees inform the team members about all the new changes that can be a big improvement in the communication.

6. Conclusion
This report is aimed to analyse communication in my friend’s workplace and had been suggested some improvements, such as effective communication is essential at any level to an organisation.
Some models of communication have mentioned and analysed different communication manner between employers, employer- employee.  For instance: Employees talking in a friendly manner and not really sharing ideas. 
 Also have been mentioning some barriers to communication such as linguistic barriers / language barriers that can limit the effective communication. Emotional barriers like anger, frustration, humour, can control the decision making. Physical barriers such as noise, closed door etc.
Suggested some ideas how to communicate to be improved like attending on more training or pointing out the issues/ sharing ideas. These suggestions above can be very beneficial to an organisation but the members of staff as well such as learning from each other during training or talking out their problems also can help the organisation. Feedback can help members know what they did well and where they need to improve. Also working in team can be hard but there is something what brings the members of the team together.
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Exercise2: Writing an e-mail.

You are a teacher of Communication and have received this e-mail from one of your st
Dear Sir,

1 am writing to you because | am confused about Communication.

Could you please explain:

1.What Communication is:

2. The Shannon-Weaver model.

3. What is meant by non-verbal communication and why it is important.

Many thanks,

Lucy Mars.

Reply to the student and answer her questions. Use a diagram in your answer, if neces
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Student Name: _ KATA) | N TOLOR Student ID: _ (4029 (%

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be return¢
to you at the next session. You will need to include a scanned copy of this exercise in the form of ¢
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1. Read the following brief and write a business email according to the instructions.

You are the Director of Communications at your company and you would like a Supervisor, Mary
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
workers.
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Ex.1. Read the cases and answer the questions that follow

CASE 1: Mary was working on some paperwork when her daughter came into the room upset.
As the child told Mary what was wrong and how she felt, Mary kept typing on her keyboard and
said, “It'll be OK,” and ‘Everything will be all right.’ She was confused when the child only
continued to become more and more frustrated. Just then, Mary’s phone rang and she was all
excited when she heard her friend’s voice. They spoke for fifteen minutes and when the call
ended, she turned and said to her daughter, ‘Oh, darling, that was Susan. I'm so excited about
seeing her tomorrow!’. The child broke down and cried.

s Why weren’t Mary’s calming words having any effect on her daughter?
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2. What could she have done to make the situation better?
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CASE 2: Steve was exhausted from work when his wife, Sally, came home. So he was quite
annoyed when she began telling him all that went wrong about her day. He interrupted her and
said, ‘I'm so tired, can’t it wait?’. The next morning while they were in the kitchen making
breakfast, Steve said, ‘Did | tell you what happened at work yesterday?. Sally said nothing, but
walked out of the kitchen. l,
1% Why was Sally upset? 74
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