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Introduction
       What is still the most important at our workplaces and our lives, almost daily we are asking ourselves this question. However, there won’t be another answer, except for this: “It is communication”. Communication is a part of our lives without which interaction between each other would not be able. 
Communication is a systemic process in which humans can share, create information, symbols and understanding to interact with one another. (Wood, 2009, p.3)  
     The main idea of the essay is to analyse how communications are using at my workplace and will research and explain how they can be improved to achieve the goals and get the success.   In this essay will also talk about types of communication, Schulz Von Thun’s and Linear models of communication. Reviewing Gatekeeping and Face-Negotiation theories of communication which are the most relevant at the present time, and effective communication components that can be used inside of an organization to make effectiveness within the interaction between the people. 
                             







Types and models of communication
     At every minute of our life we communicate, and this we express in different ways through the channels, different forms, gestures, some expressions. There are common types of communication that can see below:  
· Non-verbal – this communication includes gestures, facial expressions, eye contact, hands movements, and even touch which is helping listeners explain the sense of the words that can be hidden behind it. (Maund, Schriek and Tinkler, 2017, p.49)
· Verbal – the importance of verbal communications is to create the right message that supporting with the correct intonation and meaning that the receiver could understand properly the message send by the sender.  It can be used like face to face conversation or by phone etc. (Maund, Schriek and Tinkler, 2017, p.48)
· Oral (face to face and distance) – this communication is recognised as express the message directly to the person. The priority of distance oral communication is first listening and then speaking. Face to face communication more effective because others can see your emotional expression, body language it is giving more opportunities to understand the message correctly. (Morgan, 2017, p. 248)
· Written – all forms of this communication have to consist very clear, short and with the right grammar information to achieve the purpose of the message and to be effective because the reader may or may not understand the meaning of the message. (Morgan, 2017, p. 248)



Linear communication model
      Linear Model represents the messages from the speaker and audience with some effect or can be without any influence.  This model can be in two ways vertical and horizontal. The system of this model can work out on the specific aim. Exists seven elements in the model:
· A sender
· A receiver
· A message
· A channel
· Feedback
· Physical noise as a potential barrier 
· A result 
The Sender – send a message to the receiver and have to decide the goal of the message and it should be encoded in the form understandable to the receiver. 
The Message – the importance of the message it is a direction that can be delivered to a special receiver and with characteristic purpose. 
The receiver – might decode the message in accordance with the knowledge about the subject or information from the received message. 
The feedback must be arranged between the sender and the receiver always, it shows how the receiver can understand the message that was sent. 
Physical noise as a barrier can affect the message that the receiver tries to get.
The result – the ideal result is effective when the message sent is the same as the received.
     The Linear model helps to analyse the main features in the communication process, the model is telling if the people would like to communicate successfully, they should share the same meanings of words, ideas, views. (Fielding, 2006, p.18)
                             Schulz Von Thun’s Communication Model
     This model assumes simple people’s misunderstanding. In accordance with Friedemann Schulz von Thun, every message has four elements:
· Content (what I would like to inform myself)
· Appeal (the main purpose or achievement)
· Relationship (attitude to the receiver)
· Self-disclosure (telling about myself)
   The author of the model is giving us an example to understand better his model: the situation in the car: there is sitting a couple, and the traffic lights turn green and the driver did not notice it. The passenger tries to inform the driver that it is time to move on, but the driver begins to be a bit nervous that the passenger is trying to command him.
In keeping with this model, we can see that content is what the passenger tries to inform (the traffic light is green), the appeal is the purpose of passenger (let’s go, drive), and the relationship is that the passenger wants to help the driver. The self-disclosure means that maybe the passenger is in a hurry. These are the aspect of the sender’s message. 
The receiver of the message accepts this in a different way, and do not agree with the sender, and like this situation with communication happens very often because of misunderstanding each other. The aim of this communication model is to find an understanding of each other because a good communication takes place when intention and understanding are in harmony. (Krogerus and Tschappeler, 2019, p.112)
Gatekeeping theory of communication
    This theory of communication belongs to Kurt Zadek Lewin, a good psychologist in Social Psychology. All his research based on understanding human behaviour, a person’s own, mental and social world, his works telling us how to understand the interaction between the attitudes and behaviour in the group or individuals. Kurt Zadek Lewin used the word called “Gatekeeper”; it means the individual who makes a decision. 
    Concept of the theory: the purpose of the Gatekeeping theory is to block unnecessary and useless information or things through the gate. The Gatekeepers have to make a choice in which information has to go to a group or a person and which information should not.  On the picture below we can see that N is the information, M is the audience,  N1 and N4 is the information that cannot be allowed to reach an audience, not relevant information, N2 and N3 is a new and clear information that passed the gate and all necessary criteria’s, which is acceptable to the audience. In this process of all unwanted, useless or forbidden information might be removed by “gatekeepers” which helps to control the society in the right way. (Bajracharya, 2018) 
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(Bajracharya, 2018)

Face-Negotiation theory of intercultural communication
    Every human is an individual but in every relationship between the people can be present a conflict, misunderstanding or culture’s differences. The founder of this theory is Stella Ting-Toomey the professor of human communication at California State University. The face-negotiation theory shows how the cultural difference can affect in managing conflicts. The main aim of this theory is to keep a face according to their cultures. The elements of the face-negotiation theory:
· The people who belong to the collectivistic culture will try to avoid a conflict, while individualistic people will feel the winners of the conflict to keep an independent face into society. 
· The important is the status of society because in collectivistic society people already born with some status, and in individual society the people try to reach and get that powerful status to survive in society. 
    The conflict style can be different through cultural identity and communication and the same as the behaviour of the people depends on their culture belongs. (Communication theory, online accessed: 25 April 2020)
 Components of effective communication in an organization
     Effective communication promotes teamwork improvement and can avoid any communication barriers. To achieve the effectiveness of the communication the best way is to follow some components of effective communication, as:
1. Non-verbal behaviour does not use the language to introduce the message to the receiver. Each of us using non-verbal communication almost every day but the way how we can use this in combination with words might completely change the meaning of the message. (Morgan, 2017, p.252)
2. Para-linguistic cues are a kind of oral communication that adds meaning to the words of the message. There are using the areas that can impact and improve our behaviour of communication: speed of speech, a volume of speech, pitch and intonation - should follow the message, intonation should be interesting about what we are trying to say. (Morgan, 2017, p.250)
3. Active listening is a very important thing to understand and pay attention to the person and what this person trying to say. To be a good listener should not give straight away the response to the speaker, firstly, need to understand the meaning of the message. (Maund et al. 2017, p.52)
Communication at my Workplace
     People inside of the company they are creating meanings together by exchange words and non-verbal messages, when they are doing this they begin to work as a team and develop and improve appropriate expectations. (Fielding, 2006, p.34)
       As a catering assistant at the Grey cafe from CH&CO company I can say that communication plays a big role at my work, because the provision of the service is aimed at communication between the customers and the service providers. In my essay I mentioned essential types of communication, some of them are introduced at my workplace. Non-verbal, verbal and face to face communications most used at my job, as this is a daily communication between customers and me and my co-workers. Verbal communication helps to get orders from customers, interact with them, answer for their desires or complaints and communicate with our deliveries and supplies to make an order. This communication type helps as well to communicate with the team to realize the meaning of the message, to understand the words that can be sent between each other.
    Written communication at my job is important as well as another type of communication. By using written skills, I can write the emails, correspondence, filling in the necessary documents and declarations. Through these skills the company can communicate with customers by promoting their products, services with the posters, advertising, and brochures.
   At my organization often is using Linear model of communication, catering assistances interact and communicate with the customers that means they send the message to the receiver (customers), in the same we are waiting for the feedback from the customers to understand their problem or wishes to improve our services and to get better, accordingly to that model can see that communication is using  in-depth understanding between the sender and the receiver that each of the sides clear understood the meaning of the context to get a goal.
                   
How to improve communication at my workplace
     To improve communication the employees must avoid a communication barrier that may happen in any organization. There are the most popular communication barriers as: culture barrier, listening, emotional, providing too much information, physical, psychological and language barriers. 
    According to Schulz Von Thun’s Communication Model that was mentioned above, and it is a clear example of language and listening barriers. And should say this model of communication happened quite often that sometimes we misunderstand each other. So, this model is telling that misunderstanding making a bad influence on conversation, to avoid this everyone has to understand each other properly. 
According to Face-Negotiation theory can see that the cultural communication is also the most common barrier in the workplace. 
   To reach perfect communication amongst the employees and to achieve success, the organization should follow important components of effective communication (that can see above in my essay). First of all, the organization has to provide training to the employees and to provide and teach them the best listening and communication techniques, to give them advice on how to interact better with each other as a team.  And to provide knowledge to employees which channel of communication should use better, to make them understand that their contributions are essential for the development of the organization. 
As Robert Cialdini said: “Get in the habit of helping people out, and don’t say, “No big deal”. Say, “Of course; it’s what partners do for each other” – label what happened an act of partnership”. (Krogerus and Tschappeler, 2019, p.5)
   Also, one of the ways to improve communication inside of the organization is SWOT analysis which will help to find out the weaknesses and strengths of the company, and to see the opportunities and threats. 














Conclusion
      Regarding the essay can say that communication is very important and necessary in our lives and our workplaces, and at organizations. Communication is the way how we express ourselves, how we send the message, how we get it and how we respond to it. It is a process of interaction between each other, understanding the meaning of the words which we are sending to the receivers. Communication is not just by words it is also the language of our body which helps us to communicate more effectively.  To reach effective communication at the workplace should follow effective components of communication and avoid the barriers of communication.
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