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Introduction:
Effective communication within the workplace is a very important factor.  In todays society communication has become a way of life, personally and professional.
Communication is the key factor in in workplace. Communication comes in two forms verbal and non-verbal communication. The two standard methods of verbal communication are spoken and written by the sender and reading and listening by the receiver (Methods of Communication). Verbal communication is used to transfer ideas, views and knowledge to an individual or to a group of people. Using Verbal communication has many factors which need to be considered. The tone of voice and words used are appropriate and in accordance to the receiver (Rocci, A & Louis De Sausure (Eds), 2016). However non-verbal communication means all other forms of communicating which involves neither written nor spoken words (Rocci, A & Louis De Sausure (Eds), 2016). There are ways where non-verbal communication process involves intentionally or unintentionally signalling meaning through behaviour, such as facial expressions, actions, body posture, use of time, silence and also personal space.
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The importance of effective communication in workplace is beneficial to the whole business. 
Throughout the next couple of paragraphs there will be certain aspects of effective communication that will be discussed. Different types of communication will be assessed, different communication models, methods and strategies will be locked at in more detail.

Section 1:

Communication is a vital skill, it teaches ones on how to use effective words, tone and body language to obtain success and clarity (Robinson et al, 2019).
The key to success in a business effective communication is a must, managers which are classified as superior need to effectively communicate with their employees, which can be seen as subordinates. Managers have the ability through effective communication to reduce absence amongst workers and enhance productivity within the workplace/industry. Management needs to be efficient in delivering what goals need to be met and expect the employees to feedback on this matter (cliffnotes.com, 2020).
In order for communication to be effective within workplace there are two ways vertical and horizontal communication, Vertical communication is managers to employees, in which managers deliver a task to their employee of goals, policy, procedure and target, considering any concern the employees have. The horizontal communication is employees (subordinates) communicate amongst one and other. This type of communication allows them to share information and ideas, also feelings and any suggestions they may have (Robsinson et al, 2019).
This in return will help employees to have an increased self-esteem and work will be managed more successfully. Whereas poor communication can lead to low confidence and improper body language. All the different types of communication will be looked at in more details further into the essay.
As mentioned above communication is key in a business organisation. Passing on the right messages across to the right team is essential and vital. Effective communication within a team can build strong relationships, this will lead to trust and loyalty which are once again key factors in any relationship not just business. Conveying important information and providing feedback are boosts of strong communication (www.Jstor.org, 2020).
In a business, management needs to consider individuals needs when deciding on where the meeting will take place, environmental factors, personal and other members emotional state. The Team leader/management need to consider tone of voice, language used and to what level the formality will be and lastly are all members willing to be active listeners. Effective communication help managers grow their business and build long term relationship with their workers. This in return will result in satisfied workers who will work with their full effort (Robsinson et al, 2019).
Many businesses use strategies of effective communication within their business. First impressions are very important to everyone, if the personal making the speech comes across as unprofessional and loud members will have a bad impression, therefore it’s important to make good first impressions (Baron-Cohen, 2001.)
Listening skills are very important in every organisation not just business, it is considered a strength in every profession to have good listening skills. There are many different ways of listening such as reflective listening or empathic listening which are all useful, however active listening is one of the best skills someone can have. It is considered as a technique which is used in different professions such as counselling, solving conflicts and in training. The listener is obliged to concentrate, understand, respond and then remember what is being said (K, Robertson. 2005). 
“SOLER” is a method used in many counselling places, which is now used in business and other organisations too. Egan (1986), has devised the five key components, by sitting straight you are assigning the message that you are there with them, maintaining an open posture indicates openness to listening to anything the speaker shares. Leaning forwards indicates interest to the speaker’s words, another way of showing interest is keeping eye contact and lastly a relaxed body posture allows the speaker to feel in ease. (Egan, 1986).
Moreover, Proxemics which is defined as an individual’s perception of personal space is another factor which needs to be considered. Everyone defines their own personal space differently, taking into consideration the individual’s religion and culture is a must. Kinesics on the other hand is described in a different way, it is the interpretation of body language such as posture, facial expressions and eye contact between the individual and/or other members. In many situations’ individuals have no control over their non-verbal communication. Personal awareness is a tricky part in certain situations. Personal awareness is the inner self, personality or individuality (S. Baron Cohen, 2001). Self-awareness is considered a strong skill in any employment. Being self-aware is a critical tool which helps in achieving higher level of job fulfilment, become a better team leader and also helps in enhancing relationships with other team members (S, Baron-Cohen, 2001).
Self-awareness has many advantages in business. Being self-aware enhances skills by recognising what a person does best, and what has room of improvement. By understanding his/her inner self allows the individual to perceive the employee’s behaviour towards them, which will further lead to becoming a great leader. Managing one’s emotions once again leads to strengthen personal and professional relationship (Robinson et al, 2019).

Section 2:

Shannon and Weaners 1984 model of communication argues that communication can be broken down into 6 concepts. The sender, encoder, channel, decoder, receiver and lastly the noise.
[bookmark: _Hlk39347193]The sender sends the information which is then taken over by the encoder who uses the machine, which would be a mobile phone, the channel is considered the medium which would be the line established between the two people. Decoder then would encode the signals to messages and the receiver who would be the destination of where the message was initially supposed to arrive. Shannon and Weaner have considered “noise” such as the environment, people etc which could hinder for the original message to be delivered correctly. Their model’s strength is on its simplicity and generality (www.Jstor.org, 2020).
In contrast Schramm and Berlo’s 1960 communication model is more complex and have separated the model in clear parts and have expanded on each.  This model has looked at sender, message, code and the receiver. The sender and receiver have same concepts such as communication skills, attitude, knowledge their social system and their culture. Whereas the message itself looks at the content of the message, their element, treatment, the structure and the codes of the messages. The code in this model is looked at using the 5 senses see, hear, touch taste and feel (www.Jstor.org, 2020).
Looking at both models there is similarity and also complexity especially in the Schramm and Berlo model. In every business these models are used consciously and unconsciously. Messages are sent on daily basis using emails, text messages and letter. All have a sender, message, code and the receiver at the end. There is also the “noise” which is mentioned in the Shannon and Weaner model in today’s society noise can be considered in all forms, from environment to losing connection of wireless which then leads to message not being delivered.  Schramm and Berlo have mentioned knowledge in their model which is a great factor. The sender and receiver need to be able to understand the message in order for it to be processed right. Language barriers need to be considered and also lack of understanding on a particular subject. Feedback is an important element in every environment. It gives the sender a great opportunity to see if the messages have been passed adequately, if the receiver listen effectively and allows the sender/organisation to have positive or negative feedback to learn from mistakes and build confidence (Robsinson et al, 2019).
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Section 3:

Effective communication is key to many everyday situations but also in working environment. My job involves me working from people from all walks of life. I have strengthened my communication skills in my previous employment as a security Guard. In many occasions I had to be assertive, effective in communicating my point across to people, who were under alcohol influence and their understanding was slightly impaired by this. My job was to keep the environment safe and to maintain it safe for every customer. There were times where I had to ask people to leave the premises due to misunderstanding amongst them and other customers. I had to maintain professional at all times and only use my communication skills, to diffuse situations that were about to escalate. 
There were always two sides of the story and always both claimed not to be in the wrong. To diffuse situations, we had to look into CCTV, ask other security guards and try and diffuse the situation by asking them to join us outside where its less noisy. As a security guard I had to act as an advocate for the customers involved and keep calm myself in order for the situation not to escalate into something more serious. Communication barriers can occur at any stage, there are many barriers I personally find the use of “Jargon” complicated unfamiliar words very hard. There are people where English is the 2nd or even third language and when overcomplicated words are used people lose interest and lack of attention in that situation. Physical disabilities such as hearing problems also causes a great barrier in communication within this job.
Active listening is a major skill in this particular industry. This is due to the layout of the environment, people are there to have fun, they are under alcohol influence and become agitated easily. Once I received a Radio call from my colleague who needed help where to two groups had started a conflict, it was very hard to understand what code he was saying due to the loud music in the background. In those situations, I had to concentrate, understand and respond quickly to the situation. Environment is a great factor in active listening, depending on the environment messages can be misinterpreted and the message never arrives as it was meant to, or in some occasions the message will never be delivered. 

Conclusion:
Overall effective communication and teamwork is essential in employment and personal life. Having certain skills such as active listening, being able to work in a group, accepting positive and negative feedback are all key factors to strengthened one’s skills and abilities. There are many advantages of effective communication in the workplace, such as increases one’s self-esteem, creates a positive working environment and creates strong bonds between managers and co-workers. Effective communication skills enhance the productivity, working standards and enhances personal and professional knowledge. It allows healthy partnership between members from superior and co-workers. The result of effective communication increases profit and goals will be met.
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