


Table of Contents

Different communication styles used in my workplace (Warehouse) 		Page 1
Shannon and Weaver Model of Communication & Diagram				Page 1
Verbal communication								Page 2
Written communication								Page 3
Effective communication in the workplace						Page 4
List of different effective communication						Page 5
References 										Page 5

Different communications styles I use in my workplace (Parcel distribution warehouse).
“Without question without communication we would all find it difficult to get on with our everyday lives because whichever way you look at it communication is necessary whether it’s verbal or nonverbal. The role of nonverbal signals in communicating affect is not well understood. Recent research has both emphasised and played down the importance of the nonverbal signals relative to what is said. A careful examination of the evidence shows that the data in favour of and against nonverbal dominance come from two different empirical approaches. It is argued that both approaches are methodologically unsound. A new approach to the question is developed based on the assumption that the communication channel which maintains the affective tone of the interaction is the primary channel by which affect is being communicated. The affective tone of the interaction can be established by examining the communicational context for any given message. This assumption allows mixed messages, in which the verbal and nonverbal channels are conveying opposed affective tones, to be analysed for channel dominance” (Trimboli, 1989).
Shannon and Weaver’s Model of Communication.

“This model is specially designed to develop the effective communication between sender and receiver. Also they find factors which affecting the communication process called “Noise”. At first the model was developed to improve the Technical communication. Later it’s widely applied in the field of Communication” (Shannon and weaver model of communication, 2011).
“The model deals with various concepts like Information source, transmitter, Noise, channel, message, receiver, channel, information destination, encode and decode” (Shannon and weaver model of communication, 2011).
“Sender: The originator of message or the information source selects desire message”  (Shannon and weaver model of communication, 2011).
“Encoder: The transmitter which converts the message into signals” (Shannon and weaver model of communication, 2011).
“The sender’s messages converted into signals like waves or Binary data which is compactable to transmit the messages through cables or satellites. For example: In telephone the voice is converted into wave signals and it transmits through cables” (Shannon and weaver model of communication, 2011).
“Decoder: The reception place of the signal which converts signals into message. A reverse process of encode”  (Shannon and weaver model of communication, 2011).
“The receiver converts those binary data or waves into message which is comfortable and understandable for receiver. Otherwise receiver can’t receive the exact message and it will affect the effective communication between sender and receiver” (Shannon and weaver model of communication, 2011).
“Receiver: The destination of the message from sender
Based on the decoded message the receiver gives their feedback to sender. If the message is distracted by noise it will affect the communication flow between sender and receiver”  (Shannon and weaver model of communication, 2011).
“Noise:  The messages are transferred from encoder to decoder through channel. During this process the messages may be distracted or affected by physical noise like horn sounds, thunder and crowd noise or encoded signals may distract in the channel during the transmission process which affects the communication flow or the receiver may not receive the correct message” (Shannon and weaver model of communication, 2011).
“The model clearly deals with external noises only which affect the messages or signals from external sources. For example: If there is any problems occur in network which directly affect the mobile phone communication or distract the messages” (Shannon and weaver model of communication, 2011).
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In my place of work, the environment for most of the time is very noisy and busy with vehicles and people constantly moving around the depot. I communicate in several different ways at work with different departments depending on what message I am sending or receiving. I am responsible for a team of warehouse operatives, so a lot of face to face communication and the occasional body language communication (namely hand gestures) between me and others are often used.  I also debrief our drivers on return to depot, where verbal and written communication is used.
Below I have mentioned the different ways I communicate with my team and management.

Verbal Communication.
“Effective verbal communication skills include more than just talking. Verbal communication encompasses both how you deliver messages and how you receive them. Communication is a soft skill and it’s one that is important to every employer. Workers who can convey information clearly and effectively are highly valued by employers. Employees who can interpret messages and act appropriately on the information that they receive have a better chance of excelling on the job. Being a good listener is one of the best ways to be a good communicator. No one likes communicating with someone who only cares about putting in their two cents and does not take the time to listen to the other person. If you're not a good listener, it's going to be hard to comprehend what you're being asked to do" (doyle, 2018) .
I communicate with a lot of people every day within my workplace in various ways. Verbal communication is the most common as I must ask questions to drivers, sorters and operatives in relation to the work we do. When I need to communicate with Management or even more Senior Management / Directors this is usually done via email or a telephone call, depending on the nature of the subject it could require a face to face meeting. Speaking clearly, listening keenly and responding appropriately are all part of communication. As a team leader I am responsible for my team and shift, I have 10 employees with whom I work with, all have different strengths, some from different countries, so communicating with everyone so we’re working as a team is challenging at most times, but I have good people skills and found a way to work where everyone felt part of a team and not left out nor undermined. I had a situation at work with a few employees who were finding it hard to cope with the warehouse environment and the whole working as team and communication thing. My management team suggested I terminate the contract of the one’s that were struggling and replace them before we got too busy to train up new employees. It wasn’t a situation I was in agreement with as I got on well with these people, so discussed with management to give me a period of four weeks to work with them and see if I can encourage and influence these employees to work as a team and communicate better professionally. After quite a few emails and meetings between management and myself regarding the employees progression, and as well as several team briefings and additional training with my team, I was able to keep those employees employed and management were pleased with the outcome of it all. The strategy I used was, rather than getting everyone trying to do the same thing, I used each of the individual’s strengths and assigned them various tasks which were manageable for themselves, productive as a team and met our deadlines. Communicating more effectively with those employees and having that space and period of time (proxemics) to work with them enabled me to achieve my objective.
Written Communication.
Emails, notes and bulletins are typical written types of communication I use frequently at my workplace. On a daily basis I can receive in the region of at least 200 work emails requiring an action or response from myself regarding our works operation, it can vary from an email from the transport manager informing me of a massive accident on a motorway which will likely cause delay of lorry arriving to me, to an email from customer services advising me a customer will be collecting goods from our depot or even a email from a client requesting change of delivery instructions to a customer. Quite often I’ll get into work and find notes have been left on my board from maybe a driver requesting calling cards, to a maintenance technician requiring a call back. I personally put out bulletins via our noticeboard for drivers and warehouse operatives informing them of any changes in our depot. In addition to that social events are also posted on board.
Listed below: 15 ways to Create Effective Communication in the Workplace.
“Open Meeting
It is easier to communicate your passion and how you feel to your team via open meetings. In this kind of forum, they will not only hear what you are saying, they will also see and feel it. This approach still remains one of the best approaches to communicate effectively with a team” (20 ways to communicate effectively in the workplace, 2018).
“Emails
In official settings, communication via email remains potent. It will enable you to pass messages to members of your team without pulling them out of their workstations” (20 ways to communicate effectively in the workplace, 2018).
“One on One
Experts have been able to prove that some people understand better when you take them aside and talk to them on a one-on-one basis. Ensure that you maintain eye contact with them to enable the message to sink in” (20 ways to communicate effectively in the workplace, 2018).
“Create a Receptive Atmosphere
To effectively communicate with your team, you must create a receptive atmosphere. Avoid a tense environment at all costs because when you communicate in an overly intense manner, the message you are trying to share might not be well understood or retained” (20 ways to communicate effectively in the workplace, 2018).
“Communication via Training
Your training should be tailored towards communicating certain information to your team members. Most employees take training serious, especially when it’s part of their appraisal”  (20 ways to communicate effectively in the workplace, 2018).
“Display Confidence and Seriousness
Ensure that you display confidence and seriousness to ensure that you will not be taken for granted. When your team members notice any uncertainty and lack of seriousness when you’re communicating with them, they are likely to treat the information with disdain or disregard” (20 ways to communicate effectively in the workplace, 2018).
“Use Simple Words
The truth is that everybody cannot be on same page when it comes to vocabulary. Therefore, to be effective in your communications with your team members, use words that can be easily understood. When ambiguous words are used, you can be misunderstood and/or waste precious time having to explain yourself”  (20 ways to communicate effectively in the workplace, 2018).
“Use Body Language
Your body language will pass your message faster and better. Master the art of using body language when communicating with your team. Stand/sit up straight, use smiles, handshakes and eye contact”  (20 ways to communicate effectively in the workplace, 2018).
“Act Out Your Message
Someone once said, “Tell me what you want me to do and I might forget it, but do it in front of me and I will never forget it.” Acting out your message is a very potent way of communicating with your team. Let them see you do what you want them to do, and watch their excuses disappear” (20 ways to communicate effectively in the workplace, 2018).
“Use The Appropriate Tone of Voice
One word can mean a different thing when said in a different tone of voice. Make sure you use the appropriate tone of voice to communicate your message to your team so that you won’t be misunderstood and discourage or demotivate members or cause them to shut down completely out of fear” (20 ways to communicate effectively in the workplace, 2018).
“Use Presentations
Some people grasp messages easily when pictures and sounds are involved. Using presentations like Microsoft PowerPoint to communicate with your team will give them the opportunity to refer back to it if they aren’t clear about certain things”
 (20 ways to communicate effectively in the workplace, 2018).
“Be Articulate
Communication is indeed a skill that must be learned by all, especially if you want to lead any group of people. Being articulate when you communicate to your team members makes it easier for them to understand your message” (20 ways to communicate effectively in the workplace, 2018).
“Encourage Feedback
Don’t just talk and walk away. Give room for feedback so that you can measure the effectiveness of your style of communication. It will also afford you the privilege of knowing if your message was well understood”  (20 ways to communicate effectively in the workplace, 2018).
“Gesticulate
Use your hands to demonstrate your message. Make hand motions and signals to establish the seriousness of your subject matter when communicating with your team members. This shows that you understand what you are trying to relay to them. Just don’t let your body movement become too exaggerated and intense” (20 ways to communicate effectively in the workplace, 2018).
“Listen to Your Team Members
Communication is intended to be a two way street. Don’t just talk because you are the leader without listening to anyone else. Encourage them to open up so you can be well guided when communicating in the future with them. You have two ears and one mouth –so you must listen more than you speak” (20 ways to communicate effectively in the workplace, 2018).

“When effective communication in the workplace is hampered, it can side-track the entire effort. You must work hard at these communication tactics and create ground rules to keep everyone up to date, which helps avoid confusion and ensure the completion of the project with ease” (20 ways to communicate effectively in the workplace, 2018).
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