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Introduction
This work will focus to define communication, the importance of communication at work place, barriers to communication, the different models of communication, communication skills, example of poor communication at my work place

Definition of communication
Communication is a process by which information, ideas or thoughts are exchanged between two or more people that leads to better understanding.
Communication is also a two-way system by which individuals exchanges ideas, feelings, thought, or information but also creates and share meaning for mutual understanding

Importance of communication
Effective communication plays a very vital role in work places
· Prevention and resolving of problems - The ability to communicate effectively at work places play a vital role in settling disagreement and prevents a possible conflict from arising
· Increases productivity - Through effective communication employees will better understand their roles and other team member roles, and their targets at work. Employees can better focus on their workload which will lead to an increase in productivity 
· Promotes better relationship   - Effective communication promotes better relationship between employees and employers. Listening carefully at work by employees and given feed back to the employers, creates a feeling of been heard and understood which gives the employee a sense of belonging and that promotes mutual respect
· Provides clarity and direction - Through effective communication employees will achieve clear expectation and goals, by positively engaging with other team members when things are not working and assisting them with ways through which they can get back to track. When instructions given to employees are clear, they understand their task and other team member task, this help to reduce conflict and confusion
· Team work - For team members to work effectively as a team, there must be trust among team members. Good communication will facilitate trust among team members, if there is a clear rule on what is acceptable and what is not acceptable, mode of communication workers will then understand how to conduct themselves within the organisations
· Managing conflicts –Conflicts can happen or occur at work place, when employees, or workers work in teams, this can lead to differences arising from their pride, values, ego, communication barriers like poor listening skills, inadequate information sharing, poor non-verbal communication skills, poor written skills, poor verbal communication skills. In order to prevent the negative outcomes that may arise due to all the communication barriers mentioned above and the other factors mentioned too. In order to eliminate all this problem that occurs at work through conflict management, a proper effective communication skill is needed to manage a conflict.
· Leadership – Is the ability to organise different talents in a work place or organisation to achieve a positive outcome. A leader must be telling, selling, participating and delegating. Telling means that a leader must be able to direct the team members. Selling means a leader must be able to convince team members to follow his instructions. Participating means getting involves with the teams and delegating is assigning some of the task to team’s members. A good leadership needs good communication.
· Barriers to communication - These are barriers that prevents or distort communication in an organisation, firms and business.
· Status differences - These are barriers that occur as a result of organisational hierarchy. The communication could either be from the top to the bottom or from the bottom to the top.
· Physical distortions - This could also be environmental factors like noise, jamming of doors, poor network reception, poor lightening, faulty ventilations, outdated computers.
· Cultural differences - These are difference that occur due to social or cultural background, gender differences, professional background.
· Semantic barriers - The use of overcomplicated terms or words, use of jargon, professional shorthand.
· Perceptual - It could be poor judgement or understanding of others, differences in view point
· Language barriers - These are barriers that occur due to language differences and unfamiliar accent.
· Physical disability - These could be hearing disability, visual disability, moving disability 
· Prejudices - It happens when people are being stereotyped

Models of communication
Shannon and weaver (1948) - Shannon – weaver model of communication is model of communication that involves a sender encoding a message and channelling it to a receiver through a means of noise. Shannon -weaver where the first to highlight the role of noise, which can distort or alter a message between sender and receiver.
Shannon and weaver identified five key components parts to this model of communication, namely
· Sender (information source)
· Encoder(transmitter)
· Channel 
· Decoder (receiver)
· Receiver(destination)

· Noise –   physical disturbances or environmental factors like shouting, thunder storm sound, that affects message.
Mario and Pedro are a case study to explain Shannon and weaver model of communication. It involves a sender (Mario) encoding a message and channelling the message through a phone to the receiver (Pedro) through a means of noise (the sound at Pedro work place) that distorted the message. The misunderstanding that happened in the phone conversion between Mario and Pedro would have been avoided if there was a feedback. The misunderstanding between Pedro and Mario would also have been prevented if Pedro have moved to a less noisy environment to answer the phone call that would have eliminated physical/environmental barrier that distorted the message

Criticisms of Shannon and weaver model of communication is that this model of communication is widely used for intrapersonal means of communication. It does not fit in group and mass communication.
· There is less room for feedback.
· The sender of the message plays a critical role in the communication process.

Schramm model of communication (1954) 
Schramm model of communication is an interactive model of communication. It highlights that communication as a two-way process. The communication is circular between the sender or speaker and the receiver or listener. It involves the sender channelling a message to the receiver, the receiver gets the message and responds to the message by responding to the message the receiver becomes the sender and the initial sender now becomes the receiver. This model of communication allows feedback between the sender and the receiver. Schramm model of communication highlights that the sender and receiver communicate better if they have a common field of experience or commonality.  The professor and the villagers are a case study that can be used to explain Schramm model of communication. The professor is the (sender) of the message and the villagers are the (receiver) of the message. The villagers receive the message and responds (feedback) to the message they now become the sender and the professor who was the initial sender of the message becomes the receiver. The professor sent a message requesting for help, the villagers received the message and responded(feedback) by saying why did you not tell us professor that you house was on fire. Although there was a misunderstanding in communication between the professor and the villagers. It is a circular communication or a two-way linear communication piled up between the sender and receiver. Schramm model of communication highlight that for a communication to be effective there have to be a common field of experience or commonality. There was a misunderstanding in communication in this case because the professor was highly educated and the villagers were not educated. There was no common field of experience or commonality between the professor and the villagers this made the communication ineffective. The villagers were not educated to understand the complex word the professor used to explain the fire incidence. There was a semantic barrier. The professor would have used precise, exact or simple word to describe the fire incidence that would have avoided the misunderstanding.
Criticisms of Schram model of communication is that this model of communication fails to highlight that communication is a dynamic process
This model of communication was silent on noise, which is a barrier to communications.

Berlo model of communication (1960)
Berlo model of communication emphasis on the relation between the sender and the receiver. According to Berlo model of communication for effective communication to take place the sender and the receiver have to be skilled. The communication will be good if the communication skills of the sender and receiver are good. Berlo SMRC models of communication consists of four major parts. The Source, the Message, the Channel, the Receiver. Each of the component parts has it sub component.

Criticism of Berlo model of communication
· It suggests that people have to be on the same level for the communication to be effective.
· It is a complex model
· Barriers of communication like noise was silent on his theory.

Communication skills
Communication skills are the abilities we use to share and receive information or messages. Example of communication skills are writing skill, speaking skills, listening skills.
Verbal communication
It is the use of spoken words or written words to share information, ideas, with other people.
Spoken words could also be referred as vocal or oral. Examples of vocal or oral communication include 
· Responding/answering a phone call
· Group meetings at work place
· Dispatching of information
· Making a presentation or report
· Receiving of information.
There are various types of written communication. Example are letter, memos, report writing, emails, proposals, hand books, promotional material.
Non-verbal communication
Nonverbal communication is also regarded as body language. It is a process of sharing information, messages, or signals without the use of words. Examples of non-verbal communication includes eye contacts, facial expressions, body movement, gestures, nodding the head

Active listening
It means paying attention to what is been said by the speaker and also to hear the full message been shared
· Active listening involves
· Paying full attention to the speaker 
· Not to form a counter argument while the speaker is speaking
· Not to be distracted by noise

Types of listening 
· Informational listening 
· Critical listening
· Empathetic listening

Empathetic listening
Paying attention to another person or speaker in order to understand how the person or speaker feels. It could also be putting oneself in other people situation in order to understand how they feel
In empathetic listening one has to listen patiently to what the other person is saying regardless of whether we agree or not agree to what the person or speaker is saying.
We need to concentrate fully to what is been said by the speaker and how the speaker feels. We should also look at the body language of the speaker

· Critical listening – This is listening that would assist us to take a critical decision
· Informational listening – This is listening to assist us gain knowledge.

Example of poor communication at my work place 
In my work place, for example the deputy manager called me on the phone to give me instruction on a task to be carried out on the weekend in a residential care home because I was on shift on the weekend. The message or task from my deputy manager was that a transport company will come to the residential care home on Sunday to convey a service user and his belongings to a new apartment, that I should assist him to get his things ready. I carried out the task by assisting the service user to get his belongings ready and we waited and the transport company did not come. I carried out the task on Saturday and the transported company did not come.
There was a misunderstanding in communication between the deputy manager and me due to language barrier. The deputy manager spoke in welsh accent and very fast which made it difficult for me to get the full message complete and clear
Suggestion on how the communications would be improved 
I would have asked for more explanation or clarity about the task to be carried out that would have helped to avoid the misunderstanding.
If there was feedback in communication process the misunderstanding would have been avoided.
The deputy manager would have asked if I understood the task given to me
Conclusion
Communication as a process of sharing information, which plays vital roles in businesses, firms, company and in our workplaces, and how the barriers that affects communication can be overcome using improved communication skills and communication theory models
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The professor and the villager
A – The villagers did not help the professor, because of the word he used to describe the fire incidence at his house to the villagers. The complex word he used to describe the fire incidence in his house created a misunderstanding in communication between him and the villagers. There was a semantic / language barrier
B – What should he have done to get help 
He would have avoided the semantic barrier in communication by using precise, exact and simple words to describe the fire incidence at his house which the villagers would have understood easily and also if there was a feedback the incidence would also be avoided
C - What model of communication theory can explain this situation
Schramm model of communication

D – Why
Schramm model of communication highlights that the sender (speaker) and the receiver (listener) communicates better if they have a common field of experience or commonality. It is an interactive model of communication between the sender and receiver. There is a feed back in this model of communication. This model of communication was able to buttress Schramm model of communication that there must be a common field of experience or commonality between the sender and receiver for communication to be better. The differences in common field of experience that existed between the professor and villagers that lead to misunderstanding buttress Schramm theory
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Business email
Dear Mr. Daniels,
I’m writing to ask, if you would be interested to join the Communications Training team.
I’m impressed with your writing communication skills. Your writing communication skill are clear, brief, and accurate.
If you join the Communications Training team, I would like you to be responsible for supervising the Communications Training team. Our Communications Training team offers regular training courses
Please let me know if you are interested in joining the Communication Training team. I look forward to hearing from you.
Yours Sincerely
Magnus Amadi
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Mario and Pedro
 A) Pedro misunderstood Mario because he did not get the message completely due to noise at the building sites where Pedro was working. The noise altered or distorted the meaning of the message
(b)  whose model of communication 
The case study explains Shannon and weaver models of communication. It involves a sender encoding a message and channelling it to a receiver through a means of noise, which alters or affects the message
C) how the problem would have been prevented
Pedro would have gone to a less noisy environment to answer the phone call.
The problem would have been avoided if there was a feedback
(D) Schramm model of communication explains how the problem would have been avoided. It is an interactional means of communication, where the sender of the message and the receiver of the message both of them takes turn in speaking and listening.
There is a room for feed back
