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                                       INTRODUCTION

The purpose of this report is to analyse the communication at my workplace and suggest how it could be, improved by defining communication, enumerating the types of communication, the models of communication and barriers against communication. I will also touch on communication between employer and employees, team working and the need to have regular meetings.
             
                   WHAT IS COMMUNICATION?
“Communication is the exchange of thoughts ,information, or ideas that results in mutual understanding between two or more people” (Griffiths 2015). For communication to be effective, there should be a sender, a receiver, a message and a medium through which the communication will be transmitted.
         
	                              SENDER  →  RECEIVER
                        Encoding    →  Decoding
                             medium of transmission ( it may be verbal ,written or non-verbal)



   In any working environment, communication plays a vital role in building a sort of synergy between colleagues, improving productivity, getting the job well done , or creating a serene working environment.
                            TYPES OF COMMUNICATION
There are different types of communication; some are verbal, non-verbal and written communication.
                            VERBAL COMMUNICATION
“Verbal communication is sharing of information among individuals or groups through speaking.” (https.\\www.skillsyouneed. In other words, verbal  communication is expressed through language. Misunderstanding in the use of verbal communication can result in delays, inefficiencies or even loss of precious time and money. A typical example is an incidence that occurred at my workplace where a colleague who was instructed to bring pepper came back after several minutes holding a piece of paper.
                        NON-VERBAL COMMUNICATION
Non-verbal communication refer to gestures, facial expressions, tone of voice, eye contact, body language, posture and other ways people can communicate without  using language. In short, non -verbal communication is the medium of communication that is not expressed through speaking.
                         WRITTEN COMMUNICATION
According to Https.//businessjargons.com, 2018 “written communication refers to the process of conveying a message through the written symbols”. In other words, any message exchanged between two or more persons that make use of written words is referred to as written communication. These three types of communication are applied at my workplace.
                         MODELS OF COMMUNICATION
Some of the models of communication are Shannon and Weaver’s model of  communication, Schramm’s model of communication and Berlo’s (S-M-C-R) model of communication.
     SHANNON AND WEAVER’S MODEL OF COMMUNICATION
The “Shannon and Weaver model of communication” was developed by engineer and mathematician Claude Shannon and scientist Warren Weaver, were looking for a way to simplify communication for engineers into a simpler and more efficient model. This model was designed to develop an effective communication between sender and receiver (communicationtheory.org).This model can be divided into six main concepts: sender, encoder, channel or medium, noise, decoder, and receiver.
One thing that affect this communication process is the” noise factor”. Example of this can be found in the class exercise we did concerning Maria and Pedro. Maria told Pedro to buy her chicken on his way from work. Pedro who was working at a building site heard “kitchen” instead of “chicken”. He therefore headed straight to the kitchen as soon as he returned from work, hoping to find his wife there but he did not. Upon calling her name, Maria responded from the sitting room, so he went to the sitting room where he found his wife, who asked him “where is the chicken”. Pedro was amazed and responded “what chicken?” “The one I asked you to get on your way home”. “Oh no! I thought you said when I come home I will see you in the kitchen.” This  is a clear example of the negative impact that noise can have on Shannon and Weaver’s model of communication.







Shannon and Weaver’s model of communication can be broken down into six key concepts: sender, encoder, channel, noise, decoder and receiver.(helpfulprofessor.com).
[image: ]
communicationtheory.org. 	Comment by boakye mensah: 
In this diagram the sender encodes the message and send it to the receiver through channel like telephone.first the sender think about the message understand it and send in codes through a medium.In the process to convey the message normally something occur called noise. 
                                                                                                                                       .



                      SCHRAMM MODEL OF COMMUNICATION
Schramm model of communication is circular, rather than linear.It involves a sender who encodes a message and a receiver who decodes it. The sender and receiver hold both roles in the model.			
[image: ]
                  Communicationtheory.org
In this diagram,the sender will encodes the message and the receiver decodes the message,the receiver encodes the message again and the sender encodes.This theory of communication is two way street with a sender and receiver.The sender and the receive should be on the same level of understanding.

In this theory unless the second party is able to understand the message the sender want to communicate, the message is of no use.He also stated that the communication is incomplete until the sender receives a feedback from the receiver. In this model it doesn’t mention any barriers,no room for noise.
Example of class exercies we did is Mary and her daughter. Mary was busy doing her paperwork and her daugther 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 become more and more frustrated.Mary’s phone rang and she was all excited when she heard her friends’voice.After spoken to her friend for fifteen minutes,she turned and said to her daugther,Oh darling, that was Susan.I’m so excited about seeing her tomorrow!The child broke down and cried. Why? Because she need her mum to answer her and console.
An example at my work place, we sometime having meetings with the pupils to discuss their menu.One day a child asked me why some of his mate eat different food from them.I told her that some of the children are allergic to certain foods .The child look at me baffled because she didn’t understand the word ‘allergic’ so I have to explain to her understanding.This misunderstanding happen because we were not on the same level.     















                          BERLO’S (SMCR) MODEL OF COMMUNICATION
Berlo’s SMCR model of communication represents the process of communication in it’s simplest form. The acronym SMCR stands for Sender, Message, Channel, and Receiver. He argues that it is the listener who ultimately determines the meaning of any particular message.www.toolshero.com.

 	

	
SENDER →  MESSAGE → CHANNEL → RECEIVER




In this model to ensure the message is conveyed as effectively as possible, the sender and receiver must have some common ground.There is no feedback,is one way communication,it doesn’t also mention any barriers,there is no room for noise.Example of class exercise is Steve and his wife.Steve was exhausted from work and when his wife, Sally, came home she began telling him all that went wrong about her day He interrupted her and said ‘Im so tired,can’t it wait”? The next morning while they in the kitchen making breakfast, Steve said ‘Did I tell you what happened at work yesterday?.Sally said nothing, but walked out of the kitchen.
Another example at my workplace was that, our manager told one of my co- worker who English wasn’t her first language to put all the meat in the fridge for  tomorrow she will come late around 11am to help  her marinate before cooking them.This lady  didn’t understand and she didn’t asked any questions, the next day instead  of coming to work 9am she came to work 11am.When we asked her she said the manager said yesterday to come late.  


 COMMUNICATION AT MY WORKPLACE
I work as chef at a school kitchen. Apart from the kitchen staff, we have teachers,delivery people,pupils and the office staff,with whom we communicate frequently.We use the three types of communication skills; verbal, non-verbal and written communication.My line manager doesn’t come to my kitchen till after cooking,she will either text me or call me on the phone when the need arises.Every morning I follow the menu,and I am responsible for supervising and managing all employees in the kitchen.Employees working there come from varied cultural and ethnic backgrounds.For many of us English is not our primary language.There are different writings on the wall, examples are router, allergy list ,instructions on how to wash your hand,etc. We sometimes face some challenges when someone is absent from work.They send us a cover person from the agency who we have to train .Because of time constraints we rush in the training process and often times this cause some misunderstanding in giving or receiving instructions.
Our area manager who normally visits once every month to control and monitor the kitchen,give so many instructions that by the time she will come the following month we may forget some of the instructions given.Moreover,because some of us are from different cultural and linguistic backgrounds we find it difficult to understand some of the instructions given, and this cause her to be upset sometimes.

           BARRIES TO EFFECTIVE COMMUNICATION
Effective Listening; If it is on phone or face to face communication one has to listening attentively to understand the message.
Information Overload; if too many details are given at a time the receiver or the employee can’t remember all.
Irrelevant- some information’s are not important its better you don’t mention them it makes the employee confused.
Cultural Noise-because of employee cultural background it will affect their understanding
Problems with structure Design; where lack of supervision occur.
 
          HOW CAN COMMUNICATION BE IMPROVED?
Communication can be improved by specking clearly and making sure the receiver has understood it and the receiver too have to listening attentively.
Secondly, in ability to read if it is written communication, so the receiver should be able to read and understand. Little or no education, fear or lack of confidence. The sender should know that if the receiver can read and understand before he choice the written communication skill.
Employees should stop gossing at workplace to improve communication,judging cannot improve communication at workplace.We should always be honest, clear not hiding anything from your workers.Be authenticity means being yourself not copying or trying to be like someone else.Intergrity also means that being strong moral principle, be your word.And lastly love ,wishing people well at all time all these would improve communication at workplace if we practice them. 
         TEAMWORK
Teamwork involves a group of people collaborating to achieve a specific goal.In working environment people are interdependent therefore this call for a certain kind of collaboration to achieve best result.For example at my workplace where we do cooking each and everyone has a part to play in order to produce a certain kind of recipe and this collaboration creates a synergy therefore helping to produce more in the shortest possible time.
           REGULAR MEETING 
Effective team meeting regularly brings people together and they share and discuss ideas.Ideas and experiences can solve any problems.
           CONCLUSION  
In conclusion the focus of this report was a difficult aspect of communication and its barriers that we should take into consideration for communication to be effective. There are many skills that are mention in this report which will help to improve communication. 

                 REFERENCES
Griffiths,B.A. and Dunham,E.B.(2015)
Https//businessjargon.com (2018)
Https.//helpfulprofessor.com
Https.//www.skillsyouneed.com
Https.//study.com.academy.lesson
www.communicationtheory.org/shannon and weaver’model.

























	

































































Appendix: 
[image: ]+[image: ]


[image: ]
[image: ]
 pg. 2
image1.jpg
Information Transmitter Reception Destination

® ©)
111

Noise

<)FEEDBACK (<

SHANNON-WEAVER'S MODEL OF COMMUNICATION




image2.jpg




image3.png
’N Ty Saimt David Effective Team Working and Communication - Term 1
w TonooN BMSW4002
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Student Name: (ol Ackomeleo Studentip: |05 0
Time allocated: 1 hour. Pledse return your paper to the lecturer upon completion. It will be returned
t0 you at the next session. You will need to include a scanned copy of this exercise in the form of an
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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