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INTRODUCTION

The purpose of this report is to analyse communication at my workplace. This will be done by focusing on different aspects of communication such as communication skills, types of communication, barriers of communication, models of communication, importance Of effective communication and communication between management and employees.

COMMUNICATION SKILLS:

Communication skill is an act to convey message or information from one person or an organisation to another effectively and efficiently. It can be verbal and non-verbal.
Communication is the foundation of any organisations development. When communication skills are used with motivation and goal setting skills for training program, the outcome is an excellent knowledge to perform well. (Schwartz, 2006)
In any business communication skill is the most important employability skill which is demanded by every employer. Communicate effectively with management, staff and colleagues are much needed at workplace, no matter in which industry we work. Communication is the backbone of an organisation which helps officials to perform well in business matters or dealing with other organisations.
I have a good communication skill to perform well at my workplace as well as my daily basis life.
TYPES OF COMMUNICATION:

Communication is an act of sending information to another person or an organisation it could be in form of verbal, nonverbal and written communication.
Verbal communication can also called as oral communication, in simple words any oral communication between two people is verbal communication. The purpose of such communication is that listener understands whatever you want to convey. Verbal communication can be formal or informal.
If I take an example that Communication at my workplace between team, we can see higher amount of formal communication as compare to informal. On the other hand if I see communication between our group of friends it will be informal.
Communication without use of words called non-verbal communication. Someone’s walk, attitude, point of view or thinking and footsteps are a form of communication.
(Ivy and Wahl,2014, p.5). The body language (posture, gesture and movement, facial expression, eye contact) and listening ability all are nonverbal communication.
Written communication can be defined as convey your message in form of writing is written communication.it can be formal and informal.it has a vast range like letters, memos and reports.
I have good verbal and nonverbal communication skills which I perform at my workplace. However, I need to improve my writing skills which I am trying to improve with in class exercise as well. 
BARRIERS OF COMMUNICATION:

Barriers to communication appear from different reasons it can be speaking, ethnic, legal and institutional differences. (Rietveld and Janssen, 1990).
Clear cut communication is essential for successful business It is not enough for business products to look good or technically work well, However it need strong marketing and up to date information regarding this product. Competition is higher in todays market, more over barriers of communication creates more problems.
We need to overcome those barriers with effective ways. Barriers of communication are Physical, Psychological, Language and cultural barrier to communication.
Physical barrier to communication is the main barrier which is faced by many people specially for those who has speech difficulties likes stammering problem. Next thing is hearing disabilities which make difficult to talk effectively, However modern technology and modern means of communication has reduce this problem. Even deaf and blind people are able to communicate somehow.
Psychological barrier is lack of concentration and interest .If listeners attention is divert, losing eye contact or using phone most of the time can put speaker off. This barrier can be overcome by paying attention towards your task. Listening skill should be improve. A good listener is always a good communicator.
Language barrier to communication is the most common .people belongs from different backgrounds and their first language is always different, Therefore English is the main language which is used to communicate ,Moreover some people have not good English ,Therefore it is problem for them to explain their ideas or thoughts in a clear way. Some people use technical terms as well which is also very difficult to understand for everyone.
Foreign tourist also face cultural barrier to communication with local people as they cannot understand the expressions of local people.
 Because of some cultural values some topics cannot be discussed openly like sexual health, sex, disability and religion. Discussing your idea at the right time is important for best outcome, however cultural barrier make it difficult to express ideas in good time. 
There are so many different thing in our daily life or at work place which can be a barrier to communication which can be a systematic barrier, organisational structure barrier, status barrier, premature evaluation, emotional attitude, barrier due to lack of mutual trust and so on. we should understand the advantages and disadvantages of everything and try to overcome these problems to create good communication skills to achieve our goals.
MODELS OF COMMUNICATION:

Model of communication can be defined as it is an explanation of someone mental concepts to other human communication process.
I will explain three theories,
· Shannon and Weaver model of communication
· Lasswell model of communication
· Schramm’s model of communication

1. SHANNON AND WEAVER MODEL OF COMMUNICATION

Shannon and Weaver were two different people. One was an engineer and another was scientist. They join together in 1948 to write an article
 A mathematical Theory of Communication called Shannon and Weaver model of communication.
The main purpose for this model was to develop effective communication between sender and receiver. They find some reasons which were affecting communication it was Notice. First they develop a model for improvement of those reasons and then they applied. The model was

SENDER:    Information source
ENCODER: Transmitter (who convert message into signals)
CHANNEL: Notice
DECODER: Reception (the reverse process of encoder)
RECEIVER: Destination 
This model suits my work place I work in a charity organisation where I am in call centre department, I receive and make calls and sometimes there is notice as well, however this model of communication suits my work place.


LASWELL MODEL OF COMMUNICATION:

Laswell model of communication was developed in 1948 by Harold D. Lasswell. Which is also known as one way model of communication or action model of communication? This model is

WHO:                            SENDER (Source of message)
SAYS WHAT:                  MESSAGE (Content of message)
CHANNEL:                     MEDIUM (Media)
TO WHAT:                      RECEIVER (the receiver of message)
WITH WHAT EFFECT:   FEEDBACK (the feedback of the receiver to the sender)
This model of communication can also suit my workplace because when we send leaflet to people for charity programs price list and we announce or show them through Media they get back to our organisation, make charity payment and give us feedback.
1. SCHRAMMS MODEL OF COMMUNICATION:

This model of communication was proposed in 1954 by Wilber Schramms. Components of this model is
              SENDER , ENCODER , DECODER , INTERPRETER , RECEIVER   
MESSAGE , FEEDBACK , MEDIUM OR MEDIA , NOICE  
This model of communication can be explain with  my in class exercise, an example of  ‘The professor and the village people’ where professor’s house was on fire  but he did not explain in simple words and they could not helped him when he ask them next day, why villagers did not help him ? the villagers replied him (feedback).
IMPORTANCE OF EFFECTIVE COMMUNICATION: 

Workplace communication is an exchange of information within an organisation. There are many methods of communication to become a successful employee at your workplace it is important to be skilled in all methods. United States is spending $.1.5 trillion on development of human skills, which is 11% of GDP. (Carnevale,Smith,p. 491-501, 2013)
Communication is the heart of any organisation. It is the key of success for any business. Communication is important even to start your career, it is needed even to secure an interview, to get the job, to perform your job well, to get good incentives and promotion. Effective workplace communication expands business output and it gives positive effects on business income and improve employee’s job status. For effective communication it is important to treat everyone with respect. Good communication is essential in all aspects of business with this skill a business can make stronger decisions and solve problems, it can increase business productivity, can make a good  business relations and get a good response. At workplace most of the people belong to different backgrounds, however we should understand cultural differences. Effective communication skills at workplace help to get promotion and have a brighter career.
I have a good communication skill and with the help of those skills I perform well at my workplace. Effective Communication skills include verbal, nonverbal. written and listening skills. I need to improve my writing and listening skills which can give me more opportunities in my life and performing daily basis activities.
COMMUNICATION BETWEEN MANAGEMENT AND EMPLOYEE:
 
Communication between leaders and employees is to convey information orderly and clearly. It needs to give important information to all the persons who are involve in completion of task.
Managers play a key role in initiating clear communication in an organisation. Manager is the person who make business plan, organise business activities and leading everything within an organisation. (Jhonson,2018).
[bookmark: _GoBack]Direct communication between staff and employees create good understanding for completing their job. Everyone should be well organise at workplace. They should know their responsibilities. When managers and employees working in a team they have more opportunities to create new ideas and develop new products. If Leaders are allowing to staff to handle problems and make decisions, it develop more confident and build trust between them.
Sometimes things can go wrong according to the plan, However with effective communication and team working , problem can be solve and good decision can be made on time according to circumstances. By maintaining strong internal communication a business can perform well with clients and achieve their goals.
At my work place management and employees has direct communication but employees are not allowed to make decisions. An employee has to take customers problem and pass it on to management and they are the one to make decision and direct us to pass it on to customers. We are working as a team but to some extent. Employees at my work place cannot create new ideas   they have to work only on leaders instructions .Leaders are the ones who plan everything even they are friendly to their employees, However some business decision  are only decide by them. 


RECOMMENDATIONS:

In this report I will recommend that to be a successful at you workplace, everyone should have a good communication skill it should be effective which can build trust among people about you sayings. People should understand the importance of communication to achieve their goals in life they need to make improvement wherever the need to do it. Leaders and employees at workplace should discuss relevant business activities directly to each other. Employees should be allowed to solve problems and make decisions it can make them more experienced person. By doing this all it create strength to have more confidence, build good communication skills More over overcome barriers to communication or barriers to business activities. 
CONCLUSION:

This report have focused on different communication skills. It focused on theories, Shannon and weaver, Laswell and schramms model of communication. I explain which model of communication suits my workplace. I explain the importance of communication, however how effective communication is beneficial for an organisation. I discussed how communication works between management and employees. When everyone is fulfilling their responsibilities and working according to plans to achieve goals, things can go wrong and how to fix those things on time. During effective communication there can be different barriers which effect employee’s activity and   business credibility Therefore, I discuss in my report that how can overcome those berries.
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Ex.2. Read the following brief and write a business email according to the instructions.

You are Director of Communications at your company and you would like an employee, Jack Daniels, to join
your Communications Training team. b

- Tell ID why you are writing
- Say what you have observed and like about his communication skills

- Tell him why you think he would be an asset to the team
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned to 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 passage and answer the questions on the next page.

Improve Your Communication Skills

Successful leaders are able to meaningfully communicate with others. Steve Jobs inspired
his employees to strive for perfect hardware products. Jack Welch mentored the senior leadership
team of GE to new heights. Jeff Bezos is known for articulating the Amazon ethos clearly to
employees and the world. How can you improve your communication skills in order to become a
more effective leader?

One study found that nonverbal communication accounted for 55 percent of how an
audience perceived a presenter. That means that the majority of what you say is communicated not
through words, but through physical cues. As with most leadership skills, receiving honest feedback
from peers, managers and members of your team is critical to becoming a better communicator. If
you regularly solicit feedback, others will help you to discover areas for improvement that you might
have otherwise overlooked.

Engage the audience in discussion. Regardless of how compelling the speaker is, all
audiences have limited attention spans. To become a more effective communicator, make
presentations and discussions interactive. Ask the audience a question, encourage people to call out
their thoughts during a brainstorming session or at the very least ask hypothetical questions to
stimulate the audience.

Master the art of timing. While some of their jokes might not be appropriate for the
workplace, stand-up comedians are certainly effective communicators. Comedians like Louis CK,
Chris Rock and Dave Chappelle are able to host compelling 90-minute comedy shows, in part
because they are able to feel out their audience to determine when to move on to a new topic or
when to reiterate an idea.

Arecent study revealed that people generally retain more information when presented with
novel, as opposed to routine, situations. To help audience members retain information, consider
injecting some sort of novel event into a presentation. This might be something_h_ngy,_%g
that simply catches people by surprise.

- “Listen more than you talk.” This is what Richard Branson tells business people who want to
connect with others. To communicate effectively, first listen to what others have to say. Then you
can provide a thoughtful answer that shows you have taken those ideas into account.
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1. In your own words, what is nonverbal communication?
2. According to the text, why is it important to engage the audience in discussion?

3. Which advice do you find most useful and why?
4. How could you improve your own communication skills? /
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module).
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Ex.1. Read the following passage and answer the questions.

The professor and the village people

A Professor of English at a well-known Welsh University lived in a large house not far from a little village. He
never went into the village, bufshopped in the town near the University because he had nothing in common
with the village people, who were largely uneducated and did manual jobs. One night, the professor fell
asleep while smoking his pipe and the pipe fell onto the carpet and started a fire.

When the professor awoke and saw the house on fire, he rushed into the village, screaming:

‘The edifice is being consumed by a great conflagration!

“The edifice is being consumed by a great conflagration!”

The village people looked at him and continued doing what they were doing.

‘Don’t you understand?’ He said. “The edifice is being consumed by a great conflagration!”
They ignored him.

When the Professor returned home, he saw that his house had been completely destroyed. He sat down on
the ground and wept. The next day, he went into the village crying. ‘Why, oh why didn’t you help me? My
home has been destroyed by the fire. | came and begged you last night.” He wept.

‘But Professor, why didn’t you say that your house was on fire? We would have helped.’

Q1: Why didn’t the village people help the Professor?
Q2: What should he have done to get them to help him?

Q3: Whose model of communication do you think can explain this situation?
Q4: Why?
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