





INTRODUCTION
Communication is the interaction of two or more individual in an environment. The purpose of these interaction is to exchange ideals, information through words, gesture, sign, symbols, and expression.
The word communication is derived from Latin word communism, which means commons, because commonness of understanding in an organisation. without common understanding it could lead to directionless. (Weaver, n.d.) 
However, with the complexity of the multicultural environment will live today, the transmission of messages may include emotions, cultural and language barriers. Communications has three-part, Sender, Message, and receiver. The sender is the encoder, message is the form of mixture of word or non-Verbal communication for example in speech or writing and receiver is the decoder of the message.
Some basic form of communication
·  Verbal communications
Verbal communications are a face to face form of communication, telephone, television, or other form of media.
·  Non-Verbal communications
Non-verbal communications are form of body language, gesture, hand signal and the tone of voice which some time unintentional.
·  Written communications
      Written communication is form of e-mail, social
      Media, books, and magazine.
Basic communications skills
The purpose of effective communications in any business organisation to achieve a common goal, by building interpersonal relationship environment. Here are some communications skill that are mostly required in a business environment.
· active listening
· understanding non-verbal signals
· maintaining eye contact
· assertiveness
· being mindful of people's individual space
· using positive body language
· dealing with different points of view.

Important of communications in the workplace
An effective communication is the importance and centre of all business goals. However, effective communications occur when a message is sent and receive accurately. The following are importance of effective communications in the workplace.
· It avoids confusion
· It provides purpose
· It builds a positive company culture
· It creates accountability

Barriers to effective communications at the workplace.
Effective communications can also face some serious challenges if not properly manage in an organisation, below are some of these challenges.
Physical Barriers to non-verbal communication
Physical barriers can prevent an individual for being able to interpret non- verbal cues for example, old or broken equipment used for communications, uncomfortable temperatures, background noise and poor lighting.
Psychological Barriers
Psychological barriers are someone who suffers from social anxiety and low self-esteem, for example an individual worried about whether their manager will notice if they are nervous while talking or speaking in a meeting. These kind barriers can lead to distraction because an employee is consumed with their own thought.
Emotional Barriers.
Emotional reactions from both the speaker and the listener can prevent effective communication. One basic reason is fear, most employees think when they speak in workplace their opinion does not matter and people around them will negatively judge them speaking. Same goes to other listeners too. However, it is better to speak either way because what is valuable to you is also to another person.



Cultural Barriers 
Cultural barriers vary between persons and it is important to find a common ground. Also, Work culture differ between an organisation and as a result we must adapt to your company or organisation culture to communicate effectively.
The consequences of poor communication in workplace
Effective communication in an organisation is the Blood flow of any business. It provides the information employee need to get work done and provide the mechanism for building a good relationship at workplace, the impact of poor communication can make an employee feel disconnected and have no knowledge of clear direction from the management. These impacts can also lead to low satisfaction, engagement, and performance. However, company or an organisation that fail to prioritize communication and ensure that employee is connected to company or an organisation goals are likely to get a negative outcomes in their business. (Wells, 2017).
The impact of poor communication at workplace.
· Poor customer service
Customer service can be impacted in two different ways by poor communication in the workplace, for example when an employee does not have the right information to deliver quality work and low employee morale is felt by the customers during interaction which can create a negative experience.
· Lower shareholder return
Company with good and effective communication practice see almost 47 percent higher total return to shareholder.
· Lower employee productivity
With poor communication in the workplace company faces a lower productivity. These is more so, when an employee does not have the access to people, knowledge, and resources to carry out their work, there will be no passion and motivation to perform well in any company. 
· Greater incidence of injury
Poor communication in the workplace for example, hospitality industry. kitchen restaurant is not only dangerous but can result to higher injury if the hazard sign is not visually place. Moreover, the feeling of employee will be that no one care about my well-being. 
Effective teamwork and communication in Double tree Hilton Hotel Dockland
Th is a case study at my work place double tree Hilton    Hotel dockland, l work as a front office agent and my duties are to welcome guest, checking in and departing, these case study will review the chain of communication from the General manager to the front office and housekeeping department. On Monday morning shift my General manager sent a non-verbal message to two different department, front office, and housekeeping through e-mail. These e-mails are about Mr. Tommy 10years wedding anniversary and he is due to check in at 1pm on the 01/01/2020, he has booking for executive suit. 
The housekeeping department is to make sure the room is priority to be clean because of the VIP status that will arrived on the 01/01/2020. However, the room supervisor has distributed all rooms that should be clean on the mention date above but unfortunately, the cleaners who comes from different cultural background could neither speak English nor understand. At about 12noon l called the housekeeping department to get an update about the room and it was not ready, the supervisor was stress up from the lack of understanding on the part of the cleaners who were to follow simple instruction given to them. Mr. Tommy came with the wife at 12.30pm to check in and the room was not ready, and he requested speaking to the Manager. While waiting to speak to the manager l invited them for a drink at the executive lodge. My General manager came, and the issue was resolved.
From the above case study from my workplace, the purpose of effective communication is very essential because it is the brain behind any success in my hotel. While failure of effective communication between department can result to in efficiency and low productivity.
Also, cultural background and language was a problem from the above case study because the cleaners from the housekeeping department has little understanding word in English and do not understand the word priority room with regards to the VIP guest Mr. Tommy who arrived for his 10years wedding anniversary at 12.30pm the room was not ready.
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		(Schramm, 1954)
From the above diagram shows the communication between housekeeper supervisor and Room Cleaner.
· The supervisor is encoder
· The priority Room is the message
· The Cleaner is decoder
These model of communications between the Hotel Housekeeper supervisor and the Hotel Cleaners is regarded as Shramm model of communication.

Models of communication
· Shannon-Weaver communication model
This model of communication was created in 1948, it is linear or one-way communication. Moreover, it has components sender, encoder, decoder receiver and noise.
sender this is the creator
encoder this is the translator of the message into signals
decoder is the receiver of the signal and form a message
receiver this is the destination
Noise it is a form of distraction which occurs when transmitting message
[image: shannon weaver communication model ]
(Novak, 2019)

Looking at the steps above of Shannon-weaver communication model, it is important to note that the sender encodes the message and choose a communication channels, through the encoder who covert the code into signals and the decoder takes the signal and translates them into message for the receiver to interprets it while noise is when a distraction occurs during transmission. An example, my front office manager ask myself and a colleague to meet at a Bar at 4pm after work. Unfortunately, my colleague got a phone call and the whole message was miss because of the distraction of calls. After the phone calls he uses the feedback to ask when the meeting time in town is today and l to him 4pm.
Schramm communication model
The schramm model of communication is less traditional form communication    which comprises of encoder, encoder, and interpreter. The encoder dose both encoding and sending of message while the decoder receives the message and interpret it. Receiving and interpreting message is not the same, you may be the receiver of a message but without interpreting and understanding it. (Schramm, 1954)
   [image: schramm communication model]             
Berlo communication model
Berlo communication model is of two types the Source and receiver and created in 1960. The source or receiver create the message which is intended for the receiver. Receiver collect the message that is sent by the source.
Berlo communication model has some basic components,
· Communication skill
· Attitude
· Knowledge
· Social system and culture 

Communication skills of the sender and receiver can affect how the message is been communicated. When the sender has a poor communication skill, the receiver will not get the right message and can be misinterpreted.
The attitude of the sender of the message towards the receiver can change the way the message is delivered and accepted.
When the sender or receiver has no Knowledge of the contents, its losses its value. Both the sender and the receiver most know the contents of the message for it to be meaningful.
Social system and culture can be a key factor, the environment and situation of the sender and the receiver of the message for example language, value and life of experience can affect the delivery of a message.

[image: berlo communication model] 
(JANSE, 2019)
The above diagram will illustrate how typical message can be affected in delivering a message.
· Content: The subject matter of the message, like the words in an email or visuals in a presentation.
· Elements: Content can be paired with elements of delivery, such as non-verbal communication cues (body language, facial expressions, etc.)
· Treatment: The way the message is transferred to the receiver can impact the receiver’s understanding.
· Structure: The structure, or how it is organized, determines the message’s effectiveness.
· Code: Code is the form the message takes. This includes speech, text, videos.




                





In Conclusion, communication is a tool is used to achieve various organisation objectives, the report has also illustrated various aspect of good communication in the workplace and factors that can affect poor communication in the workplace. Example of personal reflection was also indicated in the report which shows how good or bad communication can negatively impacts productivities and efficiency in the work environment. 
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