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[bookmark: _Toc78981225]Introduction
The report will be presenting the concept of communication and the importance that it has in a workplace setting. Communication can be described as one way of sending information and common understanding, between one party and then another . It is the creation or trade of thought, emotion, and understanding between the sender and the recipient. This is essential for building and maintaining relationships in the work environment. While managers spend most of their energy on transmission (sending or collecting data), they cannot expect significant communication in all organizations . When sending alerts, letters, faxes, or e-mails, many people tend to accept the communication that has already taken place. The report will be presenting the importance that it has on the case study which is the role that communications play when a manager is aspiring to communicate the standards of performance that he is expecting his employees to achieve.  The case study consists of a workplace that is based on the promotion of creativity and productivity. 

[bookmark: _Toc78981226]Importance of communication
As described by Abbasi et al., (2018) Organizations that support simple, open communication between managers and subordinates are less likely to lose representation. If the workplace is comfortable, the manager can encourage team members to present their plans to business leaders and take their criticisms into account, persuade employees to do a better job, and convince them that they are respected in the workplace. It is observed in my workplace as the manager had to encourage the employees to increase their productivity and as he communicated it to the employees in an adequate way, he can achieve greater productivity . therefore, effective communication in the work environment helps to build loyalty and trust, which is ultimately attributed to greater results . Convincing communication in the workplace is the key to an organization's accomplishments and disappointments. Every company has unambiguous goals, objectives, and visions. When the manager communicates clearly, subordinates know exactly what the organization needs and want to convey similar and predictable things . The manager in the case study was not able to fully understand the approaches that he could opt for communicating the standard of quality that could have an impact positively on the employees. 
[bookmark: _Toc78981227]Shannon and weaver model of communication
Shannon and weaver proposed a model of communication that aims to send signals from sources to destinations through channels using transmitters and collectors without obvious obstacles or errors. The information theory was created to separate the hustle and bustle from the signals carrying the information. This model illustrates the communication relationship between source and destination. The information generated by the source can be discrete or continuous. On the other hand, Schram’s model has based on the premise that the experience of two individuals leads to a better understanding between the two.  As described by Shannon and Weaver Lossy (1999), a separate source shares “information, one image to one image refers to a specific image.” Written English or integer data is an example of each source.
 Intangible sources such as music or speech are called persistence, but in some cases, the codes are consecutive numbers . The message was not sent from the source, the sender converts it to a flag and then moves it. The transmitter must encode the message in a structure that can be communicated through the medium on the channel . Similar, to the case study the transmitter is the manager who should transform the message in a way that is as per the requirement of the situation. He can use such phrases and words that can make his tone more engaging and motivate the employees to listen to him .
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 Shannon and Weaver model of communication
In this theory, the concept of information does not reflect its standard significance, but as Weaver (1949) points out, “ information is part of decision-making when people choose news.” So if there are two options, the individual can choose one of them and the data related to the current situation is one unit . Ultimately, the concept of data does not apply to a single message, but all cases, and unit data shows the degree of decision-making when people need to select messages that are considered to be the sum of units. The model is based on the premise that the manager needs to come up with a concept of information that is presented in a way that is understood by each employee . 
[bookmark: _Toc78981228]Schramm 
Wilbur Schramm, a well-known master of communication, did not reinforce the skills between professional communication and non-professional communication. In any case, under the influence of the ideas of Wilhan Schram, Shannon and Osgood, he shifted from the principles of communication to the complicated model . There are many similarities between the Shannon and Weaver models. In the latter model, Wilbur Schramm envisioned the circle of communication as the interaction of the characteristics of participation in sharing and participation in sharing with the terms taught .
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 Schram's model of communication
In this model, the insights of two people focusing on communication actions differ from the direct model discussed earlier. Under these circumstances, it made no sense to communicate, review, and disseminate the meetings . According to the case study, the manager can encode the source and the ticket can open his own experiences when he was a team member like them. People see each other well while they are busy with comparative work where there are similar experiences and basic elements when comparing. Similarly, if people differ from each other in different respects, at this point they will have problems with teaching and the communication cycle cannot be implemented feasibly . On the other hand, the Shannon model was based on the concept of information rather than experience. If the sender and receiver are in the same type of environment, they need to define, receive, and decode the message to go to the referral scenario, where panic and input are important components. this model is more applicable in the workforce when the twin individual belongs to the same department. As they would be able to understand the experiences in a more adequate way . 
[bookmark: _Toc78981229]Berlo reflection model
Berlo presents a model of reflection that has SMCR in design, S-source; M message; C-channel; R-receiver; a source called the sender is also the initiator of the idea. The sender translates the data to the right holder and carefully translates his thoughts into language. Communication is best achieved when the sender and recipient have normal communication skills, similar behaviors, information, social frameworks, and culture. As per the cases study, the manager should be more communicative to the employees as he should opt for similar behavior that leads to a better understanding of enabling them to work on their productivity . These variables form a large part of the communication process as well as the coding and interpretation phase. Berlo’s model contrasts with the Shannon and Weaver models, primarily because it emphasizes routine, which is a key element of communication. Despite Berlo’s analysis (the model leaves bad conditions for input, without barriers, channels, or criticism), it has its prejudices. Perhaps Berlo’s main promise is not an indirect possibility of the message but in the customer of the message. Accordingly, these ideas should be examined in light of the publisher's experience .
[image: BERLO&#39;S SMCR MODEL OF COMMUNICATION]
 Berlo's reflection mode
The source and collector influence their communication skills, attitudes, information, social frameworks, and culture. The relevant part of the message includes design, content, processing, and code . Channels are described by their tangible components, such as vision, hearing, or various functions . The Berlo model has four important aspects in the communication cycle, each of which can be a disappointing message. The sender may identify the wrong strengths of the recipient, use the appropriate channel at unacceptable times, and the recipient may have more influence over his experience than the sender's cell or even make an unacceptable decision to remove or mislead collectors .
[bookmark: _Toc78981230]Methods of communication
[bookmark: _Toc78981231]Verbal communication
Verbal communication is generally considered normal communication and perception. When people look at each other, it suggests that they can communicate directly with others with the language. This communication can be formal or free. People have close personal communication inside and outside of relationships with different people, which happens with relatives, friends, family members, locals, and so on . This includes maintaining contact, maintaining a good tone and pronunciation, responding to the message being conveyed, not expressing unfavorable emotions such as anger and dissatisfaction, and promoting certainty. According to the cases study, the manager should opt for a firm yet guiding tone that can achieve a better understanding of the message that the manager is trying to convey . The tool of proxemics can be incorporated by the manager during the verbal communication as how he stands present his stance with the employee. A commanding and guiding body language shall enable his employees to understand the standards more efficiently. This type of communication is normal and an important part of people’s lives. Many methods and advances have been used in oral discussions with distant people. These include cell phones, VOIP, video conferencing, two-way online courses, and more. It is seen as an existing creative technology in which people can express themselves verbally when they are away .

[bookmark: _Toc78981232]Nonverbal communication
Nonverbal communication is even more significant. This is what happens in people’s daily lives, as well as in hierarchical design. Many variables need to be considered when implementing this type of communication . These include appearance, movement, nonverbal communication, eye contact, touch, space, and personality. Three important highlights need to be acknowledged in this exchange . This verbal content, the information created, and people’s actions and emotions influence the information and data provided. Nonverbal data markers are passed on to those with whom they speak, whether they care or not. It is also important for people to provide honest information. However, there is a need for better tools that can provide the manager a better strategy to understand it. For example, the SOLER instrument is adequate for the situation faced in the case study. As per the tool, the communicator should sit squarely, open posture, lean towards the other, and eye contact . Through these small changes, there can be a major emphasis on the information that he wants to convey. 

[bookmark: _Toc78981233]Listening
Listening is considered one of the most important means of communication. It is seen as a means of communication and is an important brand and steps need to be taken to make communication action feasible and important. When people are involved in this communication, they can take advantage of it in many ways . This includes ensuring a productive understanding of ideas, providing answers to people’s problems in the performance of their work tasks, explaining the problems, increasing attitudes, and the ability to achieve desired goals. In addition, if an active person pays attention to others, they can build common relationships and relationships with others and bring happiness and satisfaction. In educational institutions, where teachers detail training plans and scientific ideas, where principals and supervisors give details of job responsibilities, when they hold workshops, workshops, and meetings, and when people work busy, verbal communication, regardless to see what they look like either in the distance or in the distance, they should actively listen in advance. as per the cases study, the manager should listen to the issues that the employees face that hinder their productivity . Through this, he will be able to understand the situation of the employees. The role of personal awareness is another essential skill that the manager needs to incorporate so that he can depict a more effective nature of communication .   Consistent with these ideas, a good description can be made when people accept this type of communication, they can take advantage of the opportunities in different ways .
[bookmark: _Toc78981234]Conclusion
The report has presented the importance of communication in the workplace. It discussed that communication, whether between employee and management, or between management and representatives, can help plan homework and better professional relationships. In this way, members feel that they care about them, respect them, and are committed to the organization. This creates a warm atmosphere and promotes a better working relationship that is useful for work.
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