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Introduction
Workplace communication refers to any sort of communication that takes place at work about work. This involves communicating with managers and workers about specific responsibilities, offering project progress updates, and providing feedback to management and employees. Understanding how to communicate effectively in the workplace is critical for efficient collaboration—because if you cannot communicate properly, you risk misinterpretation, uncertainty, or even accidentally hurting someone's emotions.
In the workplace, communication may take place face to face, in writing, through video conferencing, or in a group gathering. Additionally, it may occur in real time or asynchronously, like when conversing about work through email, recorded video, or a platform such as a project management application.
At a time when many workers are being forced to work from home due to the Covid-19 epidemic, effective communication is more important than ever for boosting productivity and preserving good working relationships at all levels of an organisation. In order to boost productivity, output, and business morale, employers must take the time and effort to establish open lines of communication with their employees. An organization's greatest asset is a staff member who can effectively communicate with their colleagues, bosses, and customers. This is a characteristic that stands apart job candidates from each other.
The sender's message is 'encoded,' which is often accomplished via a mix of verbal and nonverbal communication. It is sent in some form (e.g., verbally or in writing) and decoded by the recipient. Face-to-face communication does not distinguish between sender and recipient.
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The Shannon Weaver model of communication was suggested in 1948 by Claude Elwood Shannon and Warren Weaver in their paper "A Mathematical Theory of Communication" for the Bell System Technical Journal, which was published in 1949. These are the elements that make up the structure:
The sender is responsible for creating the message, selecting the channel, and transmitting it. Machine-based encoders turn data into signals or binary data, and they are sent out as part of a transmission. Additionally, it is possible that this is a direct allusion to the machine itself. The channel is the way through which messages are conveyed from one point to another. It is a computer or receiver that turns signals or binary data into messages that is referred to as a "decoder." The recipient is the person or place to whom the message is to be sent. It is sometimes referred to as the sender. The message is received and responded to by the intended recipient. In communication, noise is a phrase that refers to physical interruptions such as the environment, people, and other factors that impede the message from reaching the listener in its entirety (Shannon and Weaver, 2005).
In order to convey a message, it must first be encrypted and then sent to the destination by a technological channel, such as the telephone or telegraph. The sender encrypts and converts the message into a machine-readable code before sending it. The message is sent in code across a communications channel. Before the communication can be received and interpreted, it must first be decoded by the recipient. In certain instances, the receptor machine may act as a decoder as well. The channel may include noise that the receiver is unable to decipher, resulting in communication problems.
Example of poor communication is the case study about A Day with the Chief, where Mark is rewarded to meet the CEO Alana Brown in California. Also seen in Maria and Pedro’s case study when because of noise in the telephone channel Maria said: “chicken” has been mixed up by Pedro with “kitchen” – both words sound similar but have different meanings. A possible solution for this situation might be when communicating in a loud and noisy environment, just to use text messages to make sure that the receiver encoded the message correctly.
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In 1960, the SMCR communication model was developed. It is made up of four parts: the Sender, the Message, the Channel, and the Receiver.
S -Submitter
The sender is the one who initiated the conversation. Messages are delivered to their intended recipients by the sender or source of the communication. The following elements are relevant to both the sender and the receiver and should be considered together.
M-Message
Messages are pieces of information that are conveyed from one person to another. It might take the shape of spoken word, audio, text, video, or any other kind of media format.
C-Channel
The channel is defined as the medium via which the communication is sent. A few examples of technical gadgets that may be used as a conduit for mass communication and other sorts of communication are telephones and the internet. In general communication, on the other hand, the five senses of a human being serve as the channel and have an impact on the effectiveness of the channel.
R - Recipient
During the procedure, the message is delivered to the recipient, who is also known as the sender. The sender's thinking style and the other components listed above must be in sync, according to this paradigm, in order for efficient communication to take place. If the sender and receiver are not comparable in their personalities, the message may have the opposite impact on the recipient. Additional requirements include exceptional hearing in the receiver (Berlo, 2016).
A reasonable example of poor communication based on Berlo’s model could be a professor, from another country, who is weak in English to give a lecture about their findings. The students might be unable to understand the accent and the message will not be delivered properly. A possible solution might be using a translator for the purpose of the lecture.
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Schramm's Communication Model was created from the Shannon-Weaver model in 1954. This paradigm is built on the premise that both sender and receiver should comprehend the message.
Communication according to the Schramm model consists of four components: an encoder or sender, a decoder or receiver, an interpreter, and a message. Communication, according to this paradigm, is a two-way street, indicating that data is transferred between sender and receiver.
Two components are required to transmit a message, according to this concept: the sender and the receiver, who must both encode and decode the message. This is crucial for the potency and appropriate understanding of the message.
Decoding and encoding, as a consequence, should be seen as key components of effective communication. The method emphasises the critical significance of getting feedback from the receiver. Earlier forms of communication came to an end when the receiver received the information.
They communicated only in one direction. By contrast, this paradigm is based on a bidirectional communication flow in which the sender and receiver alternate roles. Schramm was a devout believer in communication being two-way. This receiver decodes and comprehends the message. The receiver then encodes a suitable reply and sends it back to the sender, who is now the receiver (Schramm, 2012)
Example of poor communication based on Schramm’s model might be when the salesman asks a customer about their needs, but interpretates their wishes wrongly and offer improper product or service.
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Communication in the workplace is a critical component of a flourishing company. Recent shifts in various sectors toward mostly virtual labour have altered the role and structure of workplace communication (Mary Ellen Guffey and Loewy, 2016). A well-defined context results in a well-defined message. There are four types of communication.
Verbal. When we interact with other people, we are engaging in verbal communication. It might take place in person, over the phone, through Skype or Zoom, or a combination of all of these methods. There are certain verbal interactions that are casual, such as talking over coffee or in the office kitchen, and others that are more official, such as a planned meeting.
Non-verbal. Non-verbal communication is consisting of facial expressions, posture, eye contact, hand gestures, and physical touch, among other things. For example, if someone is discussing a cost-cutting idea with their supervisor, it is critical to pay close attention to both their verbal and non-verbal communication throughout the conversation.
Writing. There are many other types of written communication, such as an email or memo, a report, a Facebook status update, a tweet, or a contract, among others. Despite the fact that all kinds of written communication strive to communicate information concisely and clearly, this objective is sometimes overlooked. Indeed, poor writing abilities may lead to misinterpretation, shame, and even legal repercussions if not addressed properly.
Visual. It conveys information via graphs, charts, pictures, maps, and logos. It is often used in conjunction with spoken or written communication to ease the transmission of information. For instance, including slides and flow charts into a presentation facilitates the audience's comprehension of complicated material. (Sjölin, 2018).
A good example of poor workplace communication might be the case study of Multitasking Max, where he forgot to move forward Tamara’s event as he was on another call at the same time. This situation could be preventer if Tamara has sent an email, following her telephone conversation as a reminder or she even could have contacted Max a few days later just for a confirmation. On another hand Max could also write down in his diary the change during the call. To avoid situations like that it might be a good idea to take notes and to cross-check or send a kind reminder, requesting a confirmation before the deadline. In a coffee shop also might be seen an example of poor communication due to communication barriers. When a barista serve wrong order due to noisy background or if they are too busy and mix up the different orders. This issue might be solved by using electronic systems for orders and right before the waiter submit the order to cross-check the items with the customer.
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A communication channel is the vehicle via which you convey your message. These include internet communications, textual communications, and face-to-face interaction. When feasible, it is ideal to communicate with your colleagues face to face, since this establishes trust and allows less potential for mistake in how your message is perceived (Mary Ellen Guffey and Loewy, 2016). On the other hand, email may be an excellent tool for interacting with big groups of individuals on basic issues, since it is more efficient than meeting with each employee individually.
Poor effectiveness of the workplace communication has been seen in the case study where Barry manages a restaurant, but he was not able to motivate his team to keep Health and safety rules (Riley, 2018). On this case is seen how hard he tried to motivate the team, by talking to the members, also by putting signs, but they still did not keep the rules. This situation could be avoided by better self-discipline, or also by supervising the results such as monitoring, followed by fining members who do not keep the rules.
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Lack of Clarity
Clarity of communication is crucial in the workplace. To aid in the communication of a clear message, to go to the point, to offer context for the audience, and to ensure understanding. Avoid being patronising while ensuring that the audience understands the message. (SALVATION, 2019). For example, if a sender says: “Bring me a fish” without specifying which type of fish they need, the receiver might bring a wrong and unneeded type.
Inconsistency 
Consider how communicators interact with their team members on a daily, weekly, or monthly basis. They work many shifts throughout the week, with part-time and full-time staff coming and leaving (Abdin, 2018). Employees on the late shift need the same amount of communication as those on the day shift. For example if the manager is working only morning shift, for the other shifts the teams are going to be without a supervisor, so even if they need some advice, they will not be able to receive it on time, and this might lead to an error.
Language differences
Managers must assist their employees who speak limited English in overcoming the communication gap (Abdin, 2018). For example, managers may learn a few key words in Spanish or invest in training to enhance the English communication skills of their ESL personnel.. It might be a good idea to prepare induction in different languages, to be used by the employees when needed. This way the poor communication, based on language differences might be avoided.
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In the business, communication is much more than how effectively you collaborate with others. It is about developing connections, avoiding mistakes, and, most importantly, maximising productivity. It is critical to be an excellent communicator in work. Investing in incredible communication tools is one of the finest ways to boost communication inside the organisation. This covers software for cloud-based communication and collaboration. Effective communication in the workplace enables a person to contribute to the organization's development, productivity, and long-term sustainability. Communication is critical to the success of any firm. An employee who places a high premium on mastering this talent and invests the necessary time and effort is a valuable addition to the firm. They assist a firm in providing an exceptional client experience, which boosts their overall efficiency.
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