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1. Introduction
The importance of teamwork
To a large extend, the success of an organization depends on the people who work for it and how they communicate and cooperate to build a team. There is a saying in Bulgaria “Two thinking minds are better than one” which means that if there is a problem it might be more easily solved if more people work on it but on the other side, there is one more saying that states completely the opposite “Too many cooks spoil the broth”. Which one is to believe? If you ask me, I would say that it depends on the particular situation but I would also say that if the communication in the team is based on mutual trust, respect and understanding, more thinking minds are better than one.  Research shows that communications are much freer and more accurate in organizations where there is mutual trust. The lack of communication may lead to failure but if the communications are accurate, timely and relevant, they will help to achieve the goals that have been set. 

Communication
In general, the communication process includes a sender, a message and a receiver. It can be one-way, with no feedback involved, or two- way process that when the receiver gets the message, they send a response back. The person, who initiates the process, needs to have in mind two things: first, the idea that they intend to convey through the message and second, the way of conveying the message so that when it is received, the receiver will be able to understand and interpret it easily and correctly. Through communication, we affect other people’s attitude, motivate them, lead them, teach them or estimate their work. When we communicate we express our feelings and share emotions; we share information which is important when we plan and make decisions about future.  
Types of communication
      There are a few methods to transmit information within an organization. They are verbal, non-verbal communication and visual. Which methods to choose, depend on a particular situation, what intentions you have and what you want to achieve. 
1. Verbal communication. 
This is the most popular type of communication. It can be oral or written. 
· Oral communication is usually one-to-one conversation or telephone conversations, where you share your story or convey a message, and the person, in front of you, listens and vice versa. Oral communication is direct, fast and save time and there is an immediate feedback but it can lead to inaccuracy if some points are forgotten or misunderstood after the conversation ends.
· Written communication. It can appear in different forms like letters, reports, notes, specifications, e-mails, written messages. Unlike the oral communication, everything to share is on paper, and there is no fear of forgetting or misunderstandings but there is danger of bureaucracy and there is no possibility of quick feedback.
2. Nonverbal communication. 
When you convey a message without using words, it is called nonverbal communication. Nonverbal communication usually complements verbal communication. They are particular face expressions, gestures, body language.
3. Visual communication is the use of signs, symbols and imagery. It can be used for indicating offices, departments or a rank in a hierarchy within an organization.

Communication within an organization
While writing this report, I asked a friend about the communication process at her workplace and how it has changed through the years. She is a teacher in a primary school and the communication process is between the school management, the staff and parents. She told me that ten years ago the head mistress would print letters received via mail and put them in the teachers’ room so everybody could see them if they were interested in the topic brought by those letters. The first person to see the printed letter would immediately tell or show it to the others. Here, we can see how the communication process was conducted in two ways: first, between the school management and the staff and second – among the members of the pedagogical staff at school. Nowadays, the communication is mostly via e-mail in terms of the mail and it looks like it is more convenient. There is always a possibility of someone missing the letter though, as their inbox might be full of junk or any other mail, but again the good communication among staff members would do its job as someone would likely mention the e-mail received the previous day, just to discuss if anything should be done about it. 
	In general, within an organization like the primary school my friends work in, or any other type of organization, all the communication methods can be observed. The most popular method is verbal communication, either oral or written, as the staff members communicate with each other and there is also the communication with the management which can also be oral or written, there are also teachers’ meetings or staff meetings where the communication is first written to announce the meeting and the members of the staff have to sign that they have been informed and then - oral during the meeting itself in form of reports read in front of all members or any other discussion that concerns the development of the organization; nonverbal communication always complements oral communication and sometimes it happens to convey a different message from the oral one; visual communication is used to indicate, for instance, different offices and departments, floor plans to show directions or evacuation plans, any pieces of art to make people feel comfortable.

Theories of communication
According to Wikipedia, “models of communication are conceptual models used to explain the human communication process”. 
1. The first major model of communication was developed by Claude Elwood Shannon in 1947 when he wrote an article for Bell System Technical Journal in collaboration with Warren Weaver. It was called “mother of all models” because it outlines the whole process of sending and receiving a message. 
The Shannon-Weaver model consists of:
· Sender – is the source of message/information that has to be transmitted
· Encoder – this is how the message is changed to be delivered. It can be a machine that transforms words into signals; it can be the sender themselves using language to convey the message.
· Channel – is the way how the message is transmitted.
· Decoder – the message that has been coded has to be decoded so that it can be understood.
· Receiver – the final point or destination of the message.
· Noise – all the obstacles that can hinder or complicate the delivery of the message. 
At the beginning it was created for technological reasons but later on, it could be applied to all the communication areas. 
2. Schramm’s model of communication 
Schramm’s model of communication was created by Wilber Schramm in 1954 and was based on the Shannon- Weaver model. It is a two-way system of communication with two participants that share the same “field of experience” or “commonality” so they can understand each other and have an effective communication. It consists of:
· Sender – the person who creates and sends the message;
· Message – the information to share;
· Receiver – the person who receives and understands the message
While it is an active communication model where there is participation of both the sender and the receiver, and a quick immediate feedback, the model assumes that the two participants in the process are equal which is not always true when the hierarchy within an organization is involved.  
 
3. Berlo’s SMCR Model of Communication. SMCR stands for Sender Message Channel Receiver
As it was with Schramm’s model of communication, Berlo’s model was based on Shannon Weaver’s Model of Communication. It was created in 1960 by David Berlo and offered a theory focused on factors that affected the individual components of communication to make it more efficient.
His model of communication consists of four components:
· Sender
· Message
· Channel
· Receiver 
Berlo focused more on the factors that influenced the components of the communication process. The factors that can affect the sender or the receiver are:
· Communications skills – if the sender is a good communicator they can clearly and correctly form a message which will be correctly understood by the receiver;
· Attitude – it is how both sender and receiver perceive each other, the place and the  environment; 
· Knowledge – it’s about the sufficient amount of information on the topic that has to be transmitted between the sender and the receiver;
· Social systems – the difference in values, religions, social beliefs, etc., might lead to misunderstandings;
· Culture – cultural differences which can be understood in different ways;
The next component, the message, can be affected by its content and structure; the way of conveying it and the nonverbal elements that complement its transition.
Channel is how the message is received through human senses such as hearing, seeing, touching, tasting or smelling.
Receiver is the final destination of the message. The factors that affect the sender, work for the receiver as well. Although, I need to add also good listening skills are required.
Berlo’s model does not consider the obstacles in the course of the communication process or so called noise, it is not a two-way process and there is no feedback.
 
 Conclusion

Along with any other skills you develop to be successful in life, the communication skills are those you need to master because sometimes it is not what you say but how you say it. Communication is not just transmitting a message but understanding ideas, emotions, and feelings behind the words. Communication process has always two sides, one that delivers the message and the other one who receives it. In order to avoid ambiguity, misunderstanding and wrong feelings, you need to learn how to express yourself clearly, correctly, and in the right way to make the other person feel comfortable but also you need to learn how to listen so the other person feels heard and understood.
Communication is not just conveying a message but also it also includes knowledge, emotions, showing respect to the person involved in the process. 
Communication skills are something that has to be considered very carefully and they have to be developed because the way you communicate with others is the way how other people see you and communicate with you. 
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