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[bookmark: _Toc39330394]Introduction
[bookmark: _Toc39330395]1.Communication is the process of interaction between people, groups, as a relationship mediate by word, image, gesture, symbol or sign. Through it inviduals share their knowledge, experiences, interest, attitudes, feelings, opinions, ideas. (www.univath.ro 10 April).
Good communication skills are elemental and can be acquired through trainings and courses. In any organization communication is an essential to exchange information to accomplish the task and the objectives. Also, communication is the fundamental element that manage the coordinating functions.
The competent employee does not communicate at random or at his pleasure but according to a certain strategy, both in terms of the communication act itself and the strategy existing at the level of the organization. Administrative communication may be a frame of interpersonal communication, an essential device of the administrator with which can work out administrative obligations as: arranging, organizing, propelling preparing, planning, controlling assessing and accomplish the proposed destinations. (Anderson,2006).
The scope of this report is to examine the significance of communication in work environment, how to transfer information from one person to another, the barriers to communicate and how to improve communication effectively.
Communication can be made successfully in a business association: by inform flow between managers and subordinates; to implement a viable communication system like smartphone. In this case employees can be informed about any changes through the phone, texting messages or using social media; training and encouraging the employees to use properly the communication system.
A good communication helps a business organization to coordinate their activities, to achieve common goals, to make decisions, solve problems or conflicts and carry out changes at management level.
At the university students learn about different types of models of communication. 
[bookmark: _Toc39330396]2. Models of communication are models to clarify the human communication prepare. There are three models of communication learned at university.
2.1 Shannon and Weaver Model in (1949). Shannon was an American mathematician, electronic engineer and Weaver was an American scientist, both of them join together to write an editorial in ‘’Bell System Tehical Journal ‘’called ‘’A Mathematical Theory of Communication’’ also called as ‘’Shannon and Weaver Model of Communication’’. (communicationtheory.org 12 April). The basic concept was to send and to get message or date from one person to another, from sender to receiver. This model act with different concept like data source, transmitter, commotion, channel, message, recipient, channel, data goal, encode and interpret. (communicationtheory.org 12 April).
In this model of communication there is no feedback and the message could be interfered by noise. The messages are exchanged from encoder to decoder through channel, the message can be affected or distracted by physical noise like thunder; horn sound or encoded signals which can distract the channel during the transmission process, and this can affect the communication.
For example, is a case study that we have done in class was about a telephone conversation between Maria and Pedro. Maria called Pedro and ask him to buy a chicken when will come home. Pedro works in a building side where is a lot of noise, because of the noise Pedro din not understood well what Maria asked him and when Pedro went home din not bought the chicken, instead he was waiting Maria in the kitchen as he understood at the phone. The message send by Maria to Pedro was interfered by the noise.
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2.2 Schramm’s Model (Wilber Schramm in 1954). This is the single model who expect to receive feedback. The encoder sends the message, then will be interpreted and after that the message will be send to the encoder to confirm that the message is understood. Concurring to Schramm he accepts that a person’s information, encounter and social foundation play a critical part in communication. People from distinctive societies, religion or who do not talk the same dialect tend to interpret the message in numerous ways. (managementstudyguide.com 2015,12 April). Schram’s model of communication explain that this situation could be avoided by sending a feedback to the sender. The case study that I reported above could be avoided if Pedro called Maria and ask her again what to buy or to send her a text message.

[image: ]

2.3David Berlo’s Model of communication in (1960) created: Sender-Message-Channel-Receiver. This message could be interfered by the noise too, but at the end the message will be completely send to the receiver. Berlo’s model believe that for compelling communication to require put the source and the collector ought to be on the same level. (communicationtheory.org 12 April). According to Berlo a person must have excellent communication skills to make the communication efficient and to create attention for listeners. A person must know how to use tone of voice, the accent when to repeat the sentence, the attitude, a person with great attitude create a good impression to the listeners.
[image: ]
https://www.communicationtheory.org/
For example, the case study that we have done in the class, is about a professor that moved to a village with people less educated than him. One night the professor’s house was on fire and he screamed for help. However, because the professor did not used typical or regular words, but instead rare and unusual vocabulary, the villagers did not understand him. Therefore, the villagers could not help him. 
Communication plays a fundamental role in all facet of organization. No organization or group can exist without communication. When I was working as a volunteer in a care home communication was vital. Good communication between nurse, patients and carers is essential to help develop each patient care plan. Practicing at the elderly home, I have learned how to communicate with ill people, how to understand them, to help the patients with special needs, with disabilities, demonstrating courtesy, kindness and sincerity. I have tried all the time to be honest with the patients to tell them the true about their disease, but at the same time I encouraged them to fight the disease, to follow the treatment to recover fast.  Communication also means listening, which is extremely important, because as a nurse you have to listen all the problems of the patients, to observe and encourage them to find solutions, to feel safe. There were many situations when the patients could not speak properly because of the disease, or angry, or aggressive and the duty of the nurse is to make the patient trust you by communicating with them. Nurse must communicate all the time with the patient’s family, with the doctors to give the information about the patient’s condition and to do that you need to have good communication skills.
More than half of the communication is expressed by body language and gestures. Through this accommodation process, good communication is essential because it contributes in ensuring a safe and efficient medical care that the patient needs by providing quality service. Also, by performing the appropriate procedures. Good communication reduces the stress, helps the patient to gain confidence in the medical staff they come in contact with and make them feel safe. Communication must be sincere and direct. Discussion with patient should not leave room for doubt, suspicion and misunderstanding. Each patient has his own specific way of communication, the nurse has to learn to understand the patient’s needs.
[bookmark: _Toc39330397]Types of communication:
[bookmark: _Toc39330398]1.1. Verbal or oral communication
1.2 [bookmark: _Toc39330399]. Nonverbal communication

Oral or verbal communication are the most common forms of communication. Every person is using words verbally to inform or to provide information. Verbal messages are created through languages. Verbal communication is the capacity to conversation, to require portion in a discussion between two or more individuals.
Nonverbal communication incorporates all the ways to communicate without words. A more technical definition for nonverbal communication is “communication other than written or spoken language that creates meaning for someone “(Ivy and Wahl,2014, p.5). Also, nonverbal communication is when a message is transmitted through signs, body languages, eye contact, facial expression, gestures, posture, tone of voice. Written communication is used to send documents, text, emails, essay, reports, memo and other types. Body language is the communication without words. Eye contact smile and the position of the body can send message to the people.
At workplace sometime the nurse used written communication with the family’s patient by texting message with the new scheme of treatment asking the family to bring the pills recommended by doctor. Communication barriers existed in my workplace working as a volunteer in a nursing home there was a situation with a dumb patient who could not communicate, and we had to talk through signs to find out what are his needs.
It is essential to always remember the importance of communication in any organization, to increase the productivity and to achieve the goals. Communication between administration and employees is one of the big factors of a successful business, and can be improved by making weekly team meetings, to get to know employees better, to listen their questions, to give the opportunity to every team member to talk about their ideas, to motivate them. Managers should be accessible to listen the rest of the team, to create a group to be like a family, to be a leader for the team to know how to use the tone of voice.
Communication is the key in any relationship. Communication effectively and transparently with the employees allows managers to understand their needs and desire. Communication is essential for active teams. It creates efficiencies by motivating employees, encouraging open dialogue give rewards when is the case. (Sandler System, 2010, 12 April).
The role of management is to accomplish the goals of an organization. To do this manager create a plan that define what needs to be done, when it will be done, and how will be done. Managers established reports and collaborations and keep the team informed of events and actions that can affect the organizations. A good communication helps the people to feel that they make part of that organization and support the organization. Effective organization create commitments and support. By allowing employees to come with suggestions, to input their work will be more engaged and motivated. (courses.lumenlearning.com 12 April).
There are many barriers to communication, and this may occur at any stage in communication process. One of the most common barriers is the language differences in understanding unfamiliar accents, the use of words with different meanings. Communication blockages can be so intense that there are visible differences between the transmitted information and the perceived message. The foremost common obstruction of communication is the need of clarity, which is essential at any working environment, to assist convey a clear message, to achieve all the task on time. The second barriers are language differences because organization use different expression like jargon and people are not familiar with those expressions.
[bookmark: _Toc39330400]3.Conclusion
Communication plays an important role in society, business, education, family and in every person’s life. Each person should have good communication skills, to know how to give an information and how to receive it.
Communication in not about word, it is a mixture of tones, gestures and body language.
Communication is the method of sending data common understanding from one individual to another. It is absolutely necessary to communicate with people, to listening before speaking to understand the message. The benefits of a good communication increase self of steam, create better relationships, increase productivity. The probability of success is higher when we have an efficient communication.
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Berlos’s SMCR Model of communication
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Pedro works on a building site and Maria is his wife.
One day Maria phoned Pedro.

“Hello, Pedro, when you’re coming home, see if you can get me a chicken.”
‘Okay,” replied Pedro.

When he got home, Pedro took off his boots and coat and went into the kitchen.
“Maria, where are you?’ He said.

‘Here — in the sitting room,’ she said.

When Pedro went into the sitting room, Maria said, ‘Where is the chicken?”
‘What Chicken?’ Asked Pedro.

The one | asked you to get on your way home.”

Oh, no! | thought you said when | come home I will see you in the kitchen!

Q: Why do you think Pedro misunderstood Maria?
Q: Whose Model of Communication explains this confusion and why?
Q: How could this have been prevented? o

Q: Whose Model of Communication explains how it could huve been avoided?
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