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1- 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

Important of communication : 

  Good communication is essential to understand and be understood in all areas, especially in teamwork where, by definition, a group of people come together and work, cooperating and seeking the same goal: sharing ideas, looking for solutions and understanding different points of view. The flow of information in a team has to be continuous, from bottom to top (vertical, horizontal and diagonal communication between different hierarchies), flowing as clearer and easier as we can, avoiding difficult words and hard to understand sentences. Every one of them must keep informed and updated constantly for the sake of the effectivity on cooperation. For this, it is necessary to develop critical thinking (learn to listen from their reality in addition to ours) which will serve as an instrument to understand the information that is transmitted to us, in view of who and in what situation is this happening. Only in this way can we examine and assess what has been said with a clearer picture. Conversation implies discussion, being the discussion of ideas necessary to argue in a solid way the why of these, in order to reach agreements that benefit everyone. That means a good team worker understands the importance of building a human relationship and does not try to enforce their thoughts but to enhance them via the contributions of all team members and they recognize when someone contributes best suggestions.





2- Models of communication

2.1 Shannon - weaver 

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 , 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.
The case of study of Pedro and Maria is a good example to apply this model, where Pedro misunderstood Maria when she called him at work. The noise in his construction work, and probably the rush, does not allow him to get the right message from his wife, hearing kitchen instead of chicken. This mistake happens frequently, for example in my job, when there is a crowded event, we have to go far from it because otherwise we cannot get right the message to coordinate between us. The solution is not always the same, in Pedro and Maria and in my case, it could have been avoided by a feedback/confirmation about what we understood or stay away from noise. 
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 This model gives less importance to the feedback (retroactively introduced) and focuses on the physical noise, affecting the channel, emphasizing encoding and decoding the message. 






2.2 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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This model is focus on the code as principal factor of a good communication and the consequence of many situations, for example when someone speaks with you using slang, you have to live in his nationhood in order to understand them.

2.3 Berlo 

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. 

Berol’s model has only four main components: Sender, message, channel, and receiver, but there are several factors that could impact the effectiveness of communication, thus every single one must be explained in order to understand it. 

· Sender/source: communication skills ,attitude ,knowledge ,social system ,culture. 
· Message: Content , elements , treatment , structure , code . 
· Chanel : hearing , seeing , touching , smelling , tasting . 
· Receiver : Communication skills, attitudes , knowledge , social system , culture. 
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Berlo´s model develops the idea from Aristotle that, the receiver, is who hold the key for an effective communication. Giving a lot of importance to the social background and culture, as a critical variable of communication; not considering noise or the need for feedback.
 We can see this, as well, in the difference between British and American English for example (biscuits vs cockiest) , or Spanish in Spain or South America; A lot of expressions have different meanings.
3- Methods of communication 

3.1 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 .

3.2 nonverbal communication 
This is the things we communicate with our face and body language. Non-verbal communications are very important, we transmit more information with ours gestures and tone of voice that we think. Is fundamental to learn to control how we act, and how the people see us when we are having a communication, strengthening what we want to say for a successful delivering of the message. For example, when you say an important information, but there is not eye contact ant the tone of voice is low; it could seem less important and lose the listener attention.
 Remember:
Non-verbal communication is body language (facial expressions,     movement of your head, gestures, …), voice (tone, volume, speed, …) and eye contact.
To be a good non-verbal communicator, even if you are shy, is only practice, practice, practice.

    3.3 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 .   
       3.3.1 Active listening : 

Active listening means the intention, focus, reflection and summarizing of the listener. With these four steps we can get accurately the message.
As example when someone ask you to do something: First you predispose to listen (avoid noises and interruptions even interventions).Second you listen carefully and focus on what he is saying. Third you must reflect it back, in the same way he said, to clarify what he is asking for. And then, you summarize the main points to ensure the message is clear and he was fully understood.
                     3.3.2 Empathic listening
Empathy is necessary in listening because if you can deep understand           the speaker situation, and the motives, that involve that conversation for the speaker side, you can clearly see his point of view and properly understand him. There is no preparation for this. Is more like a brain state: calmed but active and open minded. You will come to conclusion any time in the conversation but have to let it go and focus on what he wants to communicate. Explore the intends, make sure you understand, make inner thinking, control your reaction (mood is important) and you will success an empathetic communication.






4- 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.

We must be aware about the barrier of communication, just to have it present we can find some of them here:

· Physical distractions.
· Different status.
· Semantic.
· Poor understanding (personal ability).
· Cultural.
· Poor choice of communication channel.
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