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The term communication refers to the different ways people use to get in touch with others, to transmit their mental content to another person. 
To appear confident and to be taken seriously by the employees, excellent communication skill is critical, demonstrate easy handling of situations in which communication and written skill are required, is one of the most important characteristics for every manager. Communication in the workplace is fundamental, it is the exchange of ideas and information that is sent from one person/group to another person/group within the organization. Keeping in touch during working hours with your colleagues/supervisor/ manager is the basis of a job well done. 
In this report, I will talk about the different ways of communication, the effectiveness of each of them and how communication could be improved on my workplace.

Since it is impossible that a living system could not have a behaviour, it follows the principle according to which: it is not possible not to communicate (Watzlawick et al., 1971)
There are four different types of communication: 
Verbal is one of the most common, it aims to convey various information by speaking or using sign language.
Nonverbal, that is, use body language, such as facial expressions and gestures, to transfer information.
Written, the act itself of transcribing, be it typing or printing numbers and letters, what the subject want to transmit. 
Visual, it is the act of drawing, photographing, painting or creating graphics to send information.
As a Floor supervisor in a large hotel in central London, verbal communication is the basis of work for me every day. Be it with my colleagues, to communicate how to do the job properly, that with my manager to report any problems, or with customers who can request information or clarifications, I must always keep in touch with everyone to be able to do well what do I do. 
To communicate during the day with my colleagues, maintenances, porters or other supervisors, I use the walkie-talkie or a cell phone that is provided to me by the hotel. As can be quite clear, using the walkie-talkie can create several problems: there are continuous interference and the message that is sent very often is received by the recipient unclearly and even misunderstood. As the Shannon and Weaver model explains the basic kind of communication between the sender and the receiver trough a technological channel, ‘the receiver must be able to decode and understand the message, and the channel must be free of noise, otherwise there will be a problem in the communication process.’ This model was signed in 1948 when Shannon, an American mathematician, electronic engineer, and Weaver who was a scientist, wrote an article entitled "A Mathematical Theory of Communication" for the "Bell System Technical Journal". It was designed to explain the communication between sender and recipient with the addition of the discovery of an external factor that interfered with the clear receipt of the message called "noise". 
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                                  SHANNON-WEAVER’S MODEL OF COMMUNICATION





Concepts in Shannon Weaver Model: 
Sender (Information source) – The sender is the subject who want to send the information; he needs to decide the channel, the receiver and the message.
Encoder (Transmitter) – This is the “machine” that needs to convert the information into signals.
Channel –. The channel of communication is the infrastructure that gets information from the sender and transmitter through to the decoder.
Decoder (Receiver) – It is the receiver who translate the message or the device that decode the message from binary digits.
Receiver (Destination) – The person who receive the message or what is left of it.
Noise – It interferes with the correct progress of the message and may occasionally distort it.


On the other hand, this method of communication (walke-talke) is fast and concise, it allows you to communicate with several people at the same time and get the message out with ease, regardless of the various problems that may provoke but, on several occasions, for example the large distance between one person and another, it can happen to me that I have to use the mobile phone to contact the person with whom I have to communicate. On these occasions, I use both social media and instant messages, as well as phone calls, in this way, I can only send the message to the person concerned and have a private conversation without the need to involve third parties. Sometimes, usually once a month, I have to send by E-mail circulars or payrolls; very often the main problem is that somethime the people who receive the message cannot understand it or access it without my help, a problem often dictated  from advanced age or poor knowledge of the digital environment of the receiver. This barrier can be explained with the Berlo’s SMCR model where, in 1960, he expose that, ‘in basic communication, the main problems that can occur in the correct reception of the message, are due to the differences in culture, knowledge and attitudes. To be sure that the message is perceived and analyzed correctly it is important that the sender and the recipient share certain common characters’
                                                                               Berlo SMCR Model of communication
Knowledge
Tasting
Smelling
Touching
Elements
Structure
Treatment
Culture
Social System
Knowledge
DECODES
ENCODES


Social System



Culture






Even if we eliminate the difficulties of understanding that can arise in the conversation with people from another social background, I often take part in unpleasant situations due to the lack of attention from the recipient with whom I am trying to communicate. Be it because they are focused on their job, or because they are thinking elsewhere, it often happens to give a task or to request a service and realize in the end that it has been misunderstood. Exactly for this reason it is very important to request feedback from the recipient and, if the message received is distorted, repeat it correctly. The presence of feedback demonstrates the presence of at least one interlocutor, because if nobody listens to what is being said, can we really say that the conversation really took place? As an old Zen proverb quotes " If a tree falls in a forest and no one is around to hear it, does it make a sound?". I can connect perfectly with Schramm’s model of communication, which declared in 1954, that for a smooth and efficient communication is required the presence of at least two subjects, which must continuously encode and decode the message sent to understand it as much as possible. In turn, Shramm just like Berlo, argues that the difficulties we may encounter most of the time are the social differences that divide us but, in addition, it is necessary to send feedback in order to fully understand it. Just like in "Maria and Pedro" where Maria telephones Pedro to tell him to buy some chicken, he says that it is okay but because of the noise in the background, when he showed up at home going directly to the kitchen and without any chicken, he realized that Maria asked him to get a chicken when he got home, not to go to the kitchen. This explain perfectly how a simple request of feedback can completely change the dynamics of the situation.


Schramm Model of Communication
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But not everyone has the gift of knowing how to handle communication; in order to manage a great communication skill is necessaire to manage anxiety because in many cases this problem can lead the subject to completely lose the idea he had in mind. One of the biggest fears of the human being is public speaking, and to overcome this problem it is necessary to practice and have great self-control. A person may have big ideas but may not be able to expose them because of fear. One of the most effective methods could be practicing communications at work, trying to send ever clearer messages and slowly exposing the ideas with people of different ranks, cultures, ages and mentalities. the correct communication between colleagues but, above all, between the employer and employees, is crucial; maintaining a professional language and communicating clearly, it is almost impossible to come across clashes or misunderstandings in the future, even if, as mentioned before, the main problem can be not being able to maintain a good communication, not just reluctance or bad intentions. If the necessary clarity is lacking in conversations, misunderstandings arise quickly, or information is not transmitted correctly. Therefore, it is important to pay attention to the formulation of your messages, and to understand when and how to use a more structured and professional language. It is also important to be able to control the tone of the voice and facial expressions, as an unwary tone can be quickly misunderstood. Again, clear language helps to avoid conflicts and at the same way, the speaker must be listened in turn, because communication is not a one-way street. The ability to listen to others is as important as a clear way of expressing oneself, so is necessary a good deal of openness. When Gary Vaynerchuk was asked, in an interview "what is the most important skill that every entrepreneur must have?" he said without hesitation that listening is the best quality you could ask for: “all my success was predicted in listening, weather I’m doing it with my ears or with my eye” (2015). I am of the opinion that in order to reach a certain level of communication and linguistic skills, in certain sectors it is necessary to work more on the concept of "how to develop one's own communication skill" and to offer refresher courses to broaden the lexicon and relational skills.

So, communication, words, being able to compose sentences with a complete sense and properly expose them, is one of the greatest gifts that human beings have, it is very important to make good use of it and strive to improve more and more. Knowing how to communicate correctly, clearly and fluently is one of the best qualities that a good manager (but regardless, of every human being) can possess, because it is necessary to know how to handle words, in order to capture the attention of their employees and to be taken seriously by them. Nowadays a great manipulation of words can lead any individual to achieve and conclude great aims. It is crucial, in the life of every human being, to be able to adapt to the different situations that arise, to be able to decode every single message that it receives for the perfect success of every single action. Communicating, be it with words or in any other method available to us, helps to open worlds and unimaginable situations, in which new and infinite opportunities present themselves. The concept of listening, in turn, has an enormous weight in communication which, as far as I am concerned, corresponds to the largest portion of conversation.
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