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Introduction


This piece of work covers the importance of an effective communication in the workplace and in the day-to-day life, the role a culture plays in communication and few of the communication theories and techniques. 
This topic gives an overview of communication and introduces you to the main elements in the communication process. It is also highlighting the importance of writing clear, positive messages and offering some basic tips and guidelines on this form of communication. 
It is stated why communication occurs in the cross-cultural context, explaining that cultures have different norms in regards to the non-verbal communication and how different words will be interpreted differently across cultures. 




















Communication and its importance




Communication is the process of transferring information, thoughts or ideas from one person to another and resulting in communal understanding between two or more people. 
The communication act requires (in a general way) one sender, one receiver and a message, beginning with an idea or a thought in the mind of the sender, including either their emotions, the cultural situation or even their location. There might be more that one recipient and the intricacy of communication means that each of them may perceive a slightly different message, or it is although possible that neither of them will totally have the same understanding as the sender. The skills in communicating determine the level of effectiveness of their understanding and responding.
Communication is an important process in people’s lives, bringing them together, closer to each other, uniting the gap between one another and allowing them to understand more about the importance of listening and undoubtedly feeling the message received. Good and effective communication is a fundamental tool in achieving productivity and maintaining strong and lasting working relationships at all levels. 
Communication is very important for all beings. 
Animals and humans, alike, use their own different languages to communicate with one another, as no one can survive without communicating.
Communication is a two-way road that consists voicing and gesticulation.  
 








Types of communication

1. Verbal Communication 
Verbal communication happens when speaking with other. It can be face to face, also over the phone etc. Verbal communication involves the use of language and word with the reason of passing on the intended message. 
In general, verbal communication means communication in the form of spoken words only, but in the context of types of communication, the verbal communication can have 2 forms: spoken and written. 
· Written communication: Whether is an e-mail, a memo, a post on social media, all forms of written communication have the same goal: to pass on information in a clear and a concise manner. In fact, poor writing skills usually drive to disorientation and difficulty, so there are two points to remember: good writing skills and ensuring that the content of the message is specific and solid. 
This type of communication covers any kind of exchange of information in the written structure, for example e-mails, text messages, letters, posts on social media platforms, posters, documents. 
· Spoken Communication: This is type of communication which operates the spoken words, being either indirect or direct as a communication channel. 
People communicate either face-to-face, chat rooms, voice messages or over the phone, but it all comes under the effective oral communication. 

2. Non-verbal Communication 
Non-verbal communication is the type of communication where the message is passed on without the use of spoken words (wordless messages). What people do while they speak, says more that the actual words most times. Non-verbal communication consists of facial expressions, posture, eye contact, hand movements and touch. This form of communication covers mainly gestures, symbols, expressions and body language. 
Some modes of non-verbal communication are:
· Physical non-verbal communication
Out of a lot of research, it is been affirmed that 55% of people’s communication is constituting physical non-verbal communication. 
· Paralanguage: This is the ability of reading between lines, the main communication is transmitted by the tone of one’s voice, the way of speaking, stress, emotions, intonation and voice quality. 
· Aesthetic Communication: this is the art of transmitting information through the paintings, or other forms of art (photography, etc.)
· Appearance: People react to one’s appearance, as the first impression sets the tone. 
Clothes, fashion, hair style, make up, fitness level, they all incline the reaction of the audience. 

3. Virtual communication 
Virtual teams bring together people from around the world through electronic technology and they only exist in a virtual status, offering them benefits:
· Team compositions that increase quality and results
· Efficiency of communication
· Development of one’s intellectual


Communication Theories 

1. Shannon and Weaver is a linear model of communication that shows a plan for analysing how messages are sent and received. 
This technological model of communication and it has got 5 concepts: 
· Sender is the information source, is the person who makes the message, elects the channel and sends the message. 
· Encoder 
· Channel is the way used to send the message. 
· Decoder is the receiver who translates the message from signals. 
· Receiver is the person/place that receives the message, providing feedback regarding the message. 
· Noise is the actual obstacle that trouble the message in order to get to the receiver as what is sent. 
According to Shannon and Weaver, there are three problems of communication:
· Technical problem which means how the channel is causing an issue.
· Semantic problem is the meaning of the message sent and received very distinctive
· Effectiveness problem which is how practical is the message causing reaction. 

2. The Schramm is a repetitive communication model involving all the key principles of communication and it can be used to determine how communication between two people works when they are in the process of exchanging information, attitudes, ideas or thoughts. Also, the recipient and sender can be one and the same, this being called ‘intra-personal communication’.
Where several other models and theories about communication are linear in nature, the Schramm Communication Model is circular, which means that at least two parties are required to send and receive the message, both having to encode the message to understand it correctly and respond to it, this is called feedback. 
Feedback can be both, verbal and non-verbal and it is a way to understand how the audience has received the message, so it allows the sender to improve effectiveness of the was messages are composed and sent. 
3. Berlo’s SMRC Model of communication 
The acronym ‘SMRC’ stands for sender, message, channel and receiver in its simplest form. 
· Sender is the source or the person who originates the message and sends it to the receiver.
· Message is the substance that is being sent by the sender to the receiver. There are a few key factors affecting the message : 
a) Content 
b) Elements
c) Treatment 
d) Structure
e) Code 
· Receiver is the person who gets the message. So the message can be completely understood, for the receiver is essential to possess good skills, like:
a) Communication skills
b) Attitudes
c) Knowledge
d) Culture 
· Channel is the medium used to send the message. In general, there are five senses of human communication and these are well-known for the communication flow and the effectiveness of the channel. 
a) Hearing 
b) Seeing
c) Touching
d) Smelling
e) Tasting 
In conclusion, communication skills, culture, knowledge and attitude play a vital role in this model of communication. 



Role of culture in communication

Culture is the base of any society, which gives it a flavour and a healthful environment for one to form beliefs, perceptions, views and attitudes. It attributes to the lifestyle of a group of people, involving their values, ways of behaving, beliefs and ways of communicating. 
Cultures contrast in how their members communicate. It is passed on from one generation to the next, through communication, developing their language, laws, religion and the way of thinking. 
Culture also develops the communication attributes of a person, along his beliefs, values and morals, having a large impact in decision making. 
Cultures presents an overall outlook in how all rules, traditions, standards, beliefs and knowledge bout and correspond with each other. Behaviours and the communication of the member of a group, reflect the cultural standards, how the members communicate according to what is set as correct in their culture. 
Culture is learned. The culture is the circumstance that a person lives in. This learning is in two forms:
1. Formal: how the parents teach behavioural guides and tutoring
2. Informal: how the children learn things under their own observation 
Every culture around the world has a unique language. Humans have always been diverse in their cultural beliefs, practices and traditions. Understanding how a culture communicates will, not only, allow people to transfer a message to one another in the same way in was planned, but it will help one’s to find the purpose in the distinctions of the numerous cultures too. The miscommunication or disregard of a cultural group can cause division, isolation and even war sometimes. 
Communication and culture have a great influence on each other, culture playing an important role in shaping the style of communication. 







Workplace communication

The use of verbal statements is one of the most common ways people communicate with one another. Meaningful communication takes place when the receiver accurately understands the message transmitted by the sender.
Verbal and nonverbal communication among group members defines much team life. Individual goals, team goals, structure, and norms are evident in the communication patterns that develop among members. Team members work together to understand problems, issues and manage projects, so hundreds or even thousands of verbal comments are exchanged. 
Communication plays an important role in improving an employee satisfaction, motivation, engagement and productivity. Poor communication in the workplace, due to personal reasons or a lack of sufficient technology, will inevitably lead to unmotivated, ill-informed staff that may begin to question confidence in their abilities and eventually the organisation as a whole. 
Communication is a key skill in team building. Implementing effective strategies will boost communication and it will improve the moral and the satisfaction of an employee. 
Effective communication in the workplace is an integral part of business growth and collaboration between professionals.
Communication skills, such as active and determination, help information become more transparent. Active listening is they keys to accurately understand each other, requiring effort and discipline. Effective listeners suspend judgement in order to first understand the message and then, replying. 
Paying attention to posture, paraphrasing what is heard and probing for deeper meaning are skills that facilitate the perspective and conduct to a more accurate understanding of the messages communicated.
Paraphrasing is a powerful listening skill that validates others and builds trust, restrating the message that was communicated. Also, probing is another skill that aids active listening. 
In order to understand the ideas, the opinions and the perspectives of others, a good listener may need extra information on top of the one provided by the sender. Probing with open-ended questions is an effective way to gather information about someone’s priorities and concerns because, in this way, the receiver will show a complete control over the content of the response. Open-ended questions lead to a deeper understanding of the issues, as they stimulate reflective thinking and they can be used to identify underlying assumptions. Once a paraphrase has been communicated, probing questions can be used to solicit more useful relevant information. 
Effective communication is an act of delivering information for the purpose of creating and understanding.

There are few required skills in order to accomplish an effective communication:
· Listening skills: how people listens
· Non-verbal skills: body language
· Para-verbal skills: how people say the words they use
· Verbal skills: the words people use
· Written skills: how people write 
Factors implying successful written communication are the words, which need to be accurate, brief and clear, the sentences and the paragraphs.
People use mostly, the two types of communication, verbal and non-verbal.
Because people desire to be understood and be respected, they use posturing. Posturing and use of identity markers are used to influence the perception, approval of others, opinion, etc. The physical appearance in an important key factor too, including how people are dressed or their fitness level.  
As an example, SOLER is a technique often used by professionals and helps others to feel heard and valued, while ensured that the message is fully understood by the listener. 
S- Square: facing the person squarely
O- Open: keeping an open posture (without a crossed arms or legs)
L- Lean: communicating the interest and engagement 
E- Eye contact

Effective communication is essential in every aspect of life. A person who can effectively communicate will always have an advantage when dealing with people. As an example, the 7C’s technique has 7 attributes favourable wile communicating the message.
The 7 C’s communication contains the following facts:
· Clearness 
· Conciseness
· Concreteness
· Correctness
· Consideration
· Clarity 
· Courtesy

In establishing effective communication, both, receiver and sender, need to be aware of each other context level. Context depends on:
· Culture
· Situation
· Language
· Occasion 





Conclusion

In conclusion, communication styles change from person to person. 
Communication is not just words, it is a mixture of tone of body language, it is based on how people can effectively use their tone of voice and the eye contact.
In this piece of work, it is reviewed why effective communication is important in workplace and in the relationships between people and how it may break down as a result of many communication barriers that may be attributed to the sender or receiver. 
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