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INTRODUCTION
The first part will focus on different definitions of communication and two basic types of communication. I will delve into models of communication and simplify them in form of diagram sample. Communication skill, importance of communication, effective communication and barriers to effective communication will also be touched in the assignment. Lastly, criticism on the models were outlined and a briefly explanations on how we communicate in my workplace.



 
 
                                                                                    














COMMUNICATION
Human beings are not the only creature on earth that communication nature does as well. The wave of an ocean is the communicating language from ocean to other creatures and the look of a forest tells the kind of animals in the forest. Communication does not have a specific definition. ”Communication is simply the act of transferring information from one place, person or group to another.” https://www.skillsyouneed.com. According to webster dictionary [2020-04-12], Communication is a process by which information is exchanged between individuals through a common symbol and signs of behaviour.  Personally, communication can be defined as a means of conveying message from one person to the other through different channels. Communication involves three parts: the sender (source), the message (information), and the receiver (recipient). For example the sender “encodes” the message either by verbal or non-verbal communication through a preferred channel and the receiver “decodes” it. Communication cannot be discussed without mentioning different types of communication.
Types of communication: There are two different type communications basically and these are verbal communication and non verbal communication.                                       
Verbal communication: This happens directly from ones mouth through talking or speaking. For example talking, speaking, televising, conversation, reading of news paper and public address system. The cry of a baby is a verbal communication to call attention of the mother.
Non verbal communication: This is a communication that happens without a word of mouth through any channel. For example letter, text message, email, fax and reading written messages from any social media. These also include images, gesture, body language, dress and facial contact. For example if a manager sent an email to the workers about an operational effect of the company’s change of management.

MODELS OF COMMUNICATION
1. Shannon and Weaver’s model of communication: This is often called the linear model and it serves as a basic model of communication. This model suggests that communication is simply the transmission of a message from one source to another. Watching a television serves as an example. In this scenario you act as the receiver when watching a television, receiving message from source (television set).
This model also suggests that communication moves in one direction. The sender (source) encodes a message through a particular channel verbally or none verbally to send to the receiver (recipient) who decodes (interprets) the message. The only barrier identify in this communication model is noise, that can interfere with, or changes the original encoded message.  Furthermore, sender is known as initiator or source is the one who encodes and send message  through a particular channel and receiver is also called recipient is someone who decodes (interpret) a message to make a meaning. A message is a content or meaning
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Sending from a sender to receiver to understand. A channel is the method a sender uses to convey a message to a receiver. Noise is large sounds that interfere externally.
My criticism of this model of communication is First and foremost technology barrier was not put into consideration like technical fault which is an internal cause that could lead to interference. In this modern day of ours technology has made communication more effective by making both ends sender and receiver.
2. Berlo’s model of communication: This is a model that takes the emotion aspect of the message into consideration. Berlo’s model of communication operates on the SMCR model. In this model called SMCR
S – stands for Source
M – stands for Message
C – stands for Channel
R – stands for Receiver
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Let us go into details.
S – Source: the source is also known as the sender and is the originator of the thought, He’s the one who convey the information to the receiver after he meticulously put is thought into words. Let us look at how sender (source) conveys his information to the recipient. This happen through the help of communication skill, attitude, knowledge, social system and culture.    
1. Communication skill: It is the most important for an individual to have an excellent communication skill to make his communication effective and to make an impact on the listeners. It is also important for a speaker to kwon when to pause and to listen to the queries of the audience, choice of words and how to pronounce a word without allowing your accent to have an impact on is pronunciation.  
2. Attitude: it is often said that if one has the right attitude, the whole world is at his feet. A very good speaker must possessed good attitude to have long lasting impression on the listeners. 
3. Knowledge: In this contest knowledge and educational qualification of the speaker are two different things. This is actually clarity of the message which means the speaker must have an in depth knowledge of the subject.
4. Social media: The speaker must have full knowledge of social gathering is addressing. The speaker must also put into consideration the sentiment, cultural belief, and religious feeling of the listeners in a social gathering.  
5. Culture: This is a cultural background of the listeners the speaker is conveying the message to.

IMPORTANCE OF COMMUNICATION     
Research and development: Communication is important because it helps research and development of an individual and society at large. For example data collation can only be done by communication through verbal or non verbal and the end result will help to facilitate development.
It makes planning easier: Communication is important because it makes planning easier. For example communication will enable one to know the schedule of other in order to plan properly without any hindrances.
Means of coordination: Communication is important because it is means of coordination. For example telling people what, how and where to do things properly through any channel is called coordination and this can only be achieved by communication.
Boost morale: Good communication is most use to boost morale and to motivate workers at work by a way of encouraging them.
Source of information: It is also important because it is the source of information otherwise known as a tool use to gather information needed for decision making.





EFFECTIVE COMMUNICATION 
Making communication meaningful is the measure of its effectiveness. Communication is effective when the intended meaning of the sender (source) and the perceived meaning of the receiver (recipient) are the same. According to Page.M,(2018) this is an essential tool in achieving productivity and maintaining strong, lasting working relationship at all levels of our day to day activity. In other hand is more than just communication but its about understanding the emotion and the intention behind the information. Effective communication sounds like it should be instinctive. But most of the time, when trying to communicate with one and other things go astray. Sender (source) say one thing, the receiver (recipient) hears something else, and misunderstanding, frustration and conflict starts. This can cause problems in the family, at work and in the society at large. Scott.T et al,( 2014).

IMPORTANCE OF EFFECTIVE COMMUNICATION
1. It enhance a good working relationship
It helps to enhance working relationships between you and your workers, which can boost their morale and improve their efficiency as well.
2. It helps in negotiation 
Effective communication is crucial because it helps during negotiation to ensure that one achieve is goals. For example if a seller agreed to a particular amount to buyer in a transaction definitely both of them have communicated effectively during the negotiation.
3. It improves team building
When one is communicating effectively couple with honest can make a strong team. When staff communicate with one and another, consider other ideas, and discuss their progress, they will be more confident to come together. As a result, the strong unit that they build makes their working relationship more easier, And will make them to be eager to do well so they don’t let their team mate down.
4. It boost growth 
To enhance growth anywhere one need to communicate effectively, which goes hand in hand with your contribution. This eliminates uncertainties and accelerates the process of policies to ensure there is a smooth delivery of developmental projects.
5. It increases efficiency
Inadequate communication compromises efficiency, by so doing it affects the overall quality of work. For example when an instruction is not clearly stated, errors are most likely occurs . On the other hand, clear instruction avoids the need to clarify and correct any problems.
6. It solves problem   
No doubt characters clash and in most cases opinions are differ with any working environment. And the best way to solve this is by communicating effectively. One don’t necessarily need to judge to communicate effectively, it is all about having open mind, honest and positive discussing to ensure we understand one and other. It does not necessary to see who you are dealing with as long as you can make a communication plan that will work effectively with one and other.
7. It increases loyalty  
When your line of communication with your management is effective, you are most likely to be loyal to the organisation. You will feel free to discuss any professional or issues, and you will be more committed to the company.
8. It makes peaceful coexistence 
Effective communication is not just communication. This is communication that ensures both the sender and the receiver have the same understanding of the information exchange between them. For example when the covid 19 happened in China and spread all over the world. The situation was managed through effective communication to curb the pandemic.
 COMMON BARRIERS TO EFFECTIVE COMMUNICATION 
1. Stress and out of control emotion
This is when one is stressed or emotionally touched; one is more likely to misunderstand other people. To prevent conflict and misunderstandings, one needs to put the present situation to rest before starting another discussion.
2. Lack of focus 
Communication cannot be effective when ones’ focus is on so many issues. For example using your phone to send message while driving. It is most certain that one will miss non verbal communication on the road signs, traffic light and this can lead to road accident.
3. Inconsistent body language
Non verbal communication should go in line what is being said, not contrary to it. For example if you are saying ‘yes’ while shaking your head no.
4. Negative body language 
This is when you respond with negative body language to show your disagreement with what is being said. But to avoid this from happening and not to put others on the defensive, its important to avoid sending negative body signals.
COMMUNICATION IN MY WORKPLACE
Communication is the most essential tool in a workplace. In my place of work we use two types of communication plan to interact, send short report and comprehensive report. 
1. Viber platform  
This is social network use to interact with one and other. My company form a group in the company’s name to signify the group on the social network and this group consist group of administration that is each person in the administration group represents each department in the company. These set of people in administrative group have the control on who to add or remove from the group. And the next set of people is co-workers. 
Due to the nature of the job we render services to clients so this platform is use to register our present at our various location of duty and it is also use to submit short report. The company use this communication channel to disseminate information to the staff and the staff also uses the same channel to report their hourly report as well. This platform can only be use to interact within the company. 
2. E-mail   
This is commonly use in most companies or organisation. We use this medium to send and receive official document and report within the company. This platform has individual user ID and password, this is our private communication account with the company and it is more secure because it cannot be accessed by everyone. 











Conclusion
Since communication is such a dynamic process, it is difficult to determine where communication begins and ends. This assignment defined communication in difference ways which shows that it does not have a specific definition. This assignment described models of communication and importance of communication as well as effective communication and its importance. Criticism was outlined and barriers of effective communication were stated in the assignment. In conclusion it now clear that communication played an important role in day to day activity because is the bases of interaction. 
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