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1.0 Introduction
Effective communication and teamwork make it easier to run a business and in maintaining a positive work environment. Both employers and employees can become happier as well as understand each other during interaction when communication is effective. Therefore, one can say that good communication makes good bonding with employees. Communication could be of different form and it could basically be understanding of thoughts, ideas and feelings to others. People understand and communicate to one another through various means such as: sign, symbols, and body languages as well as other forms. It is also important that one communicate frequently in the workplace with other colleagues. Communication is very important in our life where we work with our staff, colleagues, or customers. Communication is not only needed in the workplace or university but also, we need to communicate in public places such as hospitals and in our everyday work of life.



In the next section I will specifically look at what is communication and the importance of communication (2). Following this, I will talk about the different types of communication and effective communication in an organisation. Thirdly, I will talk about communication models of theories (3).


2.0   	What is Communication?
Communication is the process through which an information idea or opinion is transferred to a number of people. According to Morgan (2017), communication defined as, in the coaching world most talked about, written about, studied topics was effective communication. It is not what you tell them, it is what they heard. In the effective communication how good is coach in his teaching skills this is not important because if he cannot find the good proper technics to teach his students he may fail to deliver to students and student cannot be able to communicate with coach (Morgan,2017). In the Communication important thing is understanding, what we are delivering our thoughts or information other people have understands that we have make sure that we are delivering right information or thoughts to use proper method otherwise whom we are telling they may cannot get what you are trying to tell them so understanding is most important elements in communication. For example- if we receive a task from another person to complete and we do not understand exactly what to do and the other person is failed to give us correct information so we will be not able to compete the task and it will be incomplete task.  According to ‘‘Flin (2009) communication defined as transfers of information such as ideas, thoughts, and feelings. However, Emmitt and Gorse (2009) defined communication as a transmission of the information from sender to receiver may be distorted. Aitken (2013) recognised that Listening skills is also an important tool for effective communications which is very good working together especially for those students who are learning and analysing their learning. Effective communication between staff and students is also a good relationship even though there are differences in culture, still they have mutual respect and trust between each other, (Hamilton,2910), Morgan, (2013) are thought that effective communication is helping to increase the trust and respect between students and staff and it helps to grow strong relationship between them.

 In the next paragraph, I will focus on why communication is important in workplace

2.1 Why Communication is important in workplace?
Communication is important both in the university or the workplace and in everyday work. In university communication is important, for example in presenting a group work presentation and connecting with other students as a team member. Without communication one cannot reach the intended goal. In a workplace communication is extremely important as this helps to run the business. In university or workplace communication is exchanging thoughts or ideas in a verbal or nonverbal communication in organization. We can pass our thoughts or ideas in a verbal or nonverbal communication in organization. We can pass our thoughts or ideas to other students or colleagues and lecturers through phone calls, letters, text, or email. Communication in the university or workplace is very important. If we are not communicating with our classmates, Teachers or colleagues it will affect us reaching our potential goal. Miscommunication can be a big problem in the university or workplace and it can be a loss for our workplace or study. We have to make sure that we can understand our classmates, teachers, colleagues or boss or customers. Good communication with others can be profitable or beneficial for all of us who are studying in university or working in the workplace.
In the next section, I will talk about different types of communication
2.2 Different types of Communication
There are different types of communication. The information we communicate can be shared with other people in different ways, for example in sharing group presentations in a group we can use verbal communication.
· Verbal 
· Nonverbal
· Listening 
· Visual 




Verbal 
Verbal communication is basically using words where we write words, written words, spoken words, listening words and reading words. In verbal communication we can use speaking in saying words to make people understand we can make conversation with others to communicate in verbal communication. Also, we write a text or email to other people about our thoughts or feelings, we can express it by writing an email or text or we can deliver by spoken over the phone. 
 Nonverbal 
Nonverbal communication is basically sending or receiving messages without saying such as- sign, body language, expression of face to make people understand without any words. We can give facial expressions to understand other people without saying anything. People can understand to see the body language and facial expressions. For example – if I smile people will understand it is a good sign and if I am not smiling and I am feeling nervous people will understand that there is problem or I am not happy so it means it is not good sign. However, people use body language in nonverbal communication.  
Listening    
Listening to communication is very important in communication. Listening is also an important tool in effective communication which is to effectively communicate in the workplace or university, and also very important for students who are analysing their learning. What we say is not important, what people heard is important. Misheard can create problems in communicating in the workplace or university. Moreover, in communication listening is also the most important thing in communication.
Visual 
In effective communication, visuals are also an important in communication. Visual communication is basically what we can see in the sign, picture or photographs, sketch, also can communicate to see a presentation. Some people have listening problems so they can only communicate to see the photographs and sketch or signs. If we cannot hear the sound in a photograph but still, we can communicate with photographs to see what is in the picture and what information has the picture and what is the picture telling us without saying any words.










2.3 Effective communication in an organization
Effective communication in an organisation always important no matter what this is because
· To accomplish improve the performance of a business.
· Evaluating the communication - related issues faced by business and developing reasonable insights for resolving the issue.
· Communication is an imperative factor for ensuring success and prosperity of a business organisation.
· Helps to identify any issues and resolve this as a team.
· Deliver good customer care.
· Establishing issues and rectifying.
It is important for the growth of an organisation. It is to some degree which helps the managers to perform the basic functions of management planning, organising, motivating and 
supervisory. Communication Skills whether written or oral form the basis of any business activity.
 3.0 Models of communication 
Shannon and Weaver (1948)
Schramm (1954)
Berlo’s (1960)
Shannon and weaver
In 1948, Shannon was an American mathematician, electronic engineer and weaver was an American scientist both of them joined together to write an article in ‘‘Bell system technical journal’’ called ‘‘A Mathematical theory of Communication’’ and also called the ‘‘Shannon-Weaver model of communication’’. Shannon and Weaver model is made for developing communication for sender and receiver both. Such as receiving feedback from sender or receiver. The Shannon and Weaver model is important in communication because sometimes there can be misunderstanding of communication, it can be because of noise or word similarity. For example- in my workplace my colleagues Reshma and Lina, we were eating in our breaktime. Lina said pass me the chicken but Reshma heard Lina said pass me the kitchen. Reshma said how can I pass the kitchen?  Then Lina said i was asking me to give chicken, now Reshma was clear. However, it could be a miscommunication but because Reshma got feedback from Lina so it was an effective communication. Sender or receiver both can avoid misunderstanding to give or receive feedback from each other. 
[image: ]                                                   










Schramm
Wilber Schramm model of communication in 1954. The Schramm model is important in communication because information is no use until it is delivered into words and passed to others. Encoding plays a very important role in communication to make you understand your thoughts to others. When you say something to others it is their responsibility to understand what you said and what you tried to say to them and what you intend to say. According to Schramm, model coding and decoding are two essential processes of effective communication. Also, it is not complete until you receive feedback from others. For example- if i say hello to my classmates or teacher if they do not say hello back to me it means it will be incomplete conversation and it will be incomplete communication. If my classmates or my teacher say return hello to me, that means it will be effective communication because I received feedback from them. So, the Schramm model is important in communication to receiving feedback from others so communication can complete in communication.
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Berlo’s
David Belo developed a Belo’s (SMCR) sender-message-channel-Receiver model in (1960) from Shannon and Weaver model of communication (1949). The Berlo’s (SMCR) model of communication has mainly been processed by Four components and has been affected by many factors.
S - Sender
Sender sending messages to a receiver to communicate with the receiver. Sender has good communication skills to send a message to the receiver because without good communication skills the receiver cannot get what the sender is trying to say or what message the sender has sent to the receiver so it will not be effective communication.


M - Message
The sender sends a message using an element such as audio, video, voice or text to communicate with the receiver so the receiver can get a clear message to communicate with the sender.
C - Channel
The channel is sender using the element it could be media, telephone, internet and also being human, we have elements such as seeing, hearing, touching or smelling. Use of this element receiver can get a clear message from the sender.
R - Receiver
Receiver also has to have good communications skills like the sender, then the receiver can receive a clear message from the sender because if the receiver does not have good communication skills, then it will not be an effective communication with the sender. 
For example- in my workplace a new manager, he arranged a meeting with us. He was speaking English and he was speaking very fast. We could not understand him. After the meeting finished he left the room but we were confused because we could not understand him. It can be a problem for us because one of the patients needs medicine and we have to give it to her medicines. This problem could be avoided if we were asked to repeat it but it was not an effective communication.
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4.0 Conclusion
Communication is exchanging words, ideas, thoughts in mutual understanding in more than two peoples. Communication has a different type of communication such as verbal, nonverbal, Listening or visual communication. Effective communication means does not only share ideas or thoughts it is also understand the feelings and emotion and also understand the intentions too. What is people deliver their thoughts or ideas make sure you can make sense or you can gain full information about what was the meaning of what they delivered. In my report I talked about different types of communication and how communication can affect our life and we need to have good communication in the workplace or university. More9over I also talked about how communication models are effective in our workplace. For example- Shannon and Weaver model, Schramm model and Belo’s model. Communication is very important in the workplace or university.
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