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1. Introduction
In this essay, which is based in lesson activities, published literacy and personal research, I analyze the meaning of communication. The importance of communication since humanity started to evolve and even more the importance of effective communication and its meaning in a workplace. The methods of communication and the importance to adapt them in case of a job interview are also presented. I also present the most common communication theories and the differences between them and my own justification about the models. Communication at my workplace is also explained. For the end is my personal conclusion.
2. Communication 
According to “Cambridge Dictionary" communications are “the various methods of sending information between people and places, especially phones, computers radio, etc.” Therefore the “Oxford Dictionary" defines it as “ the activity or process of expressing ideas and feelings or of giving people information”. In both examples the meaning is the same. In order to have communication, it is needed to have a resource of information, the sender who encodes and sends the message verbally or non-verbal and the receiver who needs to decode the message in order to understand it and send response. When that process is repeated successfully, there is communication.

3. Importance of Communication 
Since the start of humanity, the need of communication has a significant role, for our existence it might even be the most important skill that humans evolved. ‘Trychin 2015’ explains ‘the reason communication is so important to us humans is that we are primarily social beings.’ It is a fact that, humans are deeply depended to each other, even in order to survive. “This survival dependency is at the root of our need for being part of a group of other human beings'. Therefore communication is not only a theoretical need. Through communication humans express also feelings and threats, sharing personal feelings and threats to people who are trusted, has been proved to be helpful and effecting positively on mental health issues. ‘Trychin 2015) is adding ‘the need to belong to a social grouping is built into our genetic structure, and we react physically as well as emotionally to any threats of being cut off from other people’. ‘Cutting oneself off from other people can produce major problems because of this inherited physical and emotional need of social contact, approval, and support'. 

4. Importance of Effective Communication 
In terms of business Effective communication, to many managers is the key to success. In order communication to be effected, it needs all members to fully understand each other, been focused on the subject which is analyzed and not bringing extra noise, asking questions and been able to read and understand the body language. (D. Madjovski 2016) explains that ‘the HR managers have a unique position representing a bridge between the employees and the organization. The way they do their job is highly connected to the readiness and motivation of employees to pursue company goals. To be successful at their job, the HR managers have to be very good communicators . They need to excel the art of speaking and listening well’.

5. Methods of Communication
Verbal Communication
According to the ‘Cambridge Dictionary’ verbal is something ‘spoken rather than written'. There can be a verbal agreement, description or explanation. Verbal communication should be well trained individually in order to be able to send correctly a message to someone who is listening. For example in a job interview, the verbal communication should match the body language, in order to seem more reliable and accurate.
Non-Verbal Communication 
The ‘Cambridge Dictionary' defines non-verbal as ‘not using words, or not relating to the use of words'. In that kind of communication, the sender is using body language, sings and signals to communicate. For example, in management body language has a crucial role to play. Through open body language like open arms, smiling, professional appearance and eye contact. A manager gives the impression to its staff, that is ready to listen and get involved to help the current situation. That part in business is very important in order to keep satisfaction and a positive environment for staff. A good body language learner could also identify somebody lying. Negative body language signs like, little eye contact, too many hand movements, biting fingernails or chewing inside the mouth are some of the most common sings, that someone is lying.

6. Theories of Communication 
In theory communication seems to be a simple process. But things can turn wrong if the steps that need to be followed, are actually not. In the section below I present them most common theories of communication as we learnt in class.
Shannon and Weaver Model of Communication (1948)
That specific theory is considered to be, the “mother of all models", because it is more technological than other linear models. The concepts of that theory are:
Sender (Information Source) – Sender is the person who makes the message, chooses the channel and sends the message.
Encoder (Transmitter) – Encoder is the sender who uses machine, which converts a message into signals or binary data. Therefore it could refer directly to the machine.
Channel – Channel is the medium used to send message.
Decoder (Receiver) – Decoder is the machine used to convert signals or binary data into message or the receiver who translates the message from signals.
Receiver (Destination) – Receiver is the person who gets the message or the place where the message must reach. The receiver provides feedback according to the message.
Noise – Noise is the physical disturbances like environment, people etc. which does not let the message get to the receiver as what is sent.
Schramm's Model of Communication (1954) 
That model has its roots from the Shannon and Weaver model itself. The concepts are very similar the Shannon and Weaver model.
Sender (Encoder) – Information is not for use until  the idea is clearly put in words and conveyed to others. Encoding tends to be crucial because it initiates the process of communication by converting the thought into content.
Receiver (Decoder) – When information reaches the receiver, his first responsibility is to fully understand the meaning of the conveyed message. Until the message is decoded correctly , the message is actually of no use. That is because encoding and decoding are both crucially needed in order to have effective communication. Schramm also highlights that until the sender receives feedback, communication is not completed.
Berlo's SMRC Model of Communication (1960)
That model is also based on Shannon and Weaver’s model. The concepts are again very similar to the prototype. However Berlo emphasized more on factors that can affect individually all the concepts. Encoding and decoding properly, has the most important role in that model. The four concepts are:
Source – The sender is the source, so the one that encodes the message. The way the sender encodes, is depended from different parameters. The communication skills, attitudes, knowledge of the subject, its social system and culture are considered to be the most effective.
Message – The message itself is divided in different concepts, too. The content, elements, treatment, structure and code.
Channel – The channel is also important and effective, as it can change the appearance or even the meaning of the message. The noise throughout communicators has to be balanced and appropriate in order communications to be effective. Its parameters in that concept are the hearing, seeing, touching, smelling and tasting.
Receiver – The receiver is the person who receives and decodes the message. Decoding and understanding the message, depends exactly on the same parameters with the sender. The receiver should have the communication skills and attitudes to understand the message. The knowledge, social systems and culture to analyze is and even get advised on it. 
Despite the effectiveness of that model, there has been some criticism. The biggest disadvantage is that there is no feedback, so the effects of the communication are unknown. The barriers throughout the communication are also unmentioned. There is not really room for noise, which makes quite unrealistic in human communication. It is considered as a complex and linear model. Another, more theoretical disadvantage is that, it needs the people involved, to be on a similar level of communication skills, which makes it unrealistic to real life. The final argue is that the human sixth sense ( analysing, understanding)  is not a part of the channel. 
My own justification about these models is, that they are all based on the main idea of communication. In all three there is a sender, a message and a receiver. They can be correct and faulty the same time, depending on the circumstances we meet in or everyday life. However, all three of these model were found in an age that, worldwide communication was a lot of steps backwards. In an age that human relationships and culture in many parts of the world were not developed as today. For example, back in 1960 people from all over the world, were not able to communicate in matter of seconds. Therefore, effective communication in closer circles, like a neighborhood or a town was also considered to be harder, without the help of technology.

7. Communication in my workplace
I am really happy to be employed in such a high-tech company like InfoTrack. The company is involving in the law data market. There is the base in Australia, in UK and a new branded in USA. As understood, the exchange of information from office to office is crucial, in order the company to keep running. The types of communication are multiple and not only in times of duty. 
My office's hierarchy in every department includes, the consultants who report to managers, the managers after them report to the head of each department. Communication can be verbal, non-verbal, through online platforms and applications. Every member of staff has an employee email address to communicate for professional matters, too. 

8. Conclusion 
History has shown that, from the ancient years communication has been the most important element, in structure of all the Western Civilization. Ancient Greek history proves that even international trading as we know it, is completely based on the communication skills that different Mediterranean nations developed. So they were able to trade goods, or any kind of needs. It is not a coincidence that, the first kind of money was also found in that age as a result of a need between traders. 
Communication is the reason behind the human evolution itself. Our ability to exchange and develop ideas, the need we show on analyzing and understanding facts and events from all over the world, is what makes us special as species. Try to imagine a world without writing communication,  the ability to encode and decode signs, messages or the body language. Nothing would have been the same obviously. We would not really get to know each other, as violence and paleolithic instincts would govern the human nature. The need to help and live with each other is what evolves the societies and develop effectively human relationships all over the world.

9. References
Dictionary.cambridge.org
Oxfordlearnersdictionaries.com 
S. Trychin, Hearing loss magazine: Bethesda, vol.36, lss1, (Jan. Feb. 2015)
D. Madjoski, Hr Strategy and Planning Essentials: Aurora, (May 2016) 




