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Introduction-

The purpose of this report is to write about various types of communication and different theory and methods linked to communication. In this report I will  be analysing communication at workplace or other situation where communication is very important.I also will be writing about different types of communication, such as verbal communication ,non-verbal communication, writing and visual communication. I will be analysing  different ways we  communicate at work and in a organisation  such as  how important it is for  employers and employees to communicate effectively and efficiently. . I will also be talking about communication theory’s like Shannon and weaver (1948) communication model And Berlo communication model (1960). 
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Main body


Communication-

Communication is a process through which an information, idea or even opinions and thoughts is transferred to someone else . Communication is used to send messages and also to receive messages,Communications is very important it let’s us pass our thoughts and feelings to one another..Communication can take place between one to one or several individuals. however the most essential element of communication is that the information should be understood correctly and transferred in the right direction as this can affect the efficiency of what is communicated, therefore it is very vital to communicate very clearly so the receiver does not misjudge you and there is no misunderstanding between both parties. Communication can be done in various means such speaking using sound, using gestures, using sign language, your facial expressions.The main focus of communication is that the sender sends a message and the receiver receives the message clearly efficiently and effectively.
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Communication can be done in four different ways verbal, nonverbal, written and visual.



Verbal communication- 

Verbal communication is using words to communicate with someone, this can be done bye face to face talking and listening using words ,verbal communication is known as spoken communication, how your heard it listen. verbal communication can also be in the form written words like in a letter or emails .verbal communication is the most common way of communicating




Non-verbal communication-


Nonverbal communication is communicating without using sound or speaking, you can communicate nonverbal bye sending or receiving messages bye using sign language, using body language, using hand gestures or using facial expressions 
. We can give facial expressions to make other people understand our emotions and feelings without saying anything. We can give signs to share our feelings such as feeling angry, happy, negative , nervous . If we smile that means people can understand that is a positive sign we can make people understand through facial expression what our thoughts or feelings are.
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Written communication-

Written communication is what we write using a symbols or sign letter, text, email to deliver our thoughts, feelings or ideas to other people.written communication is also important in workplace because when start working in an office we have to understands what is written in our contract paper, if we cannot understand that can be problem in later it can be miscommunication so written communication is also important in workplace. The most common written communication use to be done bye writing letters, nowadays it is done bye sending emails and text  to each other. With letters, email and text you can communicate without saying any words but write your felling and thoughts.


Visual communication 

Visual communication is what we can see in an act, picture or photographs. We also can communicate in visual communication to see a presentation and sketch. What we can understand to see or what information we can get. What information or ideas we can understand to see photographs or pictures because we cannot hear any sound so we have to communicate with photograph what is the photograph telling us without saying any words. 
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Communication in workplace & business 


I work in a India restaurant as a waiter so communication is vital, I have to communicate with the  customers ,with my colleagues and with my managers. I use Verbal communication such as  spoken words and written words with the customers to take their order face to face or even over the telephone, with verbal communication I can understand what they are telling me for and what they want to order for their food. Some time customers use nonverbal communication like hand gestures if they  want me to come to the table. In my work I also use written and nonverbal communication like emails, telephone and apps like just eat,Uber eats to receive messages and also to receive food orders and complaints from our  customers. 

Communication in business is essential, good communication allows employees and employers to communicate effectively and efficiently. Verbal and written communication is essential to deliver information accurately and efficiently in business. Verbal and written communication is vital in writing contacts between employers and employees, therefore it is important in business you communicate clearly and efficiently so the message or information is understood. Communication in business can also be used for personal discussion, conversation, staff meetings, telephone calls, emails and presentations.
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Shannon and weaver communication model (1948)



[image: ]
Shannon and weaver communication model was introduced in 1948, this model was developed to help communicate effectively between sender and receiver.Shannon and weaver model helps find factors which affecting the communication process like noise and other sounds. The model help encode and decode messages from sender to receiver without  the noise disturbance in the middle.This model is best used in  one to one conversation rather than a group conversion.
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[image: ]Berlo communication model (1960)




Berlo model of communication was introduced in 1960, this is a SMCR model of communication. In this model Berlo tells us the source that is affecting during communication and making the communication more efficient. This model of communication also focuses on encoding and decoding, encoding happens between source and messages, decoding  happens before the receiver gets the message.
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Conclusion-




communication is transferring and exchanging words, ideas, thoughts an feelings in mutual understanding in more than two peoples or more. It is vital the sender and the recipient communicates clearly and effectively so the information or the thoughts and ideas are received as intended and clearly. Communication can be transferred with spoken words, using your body like hand gestures, using your face expressions,  writing word, using signs, someone can communicate by sending and receiving emails and text or by letters.,Communication has four different types of communication such as verbal communication nonverbal communication, written communication and visual communication.
Communication is most important at the workplace or in an organisation, because it is important to communicate effectively and efficiently in business. Effective communication is not only passing the information, it is also  about understanding the  feelings of emotion in behind the  information and  what was the message and the  intention. In business communication is essential because it allows employers and employees to communicate their thoughts and feeling, draw up contact, do presentation. Communication in business allows the company to reach their goals so the organisation can grow.
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