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1. INTRODUCTION

Communication is the main and one of the most important part of life and the nature of society. By using it people can express their filings, thoughts, ideas, conceptions, positions on certain issues and moods (sadness, happiness, excitements, envy, angry, love)
Communication is each act of transmitting information. It is an information exchange process between people, all living organisms and systems by speaking, writing, or using some other medium. 
Communication is a key factor for success in every area of life.: 

·  In daily life plays an important role in quick connection with other people, solving out problems, developing our skills and knowledge.  
· In organizations effective communication helps employers to motivate and inspire employees to achieve organisational goals.

· In management and business relates to managing people and works, communicating with clients and stakeholders, making decisions, solving problems out and much more.

· In education is important for developing skills in speaking, listening and writing.
In this report my discussion will be about communication and its importance in life, theories of communication and how they connected to my case.
2.
DIFFERENT TYPES OF COMMUNICATION

There are two fundamental types of communication – verbal and non-verbal.

2.1.
VERBAL COMMUNICATION
 is any communication using spoken or written words.

-
Oral (spoken) communication is using words, speech or conversations.

Examples of oral communication are phone calls, media (TV presenters, radio news reading, public speeches, discussions)

-
Written communication is any exchange information between people using written words, for example – letters, books. newspapers, documents, magazines, emails.
2.2.
NON-VERBAL COMMUNICATION
is any action or body movement by using gestures, facial expressions, symbols, signs, colours.

There are four categories of non-verbal communication:

-
Aesthetic – art, music, dance

-
Physical – body remove, smile

-
Signs – frown, wink, smile

-
Symbols -signals, jewellery

Non-verbal communication includes humans’ emotions like anger, sadness, happiness, envy, fear, love.
Non-verbal messages contradict, substitute, regulate, repeat and emphasise verbal messages.

Para verbal communication is the tone of the messages, or how the thinks are said (angry, sad, polite, happy).(Smith, 2013)
2.3.
FORMAL AND INFORMAL COMMUNICATION 

Based on purpose and process of communication it can be formal (official) and informal (simple).

-
Formal communication involves financial communication, emails, letters , formal protocols 

-
Informal communication is exchanged information between people by letters and emails,  with no official meaning.
3. EFFECTIVE COMMUNICATION IN BUSINESS ORGANIZATION

Effective communication written and verbal is an essential part of business organization. It helps of controlling working process and is a base of  management to develops and achieves the organizational goals.
Communication process in business organization covers all stakeholders – employees, managers, owners, their families, customers, competitors. Good written and verbal communication between all this units in the organization helps to develop a successful business and make a good profit. It  helps for exchanging ideas about products, services, organization culture and values. (Senapati, 2016)
4. RELEVANT THEORIES (SHANNION AND WEAVER, SCHRAMM AND BERLO)
Communication cycle including creating, redacting and sending information (words, ideas, emotions, thoughts).
Communication models’ theories are forms of the process of communication work in details.

The relevant theories my report will show are “Shannon and Weaver”, “Schramm” and “Berlo”.
4.1. THE PRESENCE OF ”NOISE”
between encoded and decoded messages.

 Information sending by the sender to the receiver goes through some medium which in communication theories is called “CHANNEL”. It contains noise and other components that contribute to failure of the sending message before its arriving to receiver.. Some factors, affecting a channel  include continuous noise, its level, periodical noise and its frequency.
Examples of noise are:

· syntactical – meaningful combination of words into sentences and phrases.

· unwanted noise – cars, machines, environment.

· semantic - wrong meaning, relates to different interpretation.
· cultural noise – culture differences and much more.

4.2. SHANNON AND WEAVER 
communication theory model is a five-step process includes:

- information source (sender) – creator of the message

- transmitter (encoder) – turns the message into a signal

- channel (noise) – the message goes through some medium.
- reception (decoder) – the signal goes into message

- destination (receiver) – the destination of the message sending by sender. (Appendix). 

· Feedback – luck of confirmation of information that is understood..(Communicationtheory.org, 2010)
The transmitter encodes the message and sends it to the recipient. The message goes through some medium (channel). If it  contains noise or different components interfering the message, there is feedback.
4.3. SCHRAMM COMMUNICATION THEORY MODEL
claims that the communication is two ways process with an encoder and decoder. The model’s steps are sender-message-receiver-interpreter. (Appendix). In this communication model message going from sender to receiver and then travel back from the receiver to sender. In fact, a sender delivers a message and then become a receiver.
4.4. BERLO S COMMUNUCATION MODEL
is four steps process which includes source, message, channel, receiver. (Appendix). The specific of this theory is that the sender and receiver should be at the same level of education, culture or skills to communicate effectively, which in nowadays is nearly impossible. (Slideshare, 2015)
5. THE IMPORTANCE OF EFFECTIVE COMMUNICATION


In this point I will discuss my friend’s workplace and how all situations there connected to importance of effective communication. Also, I will analyse which communication theory related to each different situation.

My friend is working in a big house, like a housekeeper. This place is inhabited by 5 family members. – man, woman and their three children. The house contains TV receiver in each main room. TVs are working all the time while she is in the house, so there is a lot of noise. When the children are in home all together the noise is getting bigger and loud, due to musical toys, they are playing with, constantly working TVs, family’s members voices and children’s crying. Sometimes electrical appliance like a hoover makes extra noise.   


That entire noisy situation makes my friend unable to understand properly messages, which she receives from family members. That leads to misunderstanding (wrong message content) and sometimes to feedback (she cannot confirm understanding of information). In this case there exists a channel between family member (encoder) and my friend (receiver) which relates to Shannon and Weaver communication model theory. My friend is using non-verbal communication (facial expressions and body language) in this noisy situation, due to inability to communicate verbal whit no one. 


Sometimes she is using her phone to send message or make conversation with family member. This is a written verbal conversation (text) and verbal communication (conversation). In this situation my friend is sender and family’s member is receiver.


In different situation my friend needs to repeat loudly her words or sentences, because of misunderstanding and unconfirmed information from some family member. In that case she is encoder, family member is decoder and there exists channel and feedback (Shannon and Weaver communication theory).


In some different situations she is not able to deliver clear message, because of language barrier and that relates to encoding error (incorrect assumption of culture and language).
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6. ROLE OF CULTURE IN COMMUNICATION
The culture in communication contains some basic elements that are important for the interaction between people. Culture refers to history, knowledge, language, believes, rituals, religion, habits, lifestyle, attitude, social life and much more which unites particular group of people. This type of communication requires understanding people from different culture’s speech, perceiving their feelings, habits and rituals. 

Every different culture impact on its people. Communication with these people requires knowledge of their behaviour and culture. For example, if you speak with some person and they don’t make eye contact with you it doesn’t mean they don’t listen you, it depends of their culture. If someone speak very rude to you, it doesn’t mean they don’t like you, it simply depends of their culture. Free conversations are acceptable for some nations, but  unacceptable for the others. 

Good communication between people of different cultures occur when these people accepted the differences of their cultures with open mind and integrated themselves in society and business organisations. (Rampur, 2011)
7. COMMUNICATION BETWEEN MANAGEMENT AND EMPLOYEES. HOW DOES IT WORK AND TO WHAT PURPOSE
 Effective communication in workplace leads to successful business management, excellent results and achieving aims.  Avoiding misunderstanding and stressful situation in work by effective communication helps managers in socializing, motivating, controlling working process, saving time, uniting people, resolving problems and conflicts. Effective communication needs to deliver clarity, integrity and tone of the message.
Clarity avoids misunderstanding, safe time and help employees to do their work fast and efficient.
Integrity  makes employees to believe managers.
 Polite and friendly tone unites and motivates people around the task. Rude and assertive tone puts people in a stressful situation and makes them less productive.
Important part of the communication between management and employees is method of contact. Formal communication doesn’t deliver friendly and relax atmosphere to the workplace. On the other hand, informal communication makes employees calm and supporters. In my opinion written communication in the organization should be formal but spoken communication – informal and friendly.(Vdovin, 2017) 
8. EFFECTIVE COMMUNICATION STRATEGIES

8.1. TYPES OF COMMUNICATION STRATEGIES

There are three types of communication strategies:

· Verbal – two categories – written (email, text, chat) and oral (phone calls, face to face conversation, video chat)

· Nonverbal – body languages, facial expressions, physical distance between communicators, tone of the voice.
· Visual – signs, illustrations, webpages
· 8.2. KEYS AND EFFECTIVE TECHNICS IN COMMUNICATION STRATEGIES 
8.2.1. KEYS
· Know yourself - be confident, value yourself and your experience
· Focus on the conversation, not the person – be professional
· Avoid manipulative behaviour – try to value your interlocutors 

· Interacting – listen others, value their ideas, be flexible

· Use confident questions and answers

· Be honest and open minded

· Be realistic (Ray, 2017)
8.2.2. EFFECTIVE TECHNICS
· Pay attention to the person you are talking to (body language, tone of the voice).

· Listen carefully, be flexible
· Ask person you are talking to for feedback

· Don’t be curious, don’t be selfish

· Be positive 

8.3. EFFECTIVE STRATEGIES
· Stay open posture – don’t cross your arms

· Sit squarely – sitting on the corner of the table helps you observe better 

· Relax – avoid pressure and stress

· Don’t lean towards the interlocutor
· Don’t stare at the person you are talking to

· Make sure you look good – the way you look says a lot about you

· Stand upright – don’t stand with the wrong body postures
· 8.4. EFFECTIVE CONVERSATION STRATEGIES
The messages in a conversation must contain:
· Completeness – complete and clear

· Concreteness – solid and specific
· Concise – short, tight, compact, summary

· Courtesy – polite, gentle, moderate, friendly

· Correctness – regularity, accuracy, propriety

· Clarity - clearness, purity
· Consideration – discussion, consultation

· Creativity – original ideas

· Coherent – understandable, make sense

· Conciseness – briefness, tightness (Robinson, L et al, 2019)
9.  CONCLUSION

In conclusion it must be said that communication is valuable in any aspect of life. It is important part of people’s life, both in everyday life and in the workplace. 
The mixture of words, gestured, body language, medium of communication can be effective and successful in one case, but it can be offensive and cause a lot of damages in another case. Words and body language must be used carefully in business, management, organizations or in communication with people from different cultures.
In organizations and business management effective communication (selected and properly used words and gestures) plays significant role for successful development and prosperity. 

In life there are some misunderstandings in communication depending on the environment we live and the words and body language we use. That is explained well in communication theories models.
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Pedro works on a building site and Maria is his wife.

One day Maria phoned Pedro.

‘Hello, Pedro, when you're coming home, see if you can get me a chicken.’
‘Okay,’ replied Pedro.

When he got home, Pedro took off his boots and coat and went into the kitchen.
‘Maria, where are you?’ He said.

‘Here —in the sitting room,’ she said.

When Pedro went into the sitting room, Maria said, ‘Where is the chicken?’
‘What Chicken?’ Asked Pedro.

The one | asked you to get on your way home.’

Oh, no! I thought you said when | come home | will see you in the kitchen!

Q1: Why do you think Pedro misunderstood Maria?

Q2: Which Model of Communication explains this confusion and why? A, B or C? (see Page 2)
Q3: How could this have been prevented?

Q4: Which Model of Communication explains how it could have been avoided? A, B or C?

Q5: Is there anything missing in Models A and C?

Q6: Can you name each of Models?

A:

B:
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You are the Director of Communications at your company and you would like a Supervisor, Mary
December, to go on a training course in non-verbal communication because you have observed
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