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Introduction
The purpose of this report is to understand the value of communication not only the spoken one but also our body language and so on.
This module explained how we use the communication verbally, non-verbally and written; it also explained the different model of communication such as: Shannon and Weaver model, Berlo’s Model and Schramm’s Model of Communication.                                                                                                                                                 In this report I will also write about some cases of studies that we observed during our classes and comment on it and describe what I learnt from it.


















General view of Communication
The general view of communication is to interact within a social context. Communication usually involves a sender (source) and a receiver. It involves the interlocutors exchanging signals. These signals could be verbal or written, it could be done with the eye, body movement or just with the tone of voice.
Communication can be defined as a field of study concerned with the transmission of information and broadcasting. It can involve any kind of professions, which have to do with the transmission of information such as advertising, public relations, journalism etc.
The transmission of the message from sender to recipient can be affected by a huge range of things. These include our emotions, the cultural situation, the medium used to communicate, and even our location.                                                                                                                                             Essentially, communication is defined as the process giving, receiving, and sharing information; in other words, talking, writing, and listening or reading.
In this module I have learnt about the importance of communication, mainly about the value and impact of the non-verbal communication while communicating with someone.                                                                           By saying verbal communication, we mean the spoken or written words and with non-verbal communication we mean everything, but the words, which could be the body language, face expressions, eye contact, gestures etc.
The non-verbal Communication
A more academic definition for the non-verbal communication is the exchange of information through the non-linguistic means; “linguistic” means words, therefor non-verbal communication is communication without words.
The non-verbal communication it is considered more significant as the action speaks more than words. People speak using their voice, but they converse with their bodies, in fact the 70% of a conversation is based on the non-verbal communication. When the verbal communication contradicts the non-verbal communication, people adapt to the non-verbal communication to interpret the true meaning.
There are four categories of the non-verbal communication: aesthetic, which are the expressions; physical, the body movements; signs, which are the signals; and symbols, the material objects.
The non-verbal communication has a very big effect on a conversation, in fact some statistics explains that the 55% of the communication is based on the non-verbal language, the 38% with the tone of voice and only the 7% is based on the verbal communication.                                                                                                      This explain that the non-verbal communication plays a big role while communicating, but we need to be aware of our non-verbal communication as it could contradict the verbal messages; it can be used as a substitute for the verbal messages; it could repeat and emphasize the verbal messages; or just regulate/support the verbal messages.
The non-verbal communication is something that everybody uses while communicating and has different roles. We usually respond/adapt to others through non-verbal messages and typically the non-verbal communication is more believable than the verbal communication.
The written communication
There are a vast range of written communication. It could be text messages, reports, books, letters, etc. The written communication can be used to promote materials, information, or just in operational events.       The written communication is usually the most common form of business communication, this should be formal; and it also considered written communication the text messages, memos or anything that we write, but this is usually written in an informal way.
With all the communication channels, the businesses rely most on the written communication. Emails, memos, newsletters etc. An advantages of this type of communication is that the messages can be referred back to at a later time, making it the best option for sending a lot of information at once.
Of all the types of communication, written is the most reliable for discussing topics related to business. There are many different types of written communication channels in business, but the main three are: transactional written communication, informational written communication and instructional written communication.
The transactional written communication is a message sent to get results. It could be a quick clarification, a request for something as a meeting or just an information. The whole point of this type of communication is to get a response with the best information. When sending a transactional message, it is recommended to use an online written communication instead of a paper message, as it takes less time to get the response with the information asked for. Informational written communication includes the sender delivering a message for the receiver’s benefit, in this case there is no response needed.  Informational messages can be sent only to one person or to a group of people, with the help of online and offline channels. Instructional written communication gives receivers direction for a specific task. 
The advantages of written communication could be that it gives the receiver enough time to think, act and react; it can be used as an evidence for legal reasons; it can be sent to many persons at a time.



Formal and Informal type of Communication
Formal communication is a type of communication in which the channels for the circulation of the information and data inside an organisation are predetermined and follow a specific red type. These are official channels of communication, which must be followed at all levels of hierarchy. The organization ordinary depends on this sort of communication in performing its essential capacities and exercises. A few examples of formal communication could be, planned time sheets, company entrance emails, participation sheets etc.
The informal type of communication flows freely without any pre-set rules or regulations within an organization. An in formal communication does not follow any fixed procedures and can flow in any direction. Some examples could be text messages or memos.
The difference between these two types of communication are: meanings, operational activities, decision making and reliability.
The models of communication
In this module I have learnt about three modules of communication, which are the Shannon and Weaver Model of Communication, the Berlo’s Model of Communication and the Schramm’s Model of Communication. 
These three models are different from each other as each one explained differently the main parts used to describe the human communication process.
The Shannon-Weaver Model of Communication – this model of communication emphasizes the importance of encoding and decoding of the messages that needs to be sent.
This model introduces elements for the communication process: the sender, the encoder, the channel, the decoder and the receiver.
The sender is the person that first think of the message that they want to communicate. 
The encoder takes this message and turns it to signals. In other word this is the language we use to explain our message, and it could be written or spoken.
The channel refers how the message is sent. This could be through emails, telephones, or text message etc.
When the message arrives to the receiver, it must be decoded; this means how the receiver interprets the message and converts it to language.
When the receiver understands the message, it usually sent back a response and it is called feedback.
In the Shannon-Weaver model of communication there is the concept of noise, which helps in making the communication effective by removing the noise or the problem causing noise. This model also takes the communication in a two-way process, so it makes the model applicable in general conversation.
However there are some disadvantages of this model of communication, as it is more applicable for interpersonal communication than group communication and mass communication; the receiver in this model plays the passive part in the communication process as the sender plays the primary role, in fact the feedback is considered less important in comparison to the messages sent by the sender.
The case study that explain this model of communication is the Maria and Pedro’s one. This case of study explained how this model of communication can be act on a normal conversation in our daily life. Basically, Pedro is a builder and his wife Maria called him while he was at work and told him to get the chicken when he was coming home. He came home but without the chicken and went directly to the kitchen as he thought Maria told him to go to the kitchen when he was coming home. This case of study explains the Shannon-Weaver model of communication as Mario is a builder so there were probably some noises that did not make him understand the message. This could have been prevented if Pedro repeated what he understood from the message 

The Berlo’s Model of Communication – The case of study that explain this model of communication is the one with the professor and the village people. The professor’s house was on fire and he went to the village people and asked them help with words that the village people did not understand the Berlo’s communication model focuses on encoding and decoding messages, which occurs before the sender sends the message and before the receiver receives the message. The model mainly has four components to describe the communication process they are sender, message, channel and receiver, and each component is affected by many factors. The first change we can observe is that there is no feedback and no room for noise. This is a linear model of communication, so people must be at the same level to communicate effectively, so they did not say anything and continued to work. This happened because the professor communicated with them with words that they did not understand, he could have use very simple words so that the village people could have understand and helped him.





The Schramm’s Model of Communication – according to this model, the encoding and decoding process is essential for effective communication. Coding plays a very important role because it starts the communication process by turning ideas into content. When the message reaches he receiver, his main responsibility is to understand or decode the message that the speaker wants to convey.
The same case of study of the professor and the village people could be used for this model of communication, as this model does not require a feedback from the receiver and as the case of study, the professor did not have any feedback from the village people.
EXAMPLES OF POOR COMMUNICATION IN MY WORKPLACE
I work as a security officer in a covid-hotel and my main duty is just standing in the floor that they give me and check that the guests does not leave their room. Our job start at 7am and finish at 7pm, and everyday we have to sign in when we arrive. Since a few days, they want us to sign out as well, as there were people leaving their floor empty before the time scheduled. Since a few days they started to sign out, but nobody told us where or when do we have to sign out. The first day there was a lot of angry people as we worked 12 hours and all of us wanted to go home as soon as possible, but they did not left us leaving until 8pm as no one knew how to sign out. I think this happened because of poor communication, as we all have walkie talkies they could have informed us by saying that we need to sign out and where do we have to do it, so we could have prepared and informed. 

CONCLUSION
This report contains most of the topic that the lecturer taught us in this module. I have learnt that communication in a non-stopping thing, as do not communicate only with words but also without. The lecturer taught us about the different types of communication such as the written communication, the verbal communication and the non-verbal communication. The case studies helped me to understand better every model of communication and I have also learnt the differences between formal informal type of communication.
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