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Introduction
In this assignment we are going to talk about communication. What is communication, the different types of communication, the importance of communication and, furthermore, the importance of effective communication. 
Communication is a big part of our life: even though non-verbally, we start communicating from the very first moment we are born. We learn communication through life, first from our parents, then from our friends, teachers and so on. From the beginning of the world, communication was a very important part of everyone’s journey. Through communication, we can express our thoughts, feelings, emotions, our perceptions, opinions, intentions etc. 



1. What Is Communication? 
“Communication is an integral part of our lives. We communicate in different ways to express our thoughts, feelings, knowledge, skills, and ideas. It is normally assumed that communication is identified with speech and sounds but communication is, in fact, the communication of verbal and non-verbal transmission of knowledge. Communication is the basis of all human contact, which is central to human life.(Bunglowala & Bunglowala, 2015, p. 371). “

“Communication is formal and informal information exchange between individuals at organisational or personal levels.” (Olkkonen et al., 2000)

“Communication (from Latin communicare, meaning "to share")[1] is the act of conveying meanings from one entity or group to another through the use of mutually understood signs, symbols, and semiotic rules.
The channel of communication can be visual, auditory, tactile/haptic (e.g. Braille or other physical means), olfactory, electromagnetic, or biochemical.
Human communication is unique for its extensive use of abstract language. Development of civilization has been closely linked with progressin telecommunication.” (Harper, 2013)
Most people would say communication means listening or talking, but communication is a lot more than that. Communication involves two or more people and means sharing information and ideas from one person to another through verbal or non-verbal communication. Communicating effectively means the receiver got the same message that the sender intended to send. 


2. The importance of Communication 

“Communication is the art and process of creating and sharing ideas. Effective communication depends on the richness of those ideas.” (MTD Training, 2012)
The most important skills that a manager can have is communication skills, a University of Pittsburg study found.
If we try to understand communication, we need to understand that communication does not involve just delivering the information. We can define it as the process of creating, sharing and sending ideas. We rely on Communication and it’s a basic feature of everyone’s daily life. From the beginning of the time, human communication played an extremely important role in civilisation and was gradually revolutionised in time. If thousands of years ago we were using symbols and cave paintings, now we can effortlessly text and speak to people that are thousands of miles away. 

3. Importance of Effective Communication
“Effective communication management signifies a process in which multiple types of communications are delivered in such a way that the objective for which the communication is released is achieved to the maximum extent. In a project context, as mentioned by Kerzner (1987), the definition of effective communication includes the following essential factors: (a) an exchange of information, (b) an act or instance of transmitting information, (c) verbal or a written message, (d) a technique for expressing ideas effectively, and (e) a process by which meanings are exchanged between individuals through a common system of symbols. “ (MTD Training, 2012)
“Effective communication is associated with a higher perceived relationship effectiveness and low-levels of conflict because it reduces uncertainty, facilitates dialogue, and provides an opportunity for constructive discussion (Massey & Dawes, 2007). In addition, effective communication provides opportunities for individuals to know each other, as well as generating awareness of what individuals expect from each other and what is needed to ensure healthy communication (Yen et al., 2011).”

Effective Communication means not only sharing a message but making sure that the receiver gets the message and understands the message completely. By effectively communicating with others, you can avoid unpredictability and unnecessary disagreements by making the dialogue easier. 

4. Methods of Communication 
a. Verbal Communication
“Verbal communication is the spoken or written conveyance of a message. Human language can be defined as a system of symbols (sometimes known as lexemes) and the grammars(rules) by which the symbols are manipulated. The word "language" also refers to common properties of languages. Language learning normally occurs most intensively during human childhood. Most of the large number of human languages use patterns of sound or gesture for symbols which enable communication with others around them. Languages tend to share certain properties, although there are exceptions. There is no defined line between a language and a dialect. Constructed languages such as Esperanto, programming languages, and various mathematical formalisms are not necessarily restricted to the properties shared by human languages.” (Ferguson, Lennox-Terrion, Ahmed, Jaya, 2014)

Communication is a soft skill and it is not a one-way process: sending a message and receiving a message are equally important. Having good communication skills is just as important as having good active listening skills. Verbal communication can be spoken or written, and for verbal communication we need both a speaker or a writer and a listener or a reader. 

b. Non-verbal Communication
“Nonverbal communication describes the processes of conveying a type of information in a form of non-linguistic representations. Examples of nonverbal communication include haptic communication, chronemic communication, gestures, body language, facial expressions, eye contact etc. Nonverbal communication also relates to the intent of a message. Examples of intent are voluntary, intentional movements like shaking a hand or winking, as well as involuntary, such as sweating.[3] Speech also contains nonverbal elements known as paralanguage, e.g. rhythm, intonation, tempo, and stress. It affects communication most at the subconscious level and establishes trust. Likewise, written texts include nonverbal elements such as handwriting style, the spatial arrangement of words and the use of emoticons to convey emotion.” (Burgoon, 2010)


Sometimes, without being completely aware of it, our body is sending messages. Changing our tone from friendly to hostile, the way we look, the way we move our hands or constantly moving our body can mean a lot of different things that the person who we are talking to can see, interpret and, if they understand body and sign language, understand.

5. Theories of Communication
a. SW model of Communication

“The Shannon–Weaver model of communication has been called the "mother of all models." Social Scientists use the term to refer to an integrated model of the concepts of information source, message, transmitter, signal, channel, noise, receiver, information destination, probability of error, encoding, decoding, information rate, channel capacity, etc. However, some consider the name to be misleading, asserting that the most significant ideas were developed by Shannon alone.” (Hilbert, 2015)


Shannon was an American mathematician and Weaver was a scientist. The theory known as “The Shannon-Weaver method” is a very technological model and it simply explains communication as the act of a source encoding a message and transmitting that message to the receiver through a transmitter. While getting to the destination, the message can get altered by noise – that can be any disturbance from the environment or from the people.  
 
b. Berlo model of Communication 

“The Berlo's communication process is a simple application for person-to-person communication, which includes communication source, encoder, message, channel, decoder, and communication receiver. In addition, David Berlo presented some factors that influence the communication process between two people. The factors include communication skills, awareness level, social system, cultural system, and attitude.” (Bette, 1972)

In Berlo’s model of Communication, we are focusing on the sender, the message, the channel and the receiver. The sender is the person that transmits the message, the message are the encoded thoughts and feelings that the sender wants to send, the channel is referring to the medium that the sender is using to send the message and the receiver is the person who is getting the message and is trying to decode what the sender wanted to transmit. 

c. Schramm model of Communication 

“Communication is usually described along a few major dimensions: message (what type of things are communicated), source/emissor/sender/encoder (by whom), form (in which form), channel (through which medium), destination/receiver/decoder (to whom). Wilbur Schramm (1954) also indicated that we should also examine the impact that a message has (both desired and undesired) on the target of the message.[13] Between parties, communication includes acts that confer knowledge and experiences, give advice and commands, and ask questions. These acts may take many forms, in one of the various manners of communication. The form depends on the abilities of the group communicating. Together, communication content and form make messages that are sent towards a destination.” (Scramm, 1954)
 
Schramm believed that communication is a two-way street and his model is rather circular than linear. In his perception, it is very important that the sender and the receiver have the same level of knowledge as it would be practically impossible for a person who does not share the same field of experience to understand what a person with a higher level of knowledge wants to say.

6. Effective Communication at your workplace

I have been a nanny for the past seven, almost eight years. Most people would say it is a very easy job but I have worked for high profile families and I have come to the conclusion that effectively communicating at your workplace is vital. One time, I had to switch from being a nanny to being a proxy parent for a single parent family, when the mother had to work abroad for months. Finding a balance between working as a full time “parent” and therefore taking care of each and every aspect of the kids’ life and effectively communicating with the kids’ mom was not easy. 

As a childcare provider, you need to always tell the parent about how the kid’s day went: what he/she ate, if he/she was in a good mood or not, how school went, how his/her sleep schedule was etc. It becomes even more challenging when the kid has special needs or is extremely sick; as I’ve been working with kids with Down Syndrome and Severe Atopic Dermatitis, I have learned that communicating effectively with parents is essential when it comes to giving medicine, giving the right treatment on time etc. 

Being able to easily and efficiently communicate also helped me while going to my nanny kid’s doctor appointment, while going to my kid’s teacher-parent meetings, while attending home-owner association meetings and, last but not the least, in everyday life. I am able to effortlessly make friends and send the right message to the right people.

Technology played a very important role in my career as a nanny: without technology, I would not have been able to communicate with the parents that were working abroad, sharing ideas, thoughts and informations in real time would have been difficult if not impossible and keeping in touch with the parents 24/7 would have been really hard. 


7. Conclusion 
In today’s world, being able to effectively communicate (especially at work) is an essential life skill. Employers have always been looking for well skilled, educated employees but having a soft skill as efficient communication skill will definitely grow the possibility of getting a job and keeping it for a long period of time. 
Good and effective communication skills are very good in achieving the right level or productivity and preserve good relationships between the employer and the employee. 
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