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Being able to communicate effectively is one of the most important qualities in a person's life because communication is the basis of understanding in society and any of the modes of communication is a vital element.
[bookmark: _GoBack]Communication is a dialogue between two or more people or the ability to deliver any information using verbal or nonverbal language. It can be also defined as the act of delivering someone’s thoughts, ideas discussing face to face, online, using books, letters, emails, meetings and others.
People use communication daily at each of the environments for example at home, university, workplace, travels, and it makes this skill absolutely necessary because it helps people to express their thoughts ,to share ideas, or to exchange any other information and building relationships.

Moreover there are four main types of communication like: verbal, nonverbal, written and visual. 
Verbal communication is one of the most efficient types of communication because it includes words which make the process of understanding faster during meetings, phone calls, videos, presentations, or just when two or more people are talking face to face. This skill can be improved by using a strong and confident speaking voice to make sure that people can easily hear and also that ideas are clear and easy to understand. Another way is to use active listening because it is a key for effective understanding in a presentation, meeting or just a conversation.


Nonverbal communication is also very important because it includes gestures, posture, body language, facial expressions, eye contact, and even distance between speaker and receiver. This skill is useful when a person is trying to understand other person’s feelings or what about he is thinking. It can be improved by being international about nonverbal communications using body language to support verbal communication. Another way to develop nonverbal communication is noting how emotions feel physically as developing self-awareness around how emotions affect body can give greater mastery over external presentation.
Written communication is the act of writing, typing or printing symbols like letters and numbers to convey information. It is helpful because it provides a record of information for reference. Writing is commonly used to share information through books, pamphlets, blogs, letters, memos and more. Emails and chats are a common form of written communication in the workplace. (4 Types of Communication (With Examples); written; 2020). Written communication can be improved by reading books and practicing it by writing messages, emails, texts and others.
Visual communication is the act of using photographs, art, drawings, sketches, charts and graphs to convey information. Visuals are often used as an aid during presentations to provide helpful context alongside written and/or verbal communication. (4 Types of Communication (With Examples); Visual; 2020)
Any business organization becomes a successful one thanks to a strong team based on effective communication between employers and employees. Moreover, employees should communicate effectively with their managers, colleagues and customers because it is a key in employee management, product development and customer relations. Communication in a business administration can be improved by: keeping each of the staff members always involved in team activities, trainings, group discussions and others; clearly, politely and plainly delivering information and to provide goals ensuring that staff are aware of the objectives . In addition it can be improved also by effective listening as communication is not just a one-way process, it is very important to show that speaker is respected and give him a feedback.




Shannon and Weaver

The Shannon and Weaver model is a linear model of communication that provides a framework for analyzing how messages are sent and received. It is best known for its ability to explain how messages can be mixed up and misinterpreted in the process between sending and receiving the message.(Definition of the Shannon and Weaver Model, Shannon-Weaver Model of Communication | 7 Key Concepts (2020) ). This model of communication argues that communication can be broken down into 6 key concepts: sender, encoder, channel, noise, decoder, and receiver.
The sender starts the process by choosing a message to send, someone to send the message to, and a channel through which to send the message.
The encoder is the machine or person that transform the idea into signals that can be sent from the sender to the receiver.
The channel of communication is the infrastructure that gets information from the sender and transmitter through to the decoder and receiver.
Noise interrupts a message while it’s on the way from the sender to the receiver.
Decoder is a device that decodes a message from binary digits or waves back into a format that can be understood by the receiver.
Receiver or destination is the step where the person finally gets the message, or what’s left of it after accounting for noise.
(Shannon-Weaver Model of Communication | 7 Key Concepts (2020))

“The fundamental problem of communication is that of reproducing a message sent from one point, either exactly or approximately, to another point” (Shannon, 1948, p. 379).
The Shannon and Weaver model of communication is very important because people use this theory to understand what are the causes of the noise during the communication online, face to face, calls,  using radio, television, text, video,  mails, etc. and how to reduce them and also how to make better the quality of the message.
(Shannon-Weaver Model of Communication | 7 Key Concepts (2020))
[Online] Available at: https://helpfulprofessor.com/shannon-weaver-model/





Berlo’s model of communication

Berlo’s a model of communication represents a scheme called SMCR model. This scheme is the communication process described  by four components: sender, message, channel and receiver.
The sender of the message is the source who creates and sends the message to the receiver. The source is the start of the communication process and is the person who encodes the message. Factors that can influence the sender are also applicable to the receiver. Berlo’s SMCR Model of Communication identifies some factors that affect the source: communication skills, content, social systems, knowledge and culture.
The message is the package of information or meaning that is sent from sender to receiver. The message can be sent in various forms, such as audio, speech, text, video or other media. The sender of the messages always wants the receiver to interpret the message in a certain way. The source’s intention is therefore translated into a coded message. The receiver should understand the message with reasonable accuracy. The message is influenced by: content, elements, treatment, structure, and code. 
The channel is the medium used to send the message. The medium must be able to be picked up by the sensory system of the receiver and may therefore involve vision, sound, smell, taste or touch.
The receiver is a person located at the end which receives and subsequently decodes the coded message.
Berlo’s SMCR Model of Communication is useful because it makes communication more efficient.


Schramm
The Schramm Communication Model is a cyclical communication model containing all basic principles of communication. (What is the Schramm Communication Model? ; Schramm Communication Model, 2013-2020)
This kind of communication is useful because it helps to determine how communication between two people works when they’re exchanging information, ideas, or attitudes.
In my point of view effective communication is one of the most important factors in our life because this is the basis of a developed society due to the fact that each individual can express his ideas, thoughts, any kind of information and is based on mutual trust and respect. Moreover effective communication is the key to success in any of the fields such as school, university, workplace, and personal life. This skill should be improved as in my opinion it is the foundation that underlines the understanding.
(What is the Schramm Communication Model? ; Schramm Communication Model, 2013-2020)
[Online] Available at: https://www.toolshero.com/communication-skills/schramm-communication-model/

Culture is one of the factors that plays a very important role in effective communication. Moreover communication and culture reciprocally influence each other because effective communication includes the correct way of expression, the level of education of the person who communicates, good manners and respect for others and also communication influences the level of culture of each person as through communication people develop their level of knowledge, get new interests in different fields, there is an exchange of experiences and obtaining new information.
Good communication is very essential for achieving productivity and keeping strong working relationships in an organization. Effective communication is a very useful skill at workplace and its purpose is that employees and employers need to talk and understand each other to make a good job and also communication between colleagues helps to increase teamwork, employee satisfaction and the ability to freely communicate with their superiors. Without effective communication at workplace companies will lose their efficiency and productivity, report between producer and customers and it can even lead unmotivated staff and to the company’s disappearance. However effective communication is one of the most important factors in the world economy. In addition non-verbal communication is also important as it includes body language, face expression, position and others. The development of SOLER as an active listening model, or a way to physically demonstrate interest and engagement, was created by author and professional management consultant, Gerard Egan. His model is used today in clinical counseling and professional settings worldwide, and can be incredibly useful in any situation as a baseline for better listening. Egan’s theory depicts the most effective body language to employ to make others feel cared for. It’s an acronym that stands for: Square, Open, Lean, Eye contact, and Relax. (Good non-verbal communication:, Mastering the Art of Nonverbal Communication – S.O.L.E.R. , 2015 )
The 7 C’s of communication are the 7 principles of communication which are a useful way to ensure good and business communication. The 7 C of Communication are: completeness, concreteness, courtesy, correctness, clarity, consideration, and conciseness and it provide a useful check list as a result of which both written and verbal communication pass off in a clear, plain, target group-oriented and well-structured manner. (What are the 7 C’s of Communication? 7 C’s of Communication, 2013-2020)
(Good non-verbal communication:, Mastering the Art of Nonverbal Communication – S.O.L.E.R. , 2015 )
[Online] Available at: http://www.ingredientsofoutliers.com/the-art-of-non-verbal-communication/
(What are the 7 C’s of Communication? 7 C’s of Communication, 2013-2020)
[Online] Available at: https://www.toolshero.com/communication-skills/7cs-of-communication/
Conclusion
In conclusion, from this assignment I learned that communication is a strictly necessary thing in everyone’s life because it is the basis for relations between people, organizations, countries and others. It is very important to know the types of communication, why each of them is important, how it can be effective in a business organization, communication theories, role of culture in communication and communication at workplace as it is very helpful to reach a successful person and to be an active citizen in society. Moreover any person should improve this skill as much as possible because it helps to progress in life and career, to handle difficult situations, to overcome obstacles, to develop abilities, to build rapport and to gain greater and trust from other people.
