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INTRODUCTION 

In this essay, I define and explain the communication, understanding the difference between verbal and nonverbal communication and how I can apply it in my own situations. Also included in this essay the three models of communications, namely Berlo’s, Shannon and Weaver, and Schramm, and explains concepts of human process of communication.


DEFINE AND EXPLAIN COMMUNICATION 

Communication is the process of exchanging thoughts, passing of information or ideas from one person to another (Maund, 2015). It is a continuous process of transmitting messages within a communication medium that requires at least one sender and one receiver (Maund, 2015). It begins with sharing of any facts, values, ideas, feelings, or concepts in the mind of the sender to the receiver to reach a common understanding (Communications: Process, Importance, Types, Barriers with Examples, 2020).  In addition, communication is crucial to the survival of humans and organization (ibid).

Communication is a steady practice which mainly involves three elements (ibid).

· SENDER
The sender, source or the one who starts communication. Sender bring about the message and transmit it to the receiver.

· MESSAGE
It is any of the sender fact, view, thought, idea, and or information that is intended to be communicated further.

· RECEIVER
The receiver is also called the audience, decoder, listener, or observer. It is to whom the message is intended. 

And lastly, 7 C’s of communication that will be very useful to remember (ibid).

· Completeness
· Conciseness
· Consideration
· Clarity
· Concreteness
· Courtesy
· Correctness


VERBAL COMMUNICATION 

Verbal communication use of words to express yourself.  Communication can either be both written and oral.  The verbal element of concepts of communication is how your thoughts are heard or interpreted (2011-2020, 2020).  Verbal communication requires the both the writer to convey the message, and a reader or listener to get on with the message. Speaking calmly and with clarity and preciseness or being polite and following rules of etiquette are some examples that will help the process of verbal communication.  There are two basic verbal communication skills (ibid).

· Effective speaking mainly involves three area, your chosen words, how you convey it, and how you support it with non-verbal communication. All of three will give effect to the sending of your message, and how the message will be understood by the receiver.

· Active listening is a crucial skill. It is mainly concentration on listening to the speaker and not thinking on how you are going to reply. There are lots of way to listen effectively such as keeping an open mind, avoiding distractions, or being objective.

TWO MAJOR FORMS OF VERBAL COMMUNICATION

· ORAL COMMUNICATION is the sender’s way to transfer information to the receiver through verbal and visual aid. Few benefits of oral communication are it is more efficient to deliver the message instantaneously to receiver, instant response is gathered, and open discussion is possible and resulting to mutual understanding. Contrarily, below are the few disadvantages of oral communication. (Prabavathi and Nagasubramani, 2018).
· It is very hard to draw the attention of the audience with poorly planned oral communication.
· Self-confidence is very important but over-confidence might crash the communication.
· A busy situation in oral communication may cause misinterpretation and therefore invalidates the message.



· WRITTEN COMMUNICATION is another form of communication that is writing and documented such as letters, research papers, memos, reports. It is a solid form of documentary evidence that can be use for future references purposes (Prabavathi and Nagasubramani, 2018). Use of written communication are more common in professional and business operations therefore good writing ability is very important (Written Communication - advantage, type, benefits, disadvantages, The communication process, 2020). One benefit of written communication is you can make multiple drafts before submitting it which means you will be able to make necessary changes to highly communicate effectively. Furthermore, recipients have time to properly read the message to give proper feedback to the sender. However, feedback will not be instantly given back which can cause problems when an immediate response is needed. Also, unlike oral communication, body language and facial expression will not be seen which means some message might be lost (ibid).



NONVERBAL COMMUNICATION

Nonverbal communication is a communication that is not spoken or written that will create meaning for the receiver.  In addition, nonverbal communication also commonly known as your gestures or body languages use in order to communicate without any words (Maund, 2015). Body language is a form of physical behaviour, mannerisms and expressions to communicate nonverbally, and generally done naturally rather than intentionally. Research says that approximately 70 percent of nonverbal actuations are in involved in every communication (Hull, 2016). Common types of nonverbal communication are facial expressions, eye contact, body language, para-linguistic, and silence, hence those very powerful ways on how we present them to others (ibid). Nonverbal elements of communication are the way of expressing our own self without words, which shows that body language gives greater meaning of verbal message, or even replace it (Damanhouri, 2018). In addition, nonverbal communication provides enormous help to handicapped people, most especially deaf people who uses movements of hands, finger, eyeballs to exchanges messages. However, nonverbal communication is ambiguous and unclear because no words are used which would give a clearer message to the recipient. Furthermore, there is no accurate literature that can be used to define the nonverbal communication given (Advantages and disadvantages of non-verbal communication, 2020).

Analysing all these facts and in relation to my previous work experienced, good communication plays an important role in keeping a solid working relationship not just with my colleagues but most importantly my customers that I am assigned at. I used to work in Heathrow Airport as a customer representative for British Airways executive passengers. Airport is a very diverse workplace where cultural and language differences are very common. Written communication through office memorandum and emails is an efficient                                                                                                                                                                                                                                                                                                                                                                                                                                                                               way of management to communicate with the staff.  But the use of oral communication when dealing with passengers/customers is highly effective as communication has to be quick and direct, obtaining immediate feedback.  Adding a few of nonverbal forms to communicate with passengers are beneficial to show respect by talking with the calm tone of voice, smile during conversation, direct eye to eye contact, and a good posture. But the real challenge in my workplace is dealing with co-workers with different cultures, attitudes, and sometimes lack of experience. Different culture has different ways of seeing and hearing, interpreting and thinking.  The use of nonverbal gestures is all around my work environment. I am personally aware of how I would use my tone of voice as I am afraid my colleagues might judge me to be pushy, showing up to work with correct body  posture as people might think I am  sick and not fit to work, or communicating with happy face. In my experience, my correct use of nonverbal elements helps me maintain a good working relationship with my superiors and colleagues.



THREE MODELS OF COMMUNICATION

BERLO’S SMCR MODEL OF COMMUNICATION 

Berlo’s model of communication consist of four elements (Sender, Message, Channel, and Receiver) that illustrate the process of communication, and all four
elements are influenced by different aspects (Janse, 2020).

· SENDER or the source, communicator, or the person who initiates the message to the receiver. Below are the factors that affects the source on how the receiver interpreted the message
· Communication skills or the capability to share the feelings and ideas adequately.
· Attitude or the way you think the subject feel about the receiver will have an impact to the meaning and importance of the message.
· Knowledge or good comprehension with the subject of the message generates efficiency in communication.
· Social systems - Different religion, values and beliefs may have an effect in which the sender communicates the message.
· Culture – Message being mis interpreted due to cultural differences.

· MESSAGE is an information conveyed by words either in speech or writing that is sent by sender to the receiver. The sender’s purpose is translated into a coded message, and the receiver are expected to understand the message accurately. The list below are factors that has some influence on the message (Janse, 2020).
· Content or the full description of the message.
· Elements are nonverbal form that may impact the message, such as gestures and sign.
· Treatment refer to how the message was transmitted.
· Structure refer to the way how the message was formed.
· Code or use of language, body gestures, music, or video in which the message is sent.
 
· CHANNEL is the medium or the five senses of human being such as hearing, seeing, touching, smelling, and tasting that can be used to flow the information from the source to the receiver (Janse, 2020).
				
RECEIVER is the one who decodes the coded message and give understanding to what the sender was trying to convey (Janse, 2020).


SHANNON and WEAVER MODEL OF COMMUNICATION

This model of communication is famously known as “mother of all mothers” due to its popularity.  This model is a linear model of communication and primarily focuses on how sending messages are mishandled in the process of communication and thereby misinterpreted upon receiving the messages (2020). 
There are 6 concepts for this model (Shannon and Weaver Model of Communication - Businesstopia, 2020).


· SENDER (Information source) – the person who created the message and initiates the communication then chooses a channel to deliver the message.

· ENCODER (transmitter) - or the machine that transmit the message into signals or binary data.

· CHANNEL – The medium or the infrastructure that collects the messages from the sender and use decoder and receiver for transmission of messages.

· DECODER (Receiver) – is the opposite process of encoding. It is the translation of waves into messages.

· RECEIVER (Destination) – the person or place to reach the message and to provide feedbacks from the message accordingly.

· NOISE – is the interruption the understanding message while it is on its way to the receiver. 

SCHRAMM MODEL of COMMUNICATION

This is cyclical model of communication that has included all the key principles of communication and based the theory of communication being a two-way street. This model can be used to resolve how does exchanging information or ideas between two individual works.  It is the decoding and encoding activities by sender and receiver and uses interpretation. All three encoding, decoding, and interpretation is simultaneously going on. It is when the sender and receiver interpreted the same message with different meaning that the semantic noise is introduced (Petersons and Khalimzoda, 2016).

CONCLUCION

To sum up, communication is not just in words but also combination of body language and tone of voice.  Being a highly qualified worker but lacking in good communication skills is a disadvantage in many ways. The benefits of understanding an effective good communication skill when interacting and socializing, for instance our awareness on our mannerisms and expression can help foster a good working relationship which will improve morale and efficiency. In addition, identifying the 3 models of communication, and as I applied it into my personal experiences, I consider Schramm’s model to be more efficient as it involves two individuals in the communication, and the message being interpreted.
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