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1.0. INTRODUCTION 
-Team work is the effort or endeavour of a group of people to achieve the common                
goals they set. It is very important because it gives a good environment for the group                
and it depends if the group works properly or not. 
-Communication is the action of exchanging information with more people using any            
medium possible. It is important because it helps and performs any area of social              
life. 
-The organisation I work for is Elior, a company that provides hospitality, catering             
and vending, basically the task message goes from the managerial area to the             
bottom. It is important because we know what we have to do in a good environment,                
we see a good example in our managers and supervisors that we like the way how                
the work is done, we repeat what we see.  
 
 
2.0 TYPES OF COMMUNICATION  
There are two types of communication: Verbal communication, which is a communication            
where we say with words and non-verbal communication, which is a communication where             
we do not use words. Both are very important in the workplace because the non verbal                
communication helps to complement with gestures, body postures, facial expressions and           
eye contact the words you are saying whose target is to give an idea of what you are trying                   
to say or be understood by the person or people who are receiving the message. On the                 
other hand, verbal communication is important at workplace because you can give a detailed              
message of what you are saying with your speech, being more precise, as a difference of                
non verbal communication, we use words here. 
 
 
2.1 VERBAL COMMUNICATION  
Verbal communication is the action when we use words to show what we are trying to say.                 
Basically verbal communication are the things we say. 
Verbal communication could be used in very different ways and examples and in a business               
or in a community of people, people have to be careful with the words they are talking, as                  
well as the tone and stress of voice which that words are expressed. An example of this                 
communication is when my manager asks me if I have made any task she told me previously                 
at work, I reply with ‘yes’ or ‘no’, she listens to me and receives the message. Another                 
example is when I ask a client if he or she wants a decaffeinated cappuccino or caffeinated                 
one and he or she replies me choosing one of the options given. 
It is important we are aware of our verbal communication.  
 
Reference: Moodle and notebook. 
 
 
2.2 NON-VERBAL COMMUNICATION  



Non verbal communication is when we do not use words to show what we are trying to say.                  
Non verbal communication are the things we do not say but communicate through our body               
language as well as gestures, facial expressions, tone of voice, eye contact, posture.             
Studies shows that the body language compounds the 80% of the communication. 
The non-verbal communication has huge importance and a big impact at the time of              
speaking or communicating with others, if the person shows a confidence in the non-verbal              
communication, the dialogue between the people could be very different than the one which              
is not with confidence, our attitude says a lot. 
For example, at the workplace when I see a colleague in a far distance and I ask him if he                    
has eaten (a gesture with the hands), he replies me denying with the head.  
All the gestures and facial expressions of both parts (the sender and the receiver) influence               
in the communication more than all of us imagine.  
Another example is in a job interview when the non-verbal communication is more than              
important. If you are confident, the body language must say the same thing, otherwise the               
interviewers could realise it is not true. 
Examples of non-verbal communication are looking at the floor, shoulders up, head down,             
crossed arms, squinting, scruffy, tapping, frowning, etc. 
It is important we are aware of our verbal communication. 
 
Reference: Moodle and notebook. 
 
 
3.0 THEORIES OF COMMUNICATION  
.Shannon-Weaver  
.Berlo 
.Schramm 
 
 
 ​3.1 SHANNON-WEAVER MODEL OF COMMUNICATION  
Shannon-Weaver model of communication started in 1948 when his founder Claude Elwood            
Shannon and Warren Weaver wrote an article ‘A Mathematical Theory of Communication’            
and developed this model of communication that later it would be considered the mother of               
all models. 
This model argues that communication can be divided into 6 concepts: sender, encoder,             
channel, noise, decoder and receiver. 
The model starts with the ​sender that could be a person or object that sends the message                 
through a device like a telephone for example, this message could be sent in different ways                
like orally, written, body language, music, etc. The message is sent into codes to the               
machine through a medium. 
The ​encoder​ is a machine that converts the messages into signals. 
The ​channel​ is the medium where the sender sends the message. 
The ​noise is what interrupts the message while it is being sent, it could be internal or                 
external. 
The ​decoder​ is the machine that converts signals into messages. 
The ​receiver​ is the person or object that receives the message sent by the sender. 



There are problems in this model of communication and they are three:  
The technical problem, when the channel origins a problem; the semantic problem when the              
message is sent and received in a very different way and the effectiveness problem which is                
the way on how the message origins a response. 
The advantage of this model of communication, for example, the noise can be removed and               
this will help to reduce the problem making it more effective. 
One example of this model of communication at the workplace is when I (the sender) call my                 
manager (the receiver) using a telephone (encoder or me) with cable (channel), there is a               
noise and a telephone (the reception or who receives the message). 
 
Reference: 
https://www.communicationtheory.org/shannon-and-weaver-model-of-communication/ 
 
 
 

 
Reference of image: communicationtheory.org  
 
 
 
 ​3.2 BERLO’S MODEL OF COMMUNICATION  
In 1960, David Berlo created and developed a new model of communication, the SMCR              
(Sender-Message-Channel-Receiver)  
This model gives a detailed perception of the variety of components that forms the basic               
process of communication as it also gives special importance to the coding and decoding of               
the message. It is important to mention that this model of communication is linear and               
people who have the communication has to be on the same level for a successful               
communication to happen.  
The ​sender is the person who sends the message or originates the message, it could be the                 
source of the message as well. There are some factors related to the sender when the                

https://www.communicationtheory.org/shannon-and-weaver-model-of-communication/


receiver receives the message. There are some factors related to the sender like             
communication skills, attitude, knowledge, social systems and culture. 
The ​message is the matter or stuff that the sender sends to the receiver. This message                
could be sent by voice, audio, text, video or other kinds of media. As in the sender, there are                   
some factors as well that affects the message like content, element, treatment, structure,             
code. 
The ​channel ​is the medium that the sender sends the message to the receiver, some               
examples are devices like telephones or internet. The five senses are present in the              
channel: hearing, seeing, touching, smelling and tasting.  
The ​receiver is the person who receives or gets the message sent by the sender. Berlo                
thought that the sender and the receiver had to be in the same level. As in the sender, there                   
are some factors that affect the receiver like communication skills, attitudes, knowledge,            
social systems and cultures. 
 
Reference: 
https://www.communicationtheory.org/berlos-smcr-model-of-communication/comment-page-
1/ 
 

 
 
 
 
 
 ​3.3 SCHRAMM’S MODEL OF COMMUNICATION  
The origins of this model comes from the Shannon-Weaver’s model of communication in             
1954 with Wilber Schramm. 
This model contains all the basic ideas of communication. It is a cyclical model, which means                
it is circular. 
The person who sends the message (the sender) and the recipient (decoder) of that              
message can be the same person. The main difference of this model of communication is               

https://www.communicationtheory.org/berlos-smcr-model-of-communication/comment-page-1/
https://www.communicationtheory.org/berlos-smcr-model-of-communication/comment-page-1/


that there is no a fourth element like the Berlo’s model of communication. There are only                
three. 
There are: 
The ​sender​ or encoder (source) who is the one that sends the message. 
The ​decoder (recipient) who is the person or group of people who receives the message               
sent. 
The ​message​, which is the information sent by the sender, it could be verbal information in                
which the sender uses words to express the idea or non verbal information, when the               
message is sent without words but with body language, facial expressions, etc. to express              
the idea. 
There is also a feedback, which is the reply or response from the recipient to the sender’s                 
message. That feedback could be expressed in a verbal way or a non verbal way (for                
example: a nod). Frequently, this feedback is shown in a written way (for example: an email). 
 
Reference: 
https://www.toolshero.com/communication-skills/schramm-communication-model/ 
 
 

 
 
 
4.0 CONCLUSION  
In this report, we have seen what is communication, its types and its roles at the workplace,                 
as well as the models of communication and how they work.  
It is important to say that a good communication is essential at workplace as it helps to be                  
clear with the duties at work. It allows as well to the companies to be more effective and                  
more productive, it gives fantastic relationships within the organisation as everyone has the             
opportunity to speak their mind. Innovation is present on this as well because people at               
workplace have no fear to bring their ideas to the table as there is a good environment. 
  
 

https://www.toolshero.com/communication-skills/schramm-communication-model/
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