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[bookmark: _GoBack]    1. INTRODUCTION 
In this report I will write about what we have done in one term of University. In this module Effective Team Working and Communication, we study about Communication the importance of it, the methods and the models of it. I will write about 3 important models of communication and I will give you some example of communication from my workplace.

2. COMMUNICATION
Communication is the way toward transmitting and receiving verbal and non-verbal messages, this is a demonstration of moving data starting with one individual then onto another. 
Every communication involves one sender, a message and a recipient.
The sender prepares the message after sent it by multiple ways to the recipient, the recipient understands it and then giving back the feedback.

3. IMPORTANCE OF COMMUNICATION
It’s important to use communication and we are using it every day. It’s absolutely necessary to send and receive messages, ideas, etc., to can work, to resolve problems, etc.
  Communication is the way toward passing data starting with one individual then onto the next. The reason for communication is comprehends of data.
Anything one desires to say to somebody have to be comprehended by him else the very reason for the communication would be destroyed.
Communication therefore comprehends individuals better expelling misconception and making clarity of thoughts and expression. It instructs people also. 
Example of communication: Teacher to the class - “I want your reports”.

4. IMPORTANCE OF EFFECTIVE COMMUNICATION 
   Communication assumes a basic job in our day by day lives, because we need to be connected with people. 
It's important to have an effective communication to deliver your message clearly to other and be understood.
Effective communication is also the choice of words and phrases, the key is precision. 
In an association communication encourages the progression of data and comprehension between various individuals and offices through various media utilizing all the channels and systems. 
Effective communication in the workplace is a key segment of a business' prosperity, it improves associations inside the association and with clients, and it assembles labourer responsibility and the general reasonability of a group.
Thusly, whether or not you're an incredible communicator or not, it's fundamental to understand the centrality of good communication and how it can help you with pushing ahead in the working scene. 
In fact, communication helps worker to solve issues by keeping whole groups on loop, making all colleagues to feel helpful inside the work environment. 
It's critical to see exactly how important effective communication is and what impact it can have on your connections and your movement inside the working world.
Example of effective communication: Teacher to the class - “I want your reports on my email by end of the week to see if everybody understood our lections.”

5. METHODS OF COMMUNICATION
The standard methods of communication are verbal and non-verbal.
 Most communication is oral with one part talking and the other listening, however exists a couple of kind of communication which do exclude direct communicated in or composed language, as non-verbal communication (body language) which can comprise of activities, motions, and different parts of physical appearance that, joined with facial expression, (for example, smiling or frowning), can be amazing methods for transmitting messages.
An individual's body might be talking even as the individual is quiet. When individuals do talk, their bodies may a bit of the time express frightening things in contrast with their words pass on.
A mixed message happens when an individual's words pass on one message, while nonverbally, the individual being alluded to is giving something different. 
For example, e‐mail has diminished the significance of nonverbal correspondence, the greater part of the dynamic correspondence notwithstanding everything happens through face‐to‐face correspondence. Each verbal message goes with a nonverbal part. Beneficiaries translate messages by taking in significance from everything accessible. Right when nonverbal signs are obvious with verbal messages, they act to strengthen the messages. 
But, when these verbal and nonverbal messages are conflicting, they create confusion for the receiver.

A.  VERBAL COMMUNICATION
 Verbal communication is a kind of communication where the data courses through verbal medium like words, talks, introductions and so forth. In verbal communication the sender shares his/her contemplations as words. In associations, people impart verbally among one another as exchanges, discourse, introductions, conversations. The tone of the speaker, the pitch and the nature of words assume an important job in verbal communication. The speaker must be clear and loud, and the substance must be appropriately characterized. Unorganized and chaotic contemplations just lead to confusion and false impressions among people. In verbal communication, an individual must understand the significance of words and how to put them over. 
In verbal communication it is the duty of the sender to cross check with the receiver whether he has downloaded the right data or not and the sender must give the necessary reaction. 

B. NON-VERBAL COMMUNICATION
The Non-Verbal Communication is the transmission of information without the utilization of words either written or spoken. In other words, any correspondence made between at least two people using facial expressions, hand movements, body language, postures, and gestures is called as non-verbal communication.
Here are nine types of nonverbal cues and behaviours: 
-Facial Expressions like a smile.
 -Gestures like indicate something.
 -Paralinguistic is the tone of voice, loudness, etc.
 -Body Language and Posture like a posture and movement
 -Proxemics is the amount of space we need when we speak with someone.
 -Eye Gaze as looking, staring and blinking.
 -Haptics, communication throw a touch.
 -Appearance:  clothing, hairstyles.
 -Artefacts: Objects and images.
The most use non-verbal communication is physical.
“Action speak louder than words ever will!”


6. THEORIES OF COMMUNICATION
Communication theories allude to three things: a sender, a message and a receiver
There are more models of communication, but we will speak only of three of them.
A. Shannon and Weaver model of communication
B.  Berlo’s model of communication
C. Schramm model of communication

A. SW MODEL OF COMMUNICATION 
Shannon and Weaver model was created in 1948 when Claude Elwood Shannon wrote an article “A Mathematical Theory of Communication” in Bell System Technical Journal with Warren Weaver. 
Claude Shannon was a mathematician and Warren Weaver was an electrical engineer, they were from the United States.
Many believe the model was mainly developed by Shannon alone. It is often simply called the ‘Shannon information theory’ in science disciplines.
Shannon developed the theory to improve understanding of communication via telephone and eventually improve the quality of phones. It was later used as a general theory of communications.
“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). Using the model, he hoped to more effectively recognize those points where communication is mutilated.

 CONCEPTS OF THIS MODEL
· SENDER
The sender begins the procedure by picking a message to send, somebody to send the message to, and a channel through which to send the message.
· ENCODER
The encoder is the machine that changes over the thought into signals that can be sent from the sender to the receiver. The Shannon model was structured initially to clarify communication through methods, for example, phone and PCs which encode our words utilizing codes like parallel digits or radio waves. 
· CHANNEL
The channel of communication is the framework that gets data from the sender and transmitter through to the decoder and receiver.
· NOISE
Noise interferes with a message while it's in transit from the sender to the receiver.
· DECODER
In this model, there ordinarily should be a gadget that interprets a message from paired digits or waves again into a configuration that can be comprehended by the receiver. In case we're discussing direct communication between individuals without the utilization of innovation, there may at present be a requirement for decoding. For example you may need to translate a mystery message, transform composed words into something that bodes well in your brain by reciting them so anyone can hear, or you may need to decode the significance behind an image that was sent to you.
· RECEIVER
· The receiver is the end-purpose of Shannon and Weaver's unique linear system. This is where the individual at long gets the message, or what's left of it in the way of meeting the noise.
· FEEDBACK
The 'feedback' was not at first proposed by Shannon and Weaver in 1948. Weaver thought of with the feedback to respond to the criticism. When the receiver of the message responds to the sender the correspondence circle is closed.
A later form of the hypothesis by Warren Weaver include a 7th concept which changed the model from a linear into a circle model. The model's essential worth is in explaining how messages are lost and distorted during the time of communication.







This is the linear model.
[image: ]
This is the cyclical model
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A. BERLO MODEL OF COMMUNICATION
David Berlo extended Shannon and Weaver linear model of communication and made the SMCR (sender-message-channel-receiver) model of communication in 1960, which isolated the model into clear parts. His model is the simplest form of communication.
Berlo’s SMCR Model of Communication have four components that describe the communication process.
 
· The Source
The source is the beginning of the communication procedure and is the person who encodes the message.
· Message 
The message can be sent in different structures, for example, sound, discourse, content, video or other media. 
The message is the bundle of data or meaning that is sent from sender to receiver. The sender of the messages all the time needs the receiver to interpret the message in a certain way.
The receiver should understand the message with reasonable accuracy.
· Channel
The channel is the medium used to send the message. Communication always includes specialized apparatuses, for example, telephones, Internet and TV.
· Receiver
To make communication smooth and effective as possible, Berlo’s SMCR Model of Communication assumes the receiver’s thinking must be in approximately the same with that of the sender.
[image: ]
B. SCHRAMM MODEL OF COMMUNICATION
Wilber Schramm model of communication take inspiration from Shannon Weaver model. Him proposed the model in 1954.
As showed by the Schramm Communication Model, communication is round, and the sender and recipient can be a similar person. A message is mixed and given to a comparable individual or to a substitute person. It is dependent upon the beneficiary to decode the message, interpret it, and a short time later encode it again before sending the message to another recipient. 
A message, verbal or non-verbal, is the substance of the communication procedure and assumes a significant job in the Schramm Communication Model. 
Communication is effective when the beneficiary accurately interprets the message from the source. 
To close as per this model of communication when a sender gives the data to the receiver, the receiver must interpret it in the ideal structure the sender needs and give him the feedback or react. 
Schramm believed that a person's knowledge, experience and social foundation also assume a significant job in communication.
Schramm model is more comprehensive because it recognizes the presence of feedback creating a two-way process of communication.
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7. EFFECTIVE COMMUNICATION AT YOUR WORKPLACE (EX FROM YOUR WORKPLACE)
I work as a night cleaner in a gym. At my workplace I use communication throw an app, calls, messages and verbal conversation with the rest of the team or customers.
 To have an effective communication at my work ,I have to specific after I have done my job what exactly I already did and what not, send picture of the specific place remain to be clean for the next person is going to come after me, if is necessary, the list of the chemicals we need for our work. The efficiency of this app give to them the opportunity to don’t pay more people like for supervisors, because when I arrive at work I must start the location so they can track where I am or at what time I start and finish my shift.

8. CONCLUSION 
As I write before in introduction, in this report I wrote about Communication. Communication is a lot than a simple word, can be efficiently or not, can be verbal or non-verbal, communication have a lot of other methods. I explained the 3 models of communication, Shannon and Weaver, David Berlo, Wilber Schramm and I write also about my workplace and how efficiently is my communication.
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