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INTRODUCTION

The present work was conducted with the purpose of demonstrating my own understanding of the communication skills discussed in class. The essay is structured in three basic parts as follows: Introduction, Main body and Conclusion. The main body covers a variety of topics related to Communication; A definition of communication is written at the very beginning, followed by a topic related to the importance of communication. Different types of communication are evidentiated as well and the process of effective communication within an organisation it is also explained. It contains an analysis of the communication process within my workplace, together with suggestions for improvement. It covers four models of communication, explained for a better understanding of the important aspects of the communication process, like: Shannon and Weaver Model of Communication, Berlo’s SMCR model of communication, Schramm’s Model of Communication. The 7 C’s of communication and the SOLER Method has been discussed as well. All the present work is supported by theory and it includes the feedback received and in-class activities are attached to the appendix at the very end. 
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[bookmark: _Toc39514565]Communication
Communication can be defined as “the process of transmitting information and common understanding from one person to another” (Keyton, 2011). From my understanding during the classes, communication represents a process of sending or receiving information through a communication path. For the process of communication to take place, it is required a sender and a recipient who are encoding and decoding the messages. “Communication is the exchange of thoughts, information, or ideas that results in mutual understanding between two or more people” (Maund, Michaela and Tinkler, 2017).
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Through the process of communication, managers can fulfil their function within the organization. 
” To plan successfully, managers must be able of effectively communicate their vision to the rest of the organization” (Radovic Markovic  M. and Omolaja M., 2009).  
According to Morley et al. (2002): “Organizations developing effective communication processes are more likely to both have positive work environments and be more effective in achieving their objectives”. 
Communication is an important factor for future career progression, in our personal life, and it is also important in the life of the students. 
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There are many types of communication, and the three most familiar types are presented below as follows: 
1. VERBAL- requires listening 
2. WRITTEN- requires reading
3. NON VERBAL- requires observation 
Interpersonal communication in my opinion, is one of the most difficult types to improve and requires a lot of practice. 
The interpersonal communication means the communication in the personal level and the effectiveness of the team working depends on the effectiveness of the interpersonal communication process. There are some things that need to be ensured for the effectiveness of interpersonal communication and they are given below:
•	Body language: The interpersonal communication is the communication process that occurs face to face and that is why it is very important to maintain a proper body language while communicating. The body language during the interpersonal communication needs to be friendly to ensure the effectiveness of the communication (Robles, 2012). 
•	Active listening: The active listening in the communication among the team ensures the effectiveness of teamwork.
•	Personal presentation: The personal presentation skill needs to be developed for effective interpersonal communication. 
•	Context awareness: The communicator needs to be aware of the context and the context awareness in the interpersonal communication helps to understand the situation that makes the effectiveness of the teamwork.
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The 7 C’s of communication, represents a method used by many businesses for becoming successful.
Being a critical factor in any organization, the communication process has to be effective; messages are being transferred internally with the only purpose to increase the efficiency of the business. To guarantee their effective communication within the organization, they follow the 7 principles of communication as shown in the figure above. 
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From my personal experience, effective communication takes place only if the receiver gets the right message transmitted by the sender, and mange to understand it properly. 
Accurate communication is vital for the success of the organization, but very often the process of communication can face a big variety of barriers that blocks the procedure to take place in an effective way. Many businesses are using several methods of communication for improving this process and for the easy running of the organisation. For the communication to be effective, both the sender and the receiver should get the same information accurately. 
This process requires particular skills, as shown in the figure below:
  Fig. 2

“Each person’s communication skills can damage both personal and organizational success.” (Brun, 2010; Summers, 2010) 
According to (Ltgen-Sandvik, 2010), the lack of effective communication represents a powerful force to business effectiveness. All the elements included in the communication process influence the quality of the communication. As (Keyton, 2011) states, if there is a problem to one of the elements, the communication can be ineffective. It happened to me, at my workplace that ineffective communication costed the business a lot of money and it costed me my position in the firm. I was working as a security supervisor in a big warehouse, doing night shifts. My job description meant to monitor and to patrol with my staff, but also to monitor the surveillance equipment used on the warehouse. I was not the only supervisor on the shift that night, and I was supposed to lock only the front door of the warehouse when leaving. My colleague was the one locking the back door. There is one-hour gap between the night shifts and the morning shifts when the security of the warehouse is based only on the alarm and surveillance cameras. At the end of the shift, the other supervisor came and told me to close both entrances that morning because he forgot his key at home. He was a British man, in his 50’s, and I couldn’t understand his accent at all. I knew that I was not be able to understand what he was trying to say and I supposed that maybe is not something important. Due to his accent, I was not able to decode his message and the door remained unlocked during that night. In the morning, the delivery boy came, and a lot of products disappeared from the warehouse. This experience costed me my job, but also taught me how important effective communicate is, both for me as a person and the business. His accent acted like a barrier and the communication process was ineffective. 
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According to Egan, (1986), the SOLER method is conducted in order to improve listening, with the help of non- verbal skills.  The purpose of this method is that people concentrate more on the listening process when they participate to a conversation. This method represents a suggestion for communication improvement within an organisation. 
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Organizational culture can be seen as a set of rules. The behaviour within the organisation is set by a system of values and beliefs.  The employees share these values and these values have a powerful influence in the way they act, speak, dress or execute their tasks. 
The organization can be seen as a person, with its own character and personality, and the main factors that influence culture are: the history of the organization, and the people in charge of it. 
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Fig. 4
According to Sperber and Wilson (1986, pp. 5–6), “While Shannon and Weaver’s diagram is inspired telecommunications technology, the basic idea is quite old, and was originally proposed as an account of verbal communication.” Shannon and Weaver model of communication, was implemented in 1948 with the purpose it was meant to boost technical communication via the phone, in first place
“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)
Some of the barriers communication is facing are being argued by Shannon and Weaver, as follows: 
      Technical: the accuracy of the transmitted message 
Semantic: the accuracy of the meaning conveyed 
Efficacy-related: meaning affecting behavior
These 3 layers refers to types of noise that are acting as a barrier for communication. 
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According to Berlo, (1960), “A given source may have a high level of skill not shared by one receiver, but shared by another. We can-not predict the success of the source from her skill level alone.”
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Fig. 6
Schramm model of communication comes to complete Shannon and Weaver model by iterating the mandatory feedback of the receiver; moreover, is emphasizing the importance of the knowledge and the cultural background of the sender and the receiver.
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Effective communication plays the role of an important and powerful tool in all businesses. Reflecting on the things learned in this module, communication was a very debated subject and now I am more aware of the importance of the effective communication in day to day life, and within the workplace as well. The purpose of the module was to teach us the importance of communication, the main subject covered in this essay and also to show us ways in which ways communication can be effective. Every subject disputed was sustained by theory, personal experience and the feedback received from the lecturer. 
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In-class assignment 
Formal or informal email
Write two emails, one formal and on informal, on a similar topic.
Formal EMAIL
to: dave.parker@gmail.com
Subject: Order update
Dear Mr. Parker,

	Due to unforeseen circumstances related to our delivery subcontractor we are in the situation to postpone your order. Our staff is working around the clock to sort out this situation to your convenience as soon as possible. We estimate we will deliver your order in 15 days’ time or earlier.
	We will keep you posted about the estimate time the item you purchased will be in your possession. We are very sorry of any inconvenience caused by this situation.
	If you wish to cancel your order you can call our customer service number: 03230xxxxxx.
             We are looking forward to hear from you, as we consider you a most valuable customer.

Yours sincerely,
Contract Manager
Daniel Brindusescu

Informal EMAIL
to: rocking-j12978@gmail.com
Subject: sorry for delay
Hi James,
           Related to the CD-s you wanted me to record your music selection on; I'm sorry to tell you that I can't help you for the moment. My CD-ROM slot from my Desktop unit is broken.
I already ordered a new one from Amazon that I’ll expect to arrive by tomorrow or the day after at most. That means you'll have your CD with your recording by the end of this week or maybe earlier. I hope that’s not too late. I'll try to sort this out as soon as possible.

Regards,
Daniel
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