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Introduction
Communication is the act of transferring information from a place, a person to another to produce greater understanding. Being able to communicate affectively is arguably one of the most important life skills to learn. Having strong communication skills aids in all aspect of life -from an individual’s professional to personal life. As an individual develops or progresses in life, the pressure or importance to have an excellent communication skill increase. In this essay I will be highlighting the importance of good productive communication, the types of communication, the style of communication and finally how poor communication can be the cause of damage.
Communication
The word “communication” is described as the exchange of information and the expression of feelings that can result in an understanding (Cambridge academic dictionary 2021). The word “communication” is rooted in the Latin word cummunicare, this means to share, or to make common. Communication includes sharing ideas, concept, behaviour, imagination and written concepts. Communication can be a simple process; however, communication shows complexity in many aspects because many processes is involved. For example, communication is irreversible because once a message is sent, it cannot be taken back. During the old days, there were no languages for communication. Good communication skills require a high level of self-awareness. Humans were using signs and non-verbal communication to be able to communicate with each other. As humans developed, different types of languages and ways to communicate were developed. This further emphasis the definition of communication, which is the ability to understand each other.
Types of communication
There are different ways individuals can communicate and share information with each other. With countless different ways of sending and receiving information, communication is now more complex to be able to continue the flow of information/knowledge. These types of communications are:
Verbal communication:
· Verbal communication is about language, both spoken and written. It is the use of words to share information amongst other people. Verbal communication is one of the first form of communication amongst humans to convey information orally. Most importantly, verbal communication is needed to avoid misunderstanding. Verbal communication is very key in maintaining any type of successful relationship. For example, good verbal communication between work colleagues can help portray a good image of the work environment. 
Nonverbal communication
· Non-verbal communication essentially refers to facial expressions, the tone of voice, gesture, eye contact or the lack of eye contact, posture and other ways people can communicate without using language. Nonverbal communication can create a positive or negative impression about you before you have spoken. Nonverbal communication can help the receiver of the message understand if you are being truthful, or how well you are listening. When an individual non-verbal communication does not correlate with their verbal communication then the receiver can assume, they are not being truthful.
Written communication
· Written communication is conveying a message through written symbols. Written communication is one of the most common mode of communication in the business industry. Written communication is used when an information is lengthy and some terms that may not be explained verbally. An advantage of written communication is a permanent record of the conversation can be provided. Written communication can be broken and defined into two sections; these are.
1. Formal written communication- This is when the writing style must be professional and follow a specific structure. This includes, long and complex sentences. Usually used for legal and professional purposes.
2. Informal written communication- An informal written communication style is used when an individual is writing for a personal or casual purpose. It requires no structure and can be a short and simple sentence. Informal written communication is appropriate for personal and friendly purpose.
Styles of communication:
There are five styles of communication style and having a good understanding of the five basic style will enable an individual to know how best to react when confronted or in contact with a difficult person.
· Assertive – Assertive communication is having high self-esteem. It is described as the healthiest form communicating. Individuals with this style of communication avoid playing games or using manipulation to achieve their goals. When an individual is assertive, they have the maturity and confidence to communicate without being condescending or manipulative. Being assertive is a core communication skill and can help to express their self and stand up for their point of view, whilst able to not disrespect the beliefs or opinion of others. Being assertive can help with self esteem and help with stress management. 
· Aggressive – The aggressive style of communication is about winning; however, it could be by being rude which will be at the expense of other peoples feeling. The aggressive style is frightening, threatening and hostile. This form of communication involves controlling others to get what you want. Languages usually involves, “Do it my way” “You are stupid”. The outcome of aggressive communication is usually disrespect or an escalation of the situation. Although the aggressive and the assertive style of communication appear similar, the difference are the words and approach used. Assertive communication will not use unnecessary anger and impolite words.
· Passive aggressive - This form of communication is a combination of passive and aggressive style of communication. This is a style where an individual may appear passive and calm on the outer surface, but their actions may display silent resentment and anger. People who use this style of communication may feel powerless and express their feelings of frustration subtly. An individual with the passive aggressive style of communication may also be patronising. Usually, their expression will not correlate with their spoken words. People on the receiving end may feel confused.
· Manipulative style- This style is usually used by people with low self-esteem. Manipulative style of communication is calculating and scheming. It involves doing or saying anything to get what you want. An individual with a manipulating style of communication will be controlling in various ways. This could be by emotionally abusing people by crying or indirectly asking for things that will benefit them.
· Submissive style- This style of communication is about doing and pleasing other people to avoid conflict. Individuals who use this style of communication rarely voice their opinion or beliefs. Their behaviour tends to be as if the other person or people have more rights to contribution than they do. They also rarely stand up for themselves and make themselves as small as possible. They avoid confrontation by agreeing and going along with others. 
Models of communication:
There are three major models of communication, they are similar but with different concept. The fist model of communication is the Shannon-weaver mathematic model (1949)
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An American mathematician called Shannon and a scientist called weever both joint to write an article called the “mathematical theory of communication” and called it the “Shannon-weaver model of communication”. The model concept is:
· Sender – the individual who sends the information and message.
· Encoder – the person or the machine that converts the message into a code or words.
· Chanel- the path that the message is sent through.
· Decoder/receiver- the machine or individual who can convert the message back from it signal. 
· Receiver- the destination or the person who receives the message.
· Noise- these are the distraction. Example, voice.
This model was essentially designed to help develop an effective communication between the sender and receiver. The Shannon weever model of communication is widely applied in the field of communication. One criticism of this model of communication is that it is more effective in a person-to-person communication than group or mass audience.
The second of the three I will be explaining is the Berlo’s model of communication:
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Berlo’s model follows the SMCR model. Berlo’s model includes several factors. The concept involves:
Message- This is the message; it starts from the beginning to the end. This could be n audio, a voice notes or a text. 
Elements- this includes things like language, body language and body gestures. Any non-verbal movements. 
Treatment- this is how the message is received or the way the message is delivered or passed on. It is important to note that the more treatment there is, communication is likely to go smoother.
Structure – this refers to how the message is arranged. It is important to note that if the structure is not arranged effectively, then the receiver might not understand the message.
Code- this is how the message is sent, e.g, the language, the text.

Channel – This essentially refers to the five senses of human.
· Hearing – using your ears to receive the message that is orally transmitted. 
· Seeing – using your eyes to visually channel the message conveyed. 
· Touching – using the sense of touch to convey a message. For example by touching, hugging or shaking hands.
· Smelling- the sense of smell can be used to communicate for example, through perfume or food. 
· Tasting – the tongue is a organ used in the act of eating or tasting. While a food is being shared, the communication can be spoken about regarding the taste.
The Berlo’s SMCR model of communication is a complex model. 
The third and final three is Schramm’s model of communication (1954)
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Wilber Schramm proposed his model of communication in 1954. Wilber claims that encoding plays a very important role because it is needed to convert the thought into content. Wilber also proposes that communication needs a response from the receiver of the message, implying that effective communication needs to be a two-way process between both parties. Schraam emphasizes that communication is incomplete unless the sender receives a feedback from the original sender. Like the Berlo’s model of communication, Schramm believed that an individual knowledge, experience plays an important role in communicating.
Pyramid/Levels of communication:
The pyramid/level of communication are:
· Institutional communication- this is type of communication typically carried out and performed by political parties in an organised manner or by religious institutions. The most successful companies are also able to build their communication to benefit their institution.
· Societal communication- Societal communication is essentially aimed at the general public. 
· Group communication- When more than two people are involved in a conversation it is called group communication. Group communication refers to messages that are exchanged by individuals in a group. Group communication is studies by sociologist. Group communication can be both verbal and non- verbal.
· Interpersonal communication- interpersonal communication is an exchange of information or ideas between two people or more. Interpersonal communication will often include facial expression or different body language to communicate. The role of the sender and receiver can be swapped for a clearer communication. Interpersonal communication is also about how what is said and the nonverbal communication used. 
· Intrapersonal communication – intrapersonal communication is a conversation with yourself. Intrapersonal communication often includes self-talk, processing our thought or using our imagination. Intrapersonal communication is extremely private and restricted to our self. 
The cost of poor communication-
Poor communication costs can affect our daily lives in multiple ways. Especially in the business industry. Poor communication can cost business millions due to low productivity and can means teams are not working to their best of ability. Consequence of poor communication can include misunderstanding. Misunderstanding can often lead to serious issues, for example an employer might not effectively communicate the role of an employee and that might lead to delays on the work production. Poor communication at a workplace can also cause mistrust. An employee might not feel engaged or connected to an establishment if they are not kept updated and can result to lack of motivation or lack of initiative. Another way poor communication can affect us is our personal life and may cause unnecessary conflict. An example of this is when two friends lack communication, it may allow misinterpretation, making a small issue bigger.
Conclusion:
In conclusion, it is generally easy to communicate daily, however understanding effective communication is difficult. As humans we need various form of communication to get our message across to each other. We also need to be aware of how different form of communication is used to interpret messages. It is also important to note that individuals all have different style of communication. 
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Appendix 
Case study: 1
Pedro works on a building site and Maria is his wife. 
One day Maria phoned Pedro. 
‘Hello, Pedro, when you’re coming home, see if you can get me a chicken.’ 
‘Okay,’ replied Pedro. 
When he got home, Pedro took off his boots and coat and went into the kitchen. 
‘Maria, where are you?’ He said. 
‘Here – in the sitting room,’ she said. 
When Pedro went into the sitting room, Maria said, ‘Where is the chicken?’ 
‘What Chicken?’ Asked Pedro. 
The one I asked you to get on your way home.’ 
Oh, no! I thought you said when I come home I will see you in the kitchen! 

Q: Why do you think Pedro misunderstood Maria?  
Because Pedro got in technology where is external noise. As well as his verbal communication was misunderstood. Noise disrupt the message. 
Q: Whose Model of Communication explains this confusion and why? 
This model of Communication explains Shannon and Weaver model, where message breaks in the middle, because noise was at the channel, also Pedro did not give Maria feedback. 
Q: How could this have been prevented? 
She should have sent him a text message so there would not be any miscommunication. 
Q: Whose Model of Communication explains how it could have been avoided? 
Schram’s model could be use in Maria and Pedro communication. Schram’s model show, how communication is completed , his model got the ball, looping back. 

COMMUNICATION: A CASE STUDY adapted from The University of Iowa Food Safety Project
Case Study 2 – 
Barry and Communication Barriers: Effective Communication as a Motivator 
As you read their case, think about how you might help communicate with the employee to remedy the conflict.  Answer the critical thinking questions at the end of the case. 
Barry is a 27-year old who is the manager of a restaurant.  He is responsible for supervising and managing all employees in the kitchen.  Employees working there range from 16 years old to 55 years old.  In addition, the employees come from diverse cultural and ethnic backgrounds.  For many, English is not their primary language. 
Barry is qualified food safety officer who tries his best to keep up with food safety issues in the kitchen, but he admits it’s not easy.  Employees receive “on the job training” about food safety basics (for example, appropriate hygiene and handwashing, time/temperature, and cleaning and sanitizing). But with high turnover of employees, training is often hurried, and some new employees are put right into the job without training if it is a busy day.  Eventually, most employees get food safety training of a kind.  The owners of the restaurant are supportive of Barry in his food safety efforts because they know if the Health and Safety Inspector found standards to be poor, their restaurant could go out of business.  Still, the owners note there are additional costs for training and making sure food is handled safely. 
One day Barry rushes to get into work on time. He had been working on his car until 2 a.m. and realized that he didn’t have a clean uniform. However, he managed to find one that was not very dirty. As he dressed, he realized that he needed a haircut and a good hand scrubbing, especially after working on his car. 
When he rushed into the kitchen, he noticed several trays of uncooked meat on the work tops.  They appeared to have been sitting at room temperature for some time.  Barry is frustrated and doesn’t know what to do.  He felt like he was beating his head against a brick wall in trying to get his employees to practise food safety.  
Barry has made many efforts to get them to learn how to handle food safely.  He has put large signs all over the kitchen: KEEP HOT FOOD HOT AND COLD FOOD COLD and WASH YOUR HANDS OFTEN.  All employees are given a thermometer when they start so that they can assess the temperature of food.  Hand sinks, soap, and paper towels are available for employees so that they are encouraged to wash their hands frequently.   
Questions: 
1. What are the communication challenges and barriers Barry faces?  
 Barry has not been able to get his staffs to understand his verbal communication and his written communication. Barry used verbal communication to explain how food safety needs to be practiced to the employees, however they do not understand. Barry also used nonverbal written communication to explain to his staff about food safety, but the language barrier means that because cooked food is neither hot nor cold, the large signs are no help to the employees on how to separate the food.  
 
2. What solutions might Barry consider in addressing each of these challenges and barriers? 
 Barry should use interpersonal skills by verbally addressing each employee individually and explaining to them what to do and what not to do to practice food safety. Barry should ensure that regarding how busy the restaurant gets every employee should be given an adequate training so there is no lost communication between the speaker and receiver. Barry should also ensure that his nonverbal written poster is written clearly so there is no room for miscommunication. Barry can also use nonverbal gestures to ensure that the non-English speaking employees are able to understand clearly. 
  3. What are some ways Barry might use effective communication as a motivator for employees to follow safe food handling practices? 
Barry should communicate assertively as it’s a very effective style to communicate effectively to a group of people. The assertive style of communication is direct. Barry can also get the employees to practice written communication, this mans the employees will write everything they learn during training in a notebook so they can look over the practive and learn in an effective way.
Case study 3
A Professor of English at a well-known Welsh University lived in a large house.
not far from a little village. He never went into the village, bur shopped in the town near the University because he had nothing in common with the village.
people, who were largely uneducated and did manual jobs. One night, the professor fell asleep while smoking his pipe and the pipe fell onto the carpet and started a fire.
When the professor awoke, he saw his house on fire, he rushed into the village, screaming:
‘The edifice is being consumed by a great conflagration!’ (Blaze, Fire)
‘The edifice is being consumed by a great conflagration!’
The village people looked at him and continued doing what they were doing.
‘Don’t you understand?’ He said. “The edifice is being consumed by a great conflagration!’
They ignored him.
 When the professor returned home, he saw that his house has been completely destroyed. He sat down on the ground and wept.
The next day, he went into the village crying. ‘Why, oh why didn’t you help me? My home has been destroyed by the fire. I came and begged you last night.’ He wept.
‘But professor, why didn’t you say that your house was on fire? We would have helped.’
Q: Why didn’t the village people help the Professor?
The village people did not help the professor because they did not understand his message. His verbal communication was not clear for those he was trying to get help from. 
Q: What should he have done to get them to help him?
The professor should have explained clearly and calmly to the village people using words that are easy to understand and cannot be miscommunicated. The professor should have used simple and concise words like “my building is on fire”. Poor communication has cost the professor no help from the villagers. 
Q: Whose model of communication do you think can explain this situation?
Schramm model of communication.
Q:Why?
This is because Schraam model of communication emphasises that effective communication needs to be two ways between two parties. And that a communication is incomplete unless the sender receives a feedback from receiver. In the case of the professor, he sent out a message asking for help and the villagers did not respond because they did not understand his style of communication. 
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