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Introduction
“Communication is a composite of (a) information given and received, (b) of a learning experience in which certain attitudes, knowledge and skills change, carrying with them alternations of behaviour, (c) of a listening effort by all involved, (d) of a sympathetic fresh examination of issues by communicator himself, (e) of a sensitive interaction of points of view leading to a higher level of shared understanding and common intention.” Ordway Tead

Communication include actions to share aspect, information to messages from one particular to another one. My choice is Dental Smiles London to understand the effective team working with communication. Dental Smiles London based in central London. The report discusses about the ways how we communicate and how we are able to achieve better knowledge about communication and how are we able to prove it. 

Main Body

Different communication types

There are four main types of communication that we use every day in almost every environment, the work place including as well. Communication the most important thing to build relationship or just share ideas. The four main communication types we use on a daily basis: Verbal, Nonverbal, Written and visual communications. Employers of Dental Smile London possess communication skills such as these that they use on a daily bases in affective manner. 

Verbal communication:
Verbal communication the most ordinary types, often used face to face conversations, phone calls or even presentations. Verbal communication needs both a speaker or writer to able to pass on the message and a listener or reader. This plays an important role as it helps to increase job satisfaction and provides clear communication between all parties concerned, e.g. patients, dentist and administration. 

Nonverbal communication:
Nonverbal communication is sending and receiving messages without using any word, either written or spoken. Nonverbal communication is the act of mimic, gesture, body language, glances, frown and facial expression. Nonverbal communication in Dental Smiles London is especially important for the patient dentist relationship. Due to the surgery patient cannot always use other forms of communications.


Written communication:
Written communication is sending messages or instructions in written. Basically, that means sending messages via email, letter or instant messages. Dental Smiles London is using mainly this type of communications skill. For example, general information forms are given to patient for them to fill in, the receptionist receive it back and send the right information to where it needs to go. 
i.e. Billing information goes to administration medical history goes to the dentist involved.  


Visual communication:
Visual communication is the information or ideas in form that can be seen. For example, drawing, graphic design, illustration or electronic resources. Dental Smiles London is using a new technology which designed 3D scan of the patient teeth and visually show the problem need to be solved. X-rays, videos, pictures and lab works are also a part of the visual communication in Dental Smiles London.   


Different Communication Models

[bookmark: _Hlk28550835]Shannon and Weavers model of communication
Shannon weaver model of communication was created in 1948 when Claude Elwood Shannon wrote an article “mathematical theory of communication” and bell system technical journal with Warren Weaver. Shannon was an American mathematician whereas Weaver was a scientist. The mathematical theory came to be knowing as Shannon Weaver model of communication or “mother of all models” this module is more technological than other linear models. 

Sender (Information source) 
Sender is the person who creates the message and chooses the best channel to send the right information to the right person. 
Encoder (Transmitter)
Encoder is the sender who uses machine, which change message into signals or binary data and able to translate into a perceivable format to best understand the ideas being communicated. 
Channel
Channel is used to send message.
Decoder (Receiver)
Decoder is changing the signal or binary data into message.
Receiver (Destination)
Receiver is the person who receive the message or a place where the message can be reached. The receiver gives feedback depends to the message.
Noise
Noise is the physical interruption for example people or environment which does not let the message get to the receiver as what it sent.
Feedback
Kevin Eujeberry, the world-famous leadership exponent mentioned the four types of feedback. The types are as follows:
Negative Feedback or corrective comments about past behaviour
Positive Feedback or affirming comments about future behaviour
Negative feedforward or corrective comments about future behaviour
Positive feedforward or affirming comments about future behaviour

Shannon and Weavers style model of communication in Dental Smiles London for example. The sender (dentist) encoder the messages to the receiver (Nurse) but with an environment full of noise (surgery) the message can be received incorrectly and it can affect the work between all parties concerned. from patients to reception to management and dentists/nurses.



Berlo`s model of communication

The Berlo`s model of communication takes into account the different aspects of the message (elements, content, treatment, code, structure, code) and levels both the sender and receiver. Berlo`s model of communication was propounded by David Berlo in the year 1960 and is based on emotional prospect of messages (Helmreich and Merrit, 2017). This is centred on SMCR as follows:  

Source
Sender is the source of the message or the person who begin the message. Dental Smiles London employees who puts ideas or views into words so as to effectively communicate with there employers. 
Message
Message is the object that is being sent by the sender to the receiver. Dentals Smiles London employers converts ideas into words so they are able to send the message with the true meaning. 
Chanel
Chanel is the medium used to send the message; it helps to use the right channels for the right information transfer. Dental Smiles London uses many different channels like internet, telephone, group chat, instant messages.  


Receiver
Receiver is the person who gets the message with the understanding and intelligent to interpret the information and translating the message correctly. 

Schramm model of communication

 [image: ]

Schramm model breaks the sender and receiver model it looks like communication in an applied way. 
This model was presented by Osgood and Schramm in 1954. Initially this model was presented by Wilbur Schramm and improved from the theories of another scientist called Osgood. That is why this model also called Osgood and Schramm model of communication. This model states about universal explanation of the nature of communication. 


Effective communication

In the words of R.W. Griffin, "Effective communication is the process of sending a message in such a way that the message received is as close in meaning as possible to the message intended".

​Effective communication at my workplace:
​
There are many effects in the workplace relating to communication, whether unintentional or intentional.  The effects can either go in the communicator’s favour or could easily be a miscommunication and not be taken how they planned it to be. The determination of effective communication is to generate an action, be informative, create understanding or communicate a certain idea or point. Effective communication also makes sure that message is clear during the communication process. In this essay I will describe a time when I experienced effective communication the workplace.

Effective Communication: Acknowledging the Areas of the Workplace

I work in a dental office as a receptionist. The place is called Dental Smiles London which is based in Central London. We have 4 practices close to each other. I do like my job and my daily job duties. I have an amazing team and a very helpful and kind manager. There are many different areas in the clinic that effective communication is needed at all times. For example, the surgery/clinic area can get very hectic. Another area that effective communication could benefit is the front desk area, this is the central location to make a difference in the patient’s visit coming and leaving the clinic. I am mostly based at the front desk so I use all type of communication.

Effective Communication: Applying to the Workplace

I believe the communication between the staff in my workplace is one of the most important things to run a business. Communicating with these people involves and engages them which makes them feel they are fully part of the team. For example, every morning when we are arriving, we do have a daily briefing outlining the time and availability to see emergency patients and through correspondence with the patients via email or phone calls. We can update the dentist regarding any clinical or personal patient information. In the clinic we use verbal communication mostly in the morning or between patients to book follow up appointments or surgery or explaining any financial options. During the day we have mainly a nonverbal style of communication type. We are using an instant messenger to communicate each other any additional updates, issues, problems or schedule appointments. End of the day I make sure all emails have been answered and all calls have been returned. Also, the clinic closing policy involves written communication which means we do need to email to another clinic any additional availability and send the start times our main group chat. I can say we are using all type of communication in my workplace on a day to day bases. 
At Dental Smiles London as much as we try, we do have problem with verbal, non-verbal and also written communication type. In verbal communication type sometimes, Dentist are using specific and clinical words what as a patient or as a receptionist cannot understand so we need to inform them regarding for an explanation. Dentist and nurses also have some problem either verbal or nonverbal communication type, because when they are working mostly environment noise can affect, the communication between each other. When the patient is in the chair, they need to use nonverbal communication, which is mostly body language or mimics. I believe the reception area the hardest with all type of communication. I need to answer all emails, calls and I need to communicate with patients face to face. My job is to make sure my communication helps to welcome every patient and make sure they are at ease. However sometimes I do find it difficult to deal with patients when they are stressed or in severe pain, because I cannot get upset or angry. I need to learn how can I handle these communication problems and get more and more knowledge to be calm an equipped to handle these types of situations and more. 



Conclusion 
Dental Smiles London has many little issues about communication but we are working on it day by day to prove that we can grow and improve. Our management try to help us and provide as much information as possible. We do believe if we keep pushing and learning day by day we can achieve and get better, but also, we know some days are harder and we make mistakes. I think we do have a good system in place but communicate with people who they are in pain sometimes is incredibly difficult and strained. 
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