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Introduction
The aim of this report is to analyse my own communication skills which I have required while studying. Communication is exchange of information or thought between two people or peoples, what it could be verbal, nonverbal, written, formal – informal and visual. In this report This report will show communication in the workplace, different types of communication, models of communication and which problems can rise during the communication. In a business organisation or management , communication is a very important skill through which peoples are able to understand each other , the management is able to set up tasks and the employees are able to do this tasks, or if they face with a problem , together they can sort it out. In management is very important to be aware about communication, the messages what is sent it must be clear. At the same time if the communication is between two or more persons it is good to be confident, the body language needs to say the same think, it is good as well if the hand movement is not too far from body. The messages what is send by email must to be the same, clear and brief, it must hold only the important dates, time and places in regard with the main text. 
Relevant theories
One of the theories what explain the structure of communication is Shannon and Weaver model. This model first has been created by Claude Elwood Shannon and Warren Weaver in 1948 in (Mathematical theory of communication). This theory shows the process of communication from the sender to receiver.    
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 In this case for instance the source or sender it could be the X brain, the encoder can be his mouth, example encode a language, the channel can be the air or (noise what disturb them)  , the receptor or decoder it could be Y person ear, and the decoder or receiver is his brain. The feedback is Y response to X. Case study about Pedro and Maria is a good example of noise and about the feedback what it was so poor. In this study Pedro works on a construction site and Maria, his wife phoned Pedro and tell him, when he is coming home – see if you can get me a chicken - to buy a chicken. Pedro replied her, okay. When Pedro got home went into the kitchen, while Maria was into the sitting room and ask Pedro to come there. Maria then asked him where the chicken is, then Pedro realised that he is misunderstood her wife, he thought that she said – when I come home, I will see you in the kitchen. In this case it seems well the noise on Pedro building site and due this noise he was unable to hear his wife clear. This explain Shannon and Weaver model because the receiver, in this case Pedro cannot decode Maria message about the noise. The example shows us Maria is the sender, transmitter or encoder is the phone, the noise source is Maria message, the decoder is phone of Pedro, and receiver who is Pedro. This misunderstanding can be prevented if Pedro is moving away from the noise what disturb Maria message (Example in appendix 1). According to Shannon and Weaver communication may occur three problems. 1. Technical when the channel causes the problem, 2. Sematic   problem when the sent and received message are different, 3. Effectiveness problem, reaction of message how effective is. Advantages of this model, the problem is solved when the noise is removed, communication is quantifiable. Disadvantage of the model, it can be use only for communication between two peoples, nor for groups, the sent message by sender is more important than the feedback, the sender has primary role in comparison with receiver who is passive.
Another theory what explain communication from another point of view, is Wilber Schramm model what was proposed in 1954 and where the difference is a strong feedback.
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In the picture above it seems clearly that this model of communication is circular what mean that both the sender and receiver is playing primary role and where the sender have a strong and clear feedback from receiver. This model of communication is used in a daily basis, when peoples talking with each other by phone, email and in organisations where it is important of a clear feedback of understanding the main message. However this method it have its own barriers what it can be physical, when an individual is not present, attitude when the sender or receiver is angry or happy, stereotype about background or culture, language barrier, time barrier, when in one country is day time and in another one is night, structure problems in the organisation, lack of knowledge of the subject when the message is unclear, overload information, when processing the information takes time, assumptions when something is without clarification. To be able to avoid these barriers is important to pay attention, to be patient, never assume, is better to ask back what is been understand from the message, be friendly, be open minded, be aware. 
The third model or theory of communication is postulated by David Berlo in 1960. He depicts that making the communication more effective there are factors what can influence the elements of communication. This model are four components, to describe process of communication S is the sender is the source of message, M is the message, C is the channel or medium in what the massage is sent, and R is the receiver of message.
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As it seems this model it has the same barriers as Schramp model as, cultural, attitudes, knowledge barriers and a new element is the social system. There is a good example when a professor of English from Welsh university has lived not too far from a village. He did not like the peoples from the village because they were unskilled compared to him, therefore he not socialised with them, he does not spoke with them, he had nothing in common with those people. An evening while he has read a book, he fell asleep and his pipe fell onto the carpet and started a fire. He just wakes up by the smoke in the house and he has just time to run out from the burning house. He run to the village and screaming - The edifice is being consumed by a great conflagration. The peoples from village just looked to him but continued them daily routine. When the professor has turned home the house had been destroyed. Next day when he goes in the village asking crying – Why did you not helped me. My house has been destroyed by the fire. I came and begged you last night. – The peoples from village asked him – why did not say that your house was on fire? We would have helped. Analysing this story, it seems that the peoples from village did not understand the professor vocabulary. This it happens about the professor knowledge and it seems that he is been used  the Schramp and Berlo communication model which always get a feedback to make sure that the message was understood and because the village people they were not in the same level of education. Here it can be seen the barriers of the communication which it was social, different background and the knowledge between the professor and the peoples from village. In this case it seems clear why it is important the need for feedback between encoder and decoder for the purpose of clarified message.


The importance of effective communication
The importance of effective communication in management or into organisation it can be crucial. Another example can show this importance, due that in this case it was no crucial in another hand, it could be in another environment. The manager has asked me to water the plants into a hot morning. It was Saturday so nobody can help me, and I did not know the door code were my colleague has leaved the watering tube, therefore I called him to send me the door code, what he has done. I tried to open the door several times but without success. I tried to contact him again, but he did not answer. Finally, I gave up the plan to watering plants that day and I just hoped that Monday they will still alive. Next week Monday I tell him that the code what his gave to me it was not good and I was unable to water the plants. Then we are agreed to going together to trying to open the door. While we were in way to door, he wants to go to another door to open it, then I tell him, that door is not where he wants to go. At that moment we decide to check again our message from Saturday, and we realised that we are spoke about two different doors just when he sent me the message he did not hold the glass, therefore he not seen well my questioned door and he sent me something different else code from another door. In this story it seems well the Schramm model in which one of the barriers is physical in this case my colleague glass. 
Methods of communication
Communication it can be verbal, nonverbal, written, formal – informal and visual. Verbal communication is when two or more people talking with each other for exchange the ideas, thoughts or information. The verbal communication is important in the workplace because the managers and employees can understand the rising problems and they are able to solve them (Maund et al 2017). The nonverbal communication it could be gestures, signs, eye contact, body language. To interpret a good nonverbal message there are several conditions such as tone of voice, eye contact, outfit, complexion and so on. The speaker and his intention it could be comprehend by listener about the nonverbal communication (Goleman 2006). Written communication is when two or more people are writing to each other with different types of devices. One of the most important written communication in management is the email because it helps to coordinate the efforts working on project. A business email usually refers to some urgent matter, a meeting, new tasks and it is no longer than two or three paragraphs. The formal communication is used to inform, example in business letters, mementos. The informal communication it could be in writing when is a long chain of information. The visual communication is when we are going on street and we are seen traffic signs or example in construction advertising or warning signs. 
Communication work between management and employees
Communication work between management and employees it is an important and difficult skill because a well running organisation is proportional with the inner communication. Some of the companies has foreign employees from another background and language. In some cultures, is important the tone of voice, the gestures. In this companies are necessary to be aware about the communication. Example, it was a vegetable warehouse, 20 out of 23 of the delivery drivers were eastern European from the same country. Once time one of the drivers do not want to help the loader, it starts argument, finally the loader has gone to the manager and tell everything. After that the manager call the driver and fired him and ask to leave the car keys. When this driver has gone out and tell the rest of the drivers from his own country what happened, the drivers has gone in and leave them own car key, ready to quit with that one who were fired. The manager changed him mind. From this case it seems clear the communication problem as well as association and interaction in high-context culture - relationship and the group process is proportional with efficiency, misunderstanding is personalised – (Halverson 1993).
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