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Introduction

The aim of this report is communication. In the following, I will show some models of communications and theories, how to apply them in life and the workplace to have better results. 
Good communication skill is relevant to create a strong relationship and to achieve career and life goals. An employer who invests energy and time to create strong lines of communication in their companies will always increase productivity and build trust among employees. Employees that can communicate effectively with management, costumers,and team are valuable assets for an organization because strong communication skill runs profound within a business. I will describe the communication at my workplace and I what can be done to improve it.
 

 Definition of Communication
 

Communication is the ability to pass and understanding the information

from one person to another (Maund, Schriek and Tinkler, 2017). It is the

process of sharing and transmitting thoughts, ideas, opinions, values, and

facts from person to person or organization to others. 

Communication demands more than one individual and it began with an idea

in the sender's mind. At that point, he/she will encode the thought in the

types of messages, language, pictures or an eye to eye discussion. The message

will be decoded by the receiver to comprehend the expectation of the sender

(Maund, Schriek and Tinkler 2017).

 

In case that the receiver can see the sender, the individual in question

can obtain nonverbal communication that the sender is transmitting, from

certain to nervousness, polished methodology to flippancy. If the receiver can

hear the sender, the individual can get signs from the sender's manner of

speaking, for example, emotions and emphasis. 

Effective communication is when the receiver accurately understood the

message of the sender. 

 

However, the message could be differently deciphered or misconstrued due

to a squint of an eye, monotone voice, signals, outward appearance or voice. To

limit correspondence stumbles, the leaders should give others a chance to don't

hesitate to express their thoughts, suspend judgment and listen. 

There are 4 types of communication which include verbal communication,

non-verbal communication, visual and written communication.

 

Verbal communication
 
Verbal communication is oral communication witch involves transmitting

and sharing information by speech (spoken words). Verbal information is

creating through language by using words and sounds to express yourself (Maund,

Schriek and Tinkler 2017).

Verbal information and messages are created by language. Good

communication skill involves the right interpretation of other verbal messages

because due to the language meaning can be misunderstood. 

 

Nonverbal communication 
 
Nonverbal communication is a nonlinguistic way of transmitting

information. Nonverbal communication includes body language, facial

expressions, gestures, paralinguistic, proxemics, eye gaze, appearance.

 

Face expression is relevant in nonverbal communication. The message

could be differently interpreted when we see the face expression of the sender.

This happens because we see the person first before hearing his/her message

(Sampson, 1995).

 

Body language can indicate a great deal of information. Movement, posture,

leg-crossing, arm-crossing can indicate the attitude and feelings of the sender

(Fast,1971).

‘Body language can include any non-reflexive or reflexive movement of a

part, or all of the body, used by a person to communicate an emotional message

to the outside world. To understand this unspoken body language, kinesics

experts often have to take into consideration cultural differences and

environmental differences’(Fast,1971). Often time body language contradicts

verbal communication. 

 

Gestures are also part of nonverbal communication and they have meaning

without words. Gestures can show different nonverbal signals. Some gestures are

related to culture, others are arbitrary. Most common gestures include pointing,

waving and using fingers to show the numeric amount. 

 

Paralinguistic is part of communication that is separate from language. Pralingistic

communication is the voice among other gestures, volume, intonation, and speed.

However, only changing the tone of the voice, the sentences could have totally

different meanings.

 

Proxemics is important in nonverbal communication and means personal

space. The distance people need can be different and influenced by many factors

such: personality characteristics, social norms, cultural expectations.
Written communication
Written communication is the process of exchanging messages between two or more people thought the written symbols. The most important element for written communication are considered audience, purpose and form. Written communication is part of our life and can be used between friend or family by sending messages, e-mails. In addition, written communication is relevant with costumers and business and includes letters, proposals, contracts, post cards, email, faxes and telegrams. 
 Effective written communication is about conveying messages and building relationships. Good written communication is important in management and business because identifying the problem, find a solution and achieve the goals (Butterfield, 2013).
 

Models of Communication 
 
1. Aristotle Model of communication
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Aristotle's model of communication is considered the earliest model of communication. This model is very linear and simple. Aristotle included in this model fife essential elements: The speaker, the message, the audience, and the effect. In this model of communication Aristotle advice the speaker to create a speech for different audiences and occasions to have different effects. This model is more applicable to interpersonal communication and speaking in public (Narula, 2006). 

2.Shannon and Weaver Model of Communication 
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Claude Shannon and Warner Weaver in 1949 purposed a model of communication. The speaker will choose a message from many possible messages. The message will be sent through the channel and changed to message or signals. The receiver will receive the message. In the process of transmitting the message certain distortions were added, the Noise witch is not part of the signal. The Noise in this model focus: Channel Noise, Systematic Noise, and Feedback. 

Channel noise occurs any interference with the transmission of the signal. Systematic noise suggests that the message was misunderstood. Feedback is the “effects” and the results of receiving the message adequately.
3. Wilber Schramm model of communication 
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Wilber Schramm propose a model of communication in 1954.

This model of communication suggests that information is useless until it is rigorously placed into words and sent to others. Encoding plays an awfully important role because it initiating the method of communication by converting the ideas into content. Once the information reaches the receiver, his prime responsibility is to grasp what the speaker wants to say. 
The message is no use until the receiver decoded and understood the message that the speaker conveys. The process of encoding and decoding the message is essential for effective communication between two individuals. According to Schramm, communication is not effective only if the sender receives feedback from the receiver. This model is circular and requests the sender and receiver, two participants that will receive and send messages.
Schramm had an opinion that an important role of communication is the individual's experience, knowledge, and background.
Communication in my workplace
 
Employers always are attracted to candidates that have good communication skill because they can improve the performance and connect with the customer. Unfortunately, nowadays employees have to deal more with programs; the work is automatic and controlled by computers.

In my workplace, good communication between management and employees is very poor. The cause of this destructive process is much-automatized work, where everything that you have to do is to follow the instruction of the voice and the screen.

Working is awarehouse with more than 180 people; we don't have time to spend even someseconds on communication. It is all because coming at work and after swiping in, everyone gets IMT. It is a computer that is fixed on your arm. After recognizing the employee by number, the computer will come with tasks. It will

tell you which child to go, the pallet grit, the number of products and quantity. After scanning the strip code, 'the voice' of the IMT will tell you where to go and a number of the store to pick these products. The work is so automatic, scan the store number, and scan the product and then the quantity for this store. 

Sometimes, the pallet is wrong, or the layout is wrong and the voice on the computer will keep on ordering. Often we can have really heavy products on the pallet such as potatoes, onions, melons. One box can rich 20 kg and it is really heavy to pick but the computer and 'the voice' don't have feelings so they will keep ordering to pick 20,21 and more. Every pallet has limited time to be delivered or the employee will lose the performance. 

I found difficult to deal with a computer in my arm. The communication is just from one side: the computer is telling me what to do. But no feedback because I can't tell the computer how I feel about this pallet, that it's heavy, that is not enough time to complete this assignment. My previous job was in coffee shop where I could speak with costumers, share ideas. It is a huge difference in communication and it is very specific. 

Not everything can be done by computers and when employees have a problem with there pallets, they will ask coordinators from the podium to fix it. Oftentimes the number of products is wrong or quantity and only coordinators can figure out. In these little minutes of communication, employees only can say what is the problem and coordinators will check the program on their computer and your IMT. Going to the podium and try to fix the computer mistake is time, in our work time means losing performance. Even when having this problem, nobody is trying to give time back, or help somehow. People only listen but they don't reply. 

Communication in my workplace is poor and this is why employees don't like their job and most of them are not happy. It is because practically people feel like slaves doing someone's order; it is difficult to be happy when dealing with 'the voice'. 

To improve communication in my workplace I would introduce short breaks every two hours when people can relax and exchange their thoughts. I would provide training for coordinators and managers to improve communication and very important to listen to employees and their needs.
The model of communication that describe my workplace is Schramm’s model. As the example from in-class exercises, i understood that communication starts with two individuals that exchange information and messages. 

Conclusions 

This report was to analyze communication, types of communication, models of communication and communication in my workplace. Definition of communication is the ability of exchanging information with one person or a group. The models of communication of Aristotle, Shannon and Weaver and Schramm were analyzed. 
Effective communication between employers and employees can build an efficient team that will increase productivity. Employees will feel more value and will have job satisfaction. 
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