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Communication is defined as “the imparting or exchanging of information by speaking, writing, or using some other medium.”
Communication is almost always a two-way process, it can involve any of the followings, a message, receiver, sender, and even feedback. communication can occur in any of the following ways, nonverbal, visual and verbal (David.1972). 

In everyday life, we communicate in different ways, whether you're getting on public transport, going food shopping, at work or even at school, communication is being done daily.  There are three main models of communication, linear model, interactional model and Transactional. 

Good and clear communication is key to a good understanding and better outcome. Poor communication can cause negative outcomes, in some industries, it can also lead to death. For example, in the world of health, failing to communicate information appropriately can not only lead to patients’ dissatisfaction but can also cause death (David.1972).

A doctor or nurse who fails to inform his team about a patient's health history and medical history will be doing more harm than good, especially when certain medicine can have an impact when taken together with other medications. 
Being able to communicate effectively is important when making decisions, it also means better employment opportunities and helps build strong relationships (Griffin,2012). 
There is also a transferer of knowledge when you can communicate effectively, by informing others you’re transferring the things you know, for example a teacher and student. 
Working with others requires good communication, without this, it is almost impossible to work with others, as  good communication  helps with good coordination (Griffin,2012).
Nonverbal communication can include the following, sarcasm, body language, facial expression, hand gestures, and appearance.  
For example, someone showing you a sad facial expression with tears coming down their eyes can indicate that the person is upset. 
A child walking up and down, holding between their legs looking uncomfortable is a form of body movement and non-verbal expression which can be an indication that the child wants to go to the toilet(Lanigan,2013). 
Someone waving their hands whilst looking at you is a gesture that can be indicating a message such as a hello or trying to get you to notice them. These three examples are examples of non-verbal communication which are often conveyed silently.
Visual communication can be presented using animation in your presentation or using videos, recordings, data visualisation and even whiteboard animation. All of these are examples of visual communication. 
visual communication can be beneficial when trying to keep someone’s attention, it has been known that the average human has about 8 seconds of attention span. The use of visual communication can help with refocusing. Strong visual content can help the audience to remember its content (Lanigan,2013). 
There are many examples of verbal communication, for example, having a one-to-one conversation with someone; it can also include having a telephone call or a speech presentation. Verbal is the opposite of non-verbal conversation as messages are conveyed through speech and sound.  



When it comes to verbal communication, what you say and how you say it is just as important. Pitch and tone can make a difference when communicating. 

There are skills needed for good communication, especially in the workplace, here are a few skills.
For example...
· Active listening -this way of listening and responding shows mutual understanding. 
· Empathetic listening - empathetic listening is important, it lets the person know that you are not only listening to what they are saying but you also care. 
· Verbal - listen to what people say and how they say it ,their tone of voice, their pitch and even the words they choose to use. 
· Non-verbal- you need to be able to read body language, facial expressions, and gestures, having a good understanding of this is part of creating good listening skills.


Within my workplace, there have been many incidents where poor communication has occurred and as a result, it has caused major problems for the company. 
Working in a nursery, it is a requirement that parents inform us of their child’s allergy and any medical history. We asked a new parent who had just brought their child into our nursery for the first time to fill out the allergy form, however, the parent kept on forgetting to do this. Instead, she told one of the staff members verbally that their child was allergic to pineapple. on that same day, it was a busy morning, the staff then forgot to write the information that the parent had told him down, and as a result, no one else apart from the mother and that participial staff was aware of the child’s allergy.  In this situation using the Shannon and weaver method of communication, there is a breakdown between the sender (which was the parent) and the receiver of the message. 

That same day the children had pineapple for a snack, as we could not see any note saying the child had a pineapple reaction the child ended up eating the pineapple. A few hours later a reaction occurred, we had to ring the parent and inform them of what had happened.  
The parent was upset but when asked, she said she told one of the staff what her child was allergic to instead of having it written down. 
when asked the staff admitted to not writing it down and forgetting to inform all the other staff as it was such a hectic morning at work. 
Although the child came out of this situation fine, this could have turned out extremely bad if the child had a serious reaction.

The lack of good communication between the sender and the receiver was the cause of the problem. The parent did not communicate in writing and therefore their child’s health and medical history was unavailable. The staff was also at fault as they did not write down what they were told in the communication book or tell the school's office to update the system.  
At other times there could be problems of knowledge such as the receiver not understanding the language and expression chosen by the the sender, this can cause a obstacle in communication. 


Just as there is bad communication there is also good communication in the workplace.
An example of good communication would be sending out an email to staff about the tasks that need to be completed. The email contained all staffs name and each task was allocated to a specific person. it was also a requirement that we replied to the email confirming that we saw it and understood what had to be done. By setting out each individual with their task we made sure that no one-two person was completing the same task which saved us time and made sure that things were getting done quicker. By replying and confirming, it showed an understanding of what we had to do and if there were any problems they could have been highlighted and spoken about. Email communication also worked as proof in case anyone had their tasks confused with someone else’s or if anyone had to look back on what they had to do.

This is an example of good communication as everyone is aware and understands what is happening. There are different models of communication that work to make the understanding of any concept clear. 
The mother of all models of communication is the Shannon and weaver linear model of communication. Also known as the information theory, It can be seen as a mathematical theory as it states that there are 6 concepts that human communication can be broken down into.
 
The model looks at how messages can be lost, misinterpreted and mixed up when trying to communicate. Using this theory helps identify the points at which miscommunication can occur (Turaga,2016). 

Here are the six steps to Shannon and weaver's model of communication. 

Sender- This can be the person or thing who has the information that needs to be sent out. They begin the process by having the information and choosing to send it, they also choose the channels that they wish to send it through. How they choose to send the message can be done in different ways, it can be done verbally, through body language and even in written communication. An example of a sender can be a teacher who has information and can choose how they share that information, another example would be a newscast presenter. 


Encoder- the next step refers to the machine chosen that turns the message into a signal that gets sent from the sender to the receiver. This can be a phone or a computer, it can also be a person. For example, by using the phone, your voice is used to convey the message. 

The channel-the channel is what the information goes through to get to the person, so the infrastructure getting the information is also known as the medium. For example, if you choose to use the internet to send your message, therefore, use the World Wide Web, which is the medium/channel. Using a phone means your using the electrical wires which then become the channel. Being in the company of someone and therefore face to face sound waves become the medium. 

Noise-there ate external and internal noise. This can be a physical disturbance that will get in the way of letting the message get to the receiver. 

Decoder- once the message is sent it must then be decoded, this is how the receiver views the message and then interprets it in the way that it was intended. 

Receiver- this is the person or source that receives the message and turns it into something meaningful. 

There is criticism of this concept, for example, the process is viewed as being oversimplified, communication in Shannon and weavers model seems to be linear and one way, this is not how things normally are in society. Since the communication model was created such a long time ago, time has changed, it struggles to support modern-day multimedia communication with a huge amount audience. Regardless of these criticisms people still use this model as the fundamental of it is still relevant and therefore useful. Communication does not behave in a one-way process.


David Berlo's 1960s SMCR Model looks at the different areas that describe communication, it is another process of communication in a simpler form.  It looks at the decoding and cording of messages. 

[image: ]

Shannon and Weaver’s model was intended to improve technical communication; however, it is now applied in all kinds of areas. David Berlo took Shannon's and weaver's concepts and expanded them even further (Baird,1983). 
S- the sender - this is the beginning of the communication process; the sender is the person or source that sends and creates the message. Berlo saw thing areas such as communication skills, attitude, knowledge, social system and culture all affect the source. 
M-message - this is what is being sent from the sender to the receiver. There are several different ways of sending the message, through email, phone or verbal.   
C-channel- this is the item used to send the message, 
R-receiver- this is the person who receives and decodes the message.
David Berlo's concept has also been criticised for lacking the feedback process (Van.2018).
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