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Introduction 
In this report I will demonstration my understanding of communication and the purpose in which we communicate with others, withing the workplace and everyday life and problems that may arise if we do not communicate effectively.
Communication is the way in which we communicate by exchanging our thoughts and ideas to get information across from sender to receiver which can be done in form of picture, symbols, hand gestures and language which helps to build relationship with friends, family and work colleagues. When communicating within the workplace/general it is important that we communicate effectively for others to respond appropriately because when communication is not as clear as it should be vital information gets lost in the process which may lead to conflict and miss trust among colleges, friends and family. when we communicate effectively it makes workload easier and allows us to perform smoothly to the best of their ability. Poor communication within the workplace can and may lead to major conflict such as accidents, miss deadline, and lacking trust with other member of staff.

modules of communication 
Shannon and waver (1948)
 Shannon an American mathematician engineer and waver a scientist both decided to theme up in forming the Shannon and waver communication model which was designed to develop the effective communication between a sender and receiver. During this research they found factors which effect the process of communication call noise which was first developed to improve technical communication of analysing how message is sent and receive.
Sender
the Shannon weaver model begins with the sender who starts the process of communication with someone else, this can be done through written communication, verbal, communication, body language and through spoken language. 
encoder (transmitter)
the encoder is the person that converts the idea into signal that can be sent from the sender to the receiver this model was designed to explain communication through telephone, radio and computer.
channel 
this channel of communication is the infrastructure that gets information from the sender and transmit to the decoder and receiver which is also known as the medium.
Noise 
Noise interrupts a message while on the way from the sender to receiver, this is break down into 2 parts internal and external.
Internal noise -when a sender makes a mistake (encoding)when you misspell a word in a text. 
(decoding)-when someone misinterpret a message.
External noise -when something external happens.
Decoder
This is the opposite of encoding which referred to communication happens through devise such as telephone,
Receiver 
A receiver is the end point of the original Shannon and weaver model of communication process this is the final stop where the person has finally got the message.
Feedback
When the receiver of the message responds to the sender in the end of the conversation.  
Schramm (1954)
the schramm communication is a cyclical communication model which has basic principles of communication. This model offers a classic approach to explain communication and its use to determine how we communicate between tow individuals when we exchange ideas. schramm communication is made up of 3 elements, the source (encoder) recipient (decoder)and the message.
source(encoder)- the sender of the message which must be clear when sending the message and making sure that the information they are providing is of good use, relevant and accurate.
Recipient (decoder)- the recipient is the person to whom the message has been sent to.
Message—this is defined as the main information\message which is verbal or nonverbal that plays a particularly important role in the schramm model of communication.
Berol (1960)
the Berol model include several factors under each element.
source-the source is where the message is originated.
Communication skill- the ability to read, write, speak and listen, the skills that is needed by every individual to communicate. 
Attitude -the attitude towards your audience, the attitude to learn about something or someone.
Knowledge- to be knowledgeable about the topic or the message that is being sent.
Note -this refers to the knowledge of the message that is being communicated.
Social system- includes various aspects of society likes and values.
Note – communicating to an extent that social system allows.
Culture – people can communicate only if the above needs has been met.
Encoder: The sender of the message, from where the message originates, is referred to as the encoder. So, the source encodes the message here.
Message
Content – The body of a message, from the beginning to the end, comprises its content. For example, whatever the class teacher teaches in the class, from beginning to end, is the content of the message.
Elements – It includes various things like language, gestures, body language, etc. They constitute all the elements of a particular message. Any content is accompanied by some elements.
Treatment – It refers to the packing of the message and the way in which the message is conveyed or the way in which it is passed on or delivered.
Note: When there is too much treatment, communication will not go smoothly.
Structure– The structure of the message refers to how it is arranged; the way people structure the message into various parts.
Note: Message is the same, but if the structure is not properly arranged then the receiver will not understand the message.
Code– The code of the message refers to the means through which it is sent and in what form. It could be, for example, language, body language, gestures, music, etc. Even culture is a code. Through this, people give and receive messages and communication takes place.
Note:  Only when the code is clear, the message will be clear. The wrong usage may lead to misinterpretation.
Channel– It refers to the five sense organs. The following are the five senses:
· Hearing
· Seeing
· Touching
· Smelling
· Tasting
Communication occurs through one or more of these channels.
Hearing: The use of ears to receive the message, orally transmitted messages, interpersonal communication etc.
Seeing: Visual channels, watching television so the message is conveyed through the scene/film.
Touching: The sense of touch can be used as a channel to communicate. For example, we touch, buy food, hugging our loved ones, etc.
Smelling: Smell also can be a channel to communicate. For example, perfumes, food, fragrances etc. Charred smell communicates something is burning. People can deduct which food is being cooked by its smell etc.
Tasting: The tongue is a muscular organ used in the act of eat and taste food. For example, while a food is being shared, the communication can happen regarding its taste.
Note: Despite not mentioning a medium, we need to assume that as communication is taking place, channels can be any of the 5 senses or combination.
Decoder: The person who receives the message and decodes it is referred to a decoder.
Receiver: The receiver needs to think all the contents and elements of the source, to communicate/responds to sender effectively.
Berol’s model believes that for effective communication to take place, the source and the receiver need to be on the same level. Only then communication will happen or take place properly. Hence, the source and the receiver should be similar.
For example, if the communication skill of the source is good, then the receiver should have equally good listening skills.
It cannot be said that the receiver does not receive the whole message because even though he may receive it but may not be able to interpret its meaning. For effective communication, the source and the receiver need to be on the same level.
Note: Self-image differs from person to person. For communication, the person should consider the receiver, speak accordingly and give them what they need.
Criticism of Berol’s SMCR model of communication:
1. There is a lack of feedback. The effects are practically unknown.
2. It does not state the barriers to communication.
3.  less room for noise.
4. It is a complex model.
5.  a linear model of communication.
6. It requires everyone to be on the same level for effective communication to take place However, that rarely happens in everyday life.
7. The main drawback of the model is that it omits the usage of sixth sense as a channel of communication, which is an asset to human beings (thinking, understanding, analysing etc.)

After comparing the 3 model of communication they all have shown similarity in the way in which we communicate, however all have proven that for communication to be effective they must be a sender and a receiver for the communication to be complete.

Communication skills – 
Non-verbal communication –nonverbal communication is the use of gestures, facial expression and body language to help transfer information to others. this helps to give the other person a good idea of what is being said.
What enhances effective nonverbal communication? 
To exchange effective non-verbal, you need to ensure that the receiver understand the message you are attempting to decode by showing great eye contact, you should also have the right amount of space between yourself to analyse your posture and determine whether the message you ate trying to give may come across pretentious.

Verbal communication –verbal communication is through speaking or sign language. This is one of the most common types of communication that is used during presentation, phone call or one to one.123 123
Key to consider in verbal communication. 
The key to verbal communication is to make sure you are clear and considerate of others; you should also maintain good eye contact to show that you are paying attention and is interested in what is being said. when speaking you should do so as clearly as possible using a clear tone of voice in order to avoid any cause of conflict.
Sign communication-this means to communicate through your body movement, mostly the hand or arms.
Some Key things to consider when signing.
· Sign language is not used represent spoken language. 
· Sign languages have their own grammar. 
· Sign language is a visual language.
Listening 
Listening is a two-way process that is an essential part to communication, when communicating it is important that we listen to the other person for us to respond effectively.
When communicating they are barriers that affect our communication and is needed to be taken into consideration as this can affect the way in which u work with other
member of staff. 
These barriers are:
Lack of trust -when trust is lost within the workplace it affects the way in which communication is being transfer from one staff member to another which becomes a toxic environment.
Intimidation-when intimidation is taking place within the workplace other member of staff feel as if they cannot speak up on issues that may arise within the workplace which lead to miss communication because you may feel as if your voice or opinion does not matter, and you may then hold back on vital information.
Miss uses of power -when power is being miss used within the work place a lot of the time is by member who have been with the company for a long period of time and feel like they have power over everything, this can lead to other member of staff quitting because they feel like they cannot perform effectively within the setting. 




Consequences of poor communication within the workplace 
Poor communication in the workplace can lead to a detrimental effect if information does not get handed over, this may to lead to deadlines being missed, paperwork not being completed, hand over not being given correctly, appointment being missed because of wrong information being passed on, also medication errors may occur which can lead to a disciplinary action and can be taken further if a patient has bee affected by this action.
Improving communication requires all participant to be involved in order to improve the way in which we communicate within the workplace or daily lives, we can improve communication by checking up on member of staff ever so often making sure that everything is up to date and the work environment is running smoothly, have regular meeting with staff on their thoughts and ideas and be open to idea of improvement.
Summary 
Overall research has shown that communication is needed in our everyday life, even though they are many ways in which we communicate you still require a sender and a receiver for the process of communication to be complete.
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