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The purpose of this report
The main purpose of this study is to analyze what means the communication and the importance of an effective communication and team-work, not only for the workplace but everywhere between individuals. 
Even if people are born with the ability to communicate they don’t always provide skills to express themselves in a correct method and to be understood. That’s why I prepared this assignment because I want to show what I have learned during the first term about effective communication and I want to show and analyze my experience at the workplace.
Introduction
Communication is "a symbolic process whereby reality is produced, maintained, repaired and transformed" in which we define our reality by sharing our experience with others (Carey,1992). Communication represent the process of transmitting messages between sender and receiver either verbal (speech or oral communication), nonverbal (behavior, body language), writing (emails, text messages, letters) or visual(photos, videos, info graphics, presentation).
Team work is the ability of different individuals which become a part of a group and work together to accomplish the same goal. The teamwork is one of the most important factors upon each business depends in order to raise productivity and to gain success.
Models of communication 
During this term I have learned three different models of communication and the importance of each of them.
1. The Shannon and Weaver Model of Communication 
This is a linear model developed by Claude Shannon and Warren Weaver in 1948 in the article “A Mathematical Theory of Communication” in the Bell System Technical Journal, in USA. This model is known as the mother of all models because is the most popular for the way of explaining and analyzing how the messages are sent and received.  






Figure 1
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The first component is represented by the sender which is the source that can express information to the recipient. This way of transmitting the message is chosen by the sender and it can be either through spoken and written words and/or non-verbal communication or audio-visual communication.  The information which he sends can be an emotion, a picture, information and so on. This information means the message which is indented to be transmitted to the recipient through a channel. The encoding function is used by the sender because he chooses the way of sending the message. Conversely, the receiver is the person who is decoding the sender’s message by interpreting what he received. The issue in encoding and decoding is that any individual is different and has its own and unique knowledge determined by the lifestyle, culture, education, experiences and so on and they will interpret a message differently. To minimize the chances of misunderstandings, the sender need to focus on a clear way to encode the message and it is going to be easier to decode it by the recipient.
The noise is represented by any interference in the process of communication which affects the right understanding. The last component is represented by the feedback. The feedback makes its presence in the communication process in the moment when the receiver responds to the message that the sender has sent. 

2. Berlo’s SMCR Model of Communication

After the linear model developed by Shannon and Weaver in 1948, David Berlo developed this model in 1960 and created the SMCR model. This model represents the communication in the simplest form and describes the components of the model. SMCR is an acronym which stands for Sender, Message, Channel and Receiver. Because this process highlights the stages of encoding and decoding of the message, it can be used to improve the communication in a efficient way.






Figure 2
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SMCR are the 4 components which are included and explained in the figure 2.
The first component is represented by the sender which is the individual who creates and sends the message to the receiver. This individual represents the source and is the staring key-point of the communication process. The source is responsible for the stage of encoding the message. 
The message is the second component of the process and represents the information which is sent from the source to the destination which is represented by the receiver. The source can choose the way of sending the message and it can be verbal, audio, written, video or other. 
The message is influenced by content, elements (verbal and non-verbal aspects), treatment       (the packaging of the message), structure (the way in which the message is structured), code (language, text, gestures, video, music and so on).
The channel represents the third component of the model and means the medium which is used by the source to send the message.  An individual has the sense of hearing, seeing, touching, smelling and tasting and therefore involve the senses of sender and receiver. If the message is transmitted by technical tools (phone, TV, internet) then the information is assimilated by the receiver via vision and sound.
The last component of the model is represented by the receiver. This is the individual who receives the message and has the responsibility of decoding it and gives it his own meaning.
For both components of the communication process (the sender and the receiver), communication skills have the biggest role in it. Other factors such as attitude, knowledge, social system and culture are vital. For example, what is considered friendly in some cultures may be considered rude in others therefore the message may be interpreted differently . The beliefs, religion or the values of a person influence the way in which the source transmits information along with location and any other circumstances.
For more explanations of this model I have attached in the appendices two in-class exercises: the communication between THE PROFESSOR AND THE VILLAGE PEOPLE and the exercise 2 which is a case study about BARRY AND HIS STAFF.

3. Schramm’s Model of Communication

This model was published it 1954 by Wilbur Schramm and it was wrote based of the model of communication created by Charles Egerton Osgood in his book named “The Process and Effects of Mass Communication”.  The model represents all the basic principles of an effective communication and explains how two individuals can communicate when they exchange ideas, emotions, information or attitudes. This is a cyclical model which presents the process of communication based on the theory of two-way street, while several other model are linear in their nature, this model is circular and presented bellow in figure 3.
Figure 3
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We have only three components of the Schramm Communication Model which produce a circular process of communication and the sender and receiver of the message can be the either the same person or two different persons. 
The sender represents the source of the message and he has to transmit the information in a clear, relevant and accurate way. The encoding responsibility is for the source and it can be influenced by different aspects such as culture, attitude, skills, perceptions and knowledge.
The responsibility of decoding and interpreting the message is for the receiver and then he needs to encode it again if he wants to send the message to a new recipient. The communication process is considered effective and successful when the receiver interprets the correct information from the source of the message.
The message represents any kind of information which is transmitted by the source to the receiver either through language that can be verbal( speech, phone calls, emails, text messages) or non-verbal( body-language, timing, symbols, gestures, facial expression or any other ways).There is no fourth element as in the Berlo’s SMCR model of communication.

For more explanations of this model I have attached in the appendices an in-class exercise about the communication between MARIA and PEDRO.
Types of communication
Any individual(s) can exchange information in different ways depending on what the source chooses when transmitting a message. It can be verbal, non-verbal, written and/or visual communication (Ladewig, 2019).
Verbal communication means to transmit information via speaking.
[image: ]

Non-verbal communication refers at all the non-speaking ways of transmitting information and can be body-language, facial expressions, gestures, timing and the way of dressing and many more.
[image: ]


 (
Written 
communication means to use different written ways or symbols in order to transmit information. We have a 
formal
 written communication which is for example in businesses (e-mail, proposals, letter, contracts, forms) or day by day life with examples like official letters, reports, bulletins, manuals and 
informal
 communication with along a sender and a receiver and as examples we have personal letters, essays, journals and so on.
)	
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For more explanations about written communication I have attached in the appendices an in-class exercise in which I had to write a business email.
Visual communication represents one of the most important skill nowadays because being able to communicate effectively with visuals is something that every business requests. 
[image: ]

This type involves communication through visual ways such as photos, images, graphics, presentations, videos and so on and either if you are experienced on your career or a student learning about how to use the visuals communication is absolutely needed.

Practical exercise about effective communication and teamwork

I work in retail industry in a sport shop and I had to deal and understand deeply with what means effective teamwork and communication for our business. The reason why our business is one of the most successful in retail is because we provide quality services to our customers and our products are daily changed and added in our store. Our management and recruitment team employs around ten new people monthly and they are trained to provide an exemplary teamwork and how to communicate internally in a way which is clear and consistent with each other in order to gain our business objectives and to achieve our goals. It is a fact that performing flexibility and an efficient communication between people it raises the productivity rate of the business. Leadership skills means to try to implement within the co-workers a friendly atmosphere but professional which leads to meet the requests of a successful team-working in the business and to accomplish the various demands of our customers.
The types of communication that we are using in the business are all four. The mainly type is the verbal communication which helps us to share information and ideas between employers. It is done via direct speaking, discussion between two or more co-workers, meetings, verbal briefs before starting the work, phone calls and many more. Non-verbal communication is expressed via body-language, gestures, eye contact during the process of transmitting a message, the dress-code and timing. For example, I always arrive on time, I am never absent for my shifts and I allocates extra-time in order to help the business so I am perceived as an employer who wants to provide his interest and seriosity for the business. Another example is my manager who always smiles and it is friendly and ready to listen to everybody and through his attitude he express along with the verbal communication that is happy to work as a manager and even if it can be a hard think for critical thinking and decision making he has the support of our team. That is why non-verbal communication is one of the most effective types of communication which can be used in combination with verbal communication to bring benefits and effectiveness to the business. (Gallois, & Giles, 2015). 
Written communication is very used in our business when communication via emails, written presentations, business letters, proposals and many more. Along with this, the visual communication such as presentations, graphics which help us to understand better the productivity and the results of our business, training videos are just some of the examples that we are using in the business to make our store one of the best in the retail industry.

Conclusion

This study provides what is the importance of communication and the various models and types that are or can be implemented in order to make it effective because that is how can help anybody to be understood correctly, to transmit and to receive the right message in an efficient manner. It can help businesses to accomplish their objectives or individuals to guide them on the right path in order to express them accurately and to become more open for teamwork. "Business communication is a system of exchange of certainties and skill between remarkable components and those of a business undertaking business venture. It comprises of different modes and media stressed in verbal trade exchanges." (Morgan, 2016) 
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