



INTRODUCTION

Communication is defined as the process that is related to imparting and exchanging information from one person to another through speaking, writing and other medium. Effective communication facilitates an individual to inform, express their feelings, influencing others and meeting social expectations. Communication is very important at workplace and make the environment suitable for employees to work.
The purpose of this report is to study and comprehend the importance of the communication at workplace, reflecting the knowledge we acquire in this week of university.
 This report is going to cover the Models of Communication, Communication Skills, and Disadvantages of Communication.


Models of communication:

Shanon and Weaver´s model :

This model is designed with the objective of maintaining effective communication between sender and recover. There are some factors also found during the process of communication that affect the communication in negative manner that are called noise (Contractor, 2019). 
This are the important concepts in this communication model:
· Sender
· Encoder
· Channel
· Receiver
· Noise 
Also, in this report we going to look of the Case Study we learned at class.
In this case study we have Maria and Pedro.
 They are married and one of them is working in a building (Pedro), so Maria calls him because she wants to ask him to bring her some chicken, but here is a misunderstood with the word chicken and Pedro gets confused and think that Maria is waiting for him in the kitchen. Similar situation happens in my workplace.
We are some restaurants connected to each other because we are the same company, and we have all day delivery with fresh ingredients for the kitchen, but sometimes we don’t order enough, and we must ask the other restaurant of our company for the ingredients. Normally we call to the kitchen directly and sometimes we have some misunderstood about what we need, this happen because there is noise in the background, or some of my co-workers don’t know what we need to ask or another reasons.


Berlo´s SMCR Model of Communication

Berlo´s communication model is published in the year of 1960 that includes four components that describes overall communication. 
COMMUNICATION - ETW 1- BERLO , Moodle, Effective team working and Communication.(2022)
This model also takes in to account the emotional aspects of message and it operates on the SMCR model.
These are the components to describe the communication process:
· Sender
· Message
· Channel
· Receiver
The case Study is referred with the Schramm’s model because the same case is used as example of both models of communication.
SCHRAMM´S Model of Communication.

Schramm´s model of communication is introduced by the Wilbur Schramm in the ear of 1954 in which he explained that communication is two ways process in which the receiver and sender take turn to send as well as receive a message 
COMMUNICATION - ETW 1 - SCHRAMMS MODEL. Moodle ,Effective team working and Communication.(2022)

This are the various elements included in this model:
· Sender
· Reciver
· Message
· Feedback
· Semantic noise
Case Study: The professor and the village people.  
This case study is going to be represented with two Models of Communication. 
In this case study we have the story of a professor of English living near by a village.
The professor is an educated man with a rich vocabulary, knowledge, and studies. But the villagers barely educated, and hand workers never had something in common with the professor.
One day the professor fell a sleep meanwhile he was smoking, his house started to burn. When the professor awoke and he saw the house on fire he run into the village asking for help, but the words he used weren’t adequate to the people who was living in the village because they didn’t understand it. The next day the professor saw his house burned to the ground and ask the village why they didn’t help to save his house, and the villagers said he didn’t ask for it.
Here the problem was the professor used a different word to express himself, but the villagers don’t know that kind of words because they are not so well educated as him, so they didn’t understand nothing of what he said. And the house was destroyed.
I had a similar experience but without the extreme cause of a house burned.
At the beginning of the classes at this university we had a British lecturer. The first class he used some terms that I never heard before in my life, and at the same time he asked for one task. I didn’t understand what he said, and I give him what I thought he was asking. He realised that I didn’t understand the task and I explain to him that my vocabulary wasn’t that strong to understand the task he was sending to us, so he used similar words for explain the task and this time I understand what he was trying to say.


Communication Skills:

There is various communication skill that help and individual to convey their ideas, thoughts, opinions to others and influence them with their ideas as well. At workplace communication sills play important role to maintain mutual understanding and run business operations in smooth manner (Passera, Kankaanranta, and Louhiala-Salminem, 2017).
Communication Skills:
· Verbal communication – is the use of words to share information with other people. It can therefore include both spoken and written communication. However, many people use the term to describe only spoken communication. The verbal element of communication is all about the words that you choose, and how they are heard and interpreted.  
Verbal communication/Skillsyouneed.com (online)
· Non-Verbal communication- is the use of body language to convey a message.
· Examples of body language communication:
- Waving (An indication of "Hello" or "Goodbye" in some cultures)
-Head nod (An indication of agreement)
-Finger tapping (Impatient or tired of waiting)
-Arms crossed over chest (A gesture indicating defensiveness or stress)
	Yang, R.(2021)

As in the previous Model of Communication we have a new Case Study.	
· A day with the Chief

Mark is the top salesman of a manufacturing company in London, and as reward the company gives him a free trip to the head office in California. He is going to meet the (CEO) Alana Brown. He had heard that she has a rough way of speaking to people and she is quick dismissing employees. So, he arrives to see her, and she ask him questions about how gets people to buy their products and how the company fits in with his own professional goals. But at this point Mark is getting comfortable to speak with Alana and he lose his professionalism. He tells her how his supervisors are failing, and how the London office is working in a wrong way, also he thought they should pay him better. Alana after hearing all this and seeing the lack of professionalism of him, decides to dismiss him.
I have an example of how you can lose an opportunity of succeeding at your workplace because you don’t have the same communication between the employer and the company. 
One of my colleagues at work was working for 5 years at my restaurant and he always have performed a nice customer service and he though was time to advance and ascend to a higher position. So, he starts some small talks about it with my boss and he was pushing too much on him because they have been friends for many years. But when is a job talk business my boss became serious and explain to him to don’t miss friendship with job, so at the end my boss didn’t promote him because he was trying to use the friendship they have for ascend in the company. 
Next time he should try to use a different way of communication with him, more focused in the advantages of him as a worker and no using his friendship.
Written Communication:
Written communication involves any type of interaction that makes use for the written word. Communication is a key to any endeavour involving more than one person. Communicating through writing is essential in the modern world and is becoming ever more so as we participate in what is now commonly called the information age.  
Inc.com. (2018)
Active listening: 
Active listening is defined as the communicating message effectively through summarizing that listened message in their own words to confirm proper understanding of message. In this communication listener pay attention on the message that is delivered by the sender. Active listening in very important to make communication successful and effective as well as create mutual understanding between sender and receiver.
	Case Study :
Barry and Communication Barriers: Effective Communication as a Motivator.

(You can find this case study at the Anexo of this report)

In this case study we meet Barry who is a 27-year-old manager of a restaurant, and he is responsible for supervising and managing all the employers in the kitchen. But he has some difficulties cause the employers who are working in that place come from diverse cultural and ethnic background. And for many of them the English is not their first language.  
Barry tries to train every employer in the importance of food safety, because if the Inspector of Health and Safety find the standards of the restaurant are poor, the restaurant can go out of business.
He come back one day in a rush, and he find several trays of uncooked meat on the work tops, he gets frustrated, and he don’t know what to do because it seems like nobody cares about handle the food safely.
At the end of the case there are some questions about the problem Barry faces.
It is not the first time I see this kind of problem in a workplace.
For example, when I had my first job in England my English wasn’t good enough and I couldn’t even have a large conversation with nobody. My manager at that time try to teach me the basic knowledge I need for the job, and I wasn’t the only one with communication problems. Improve communication can be hard but at the end you can find a way to be understand by the other person, like with help of the translator, or studying the language that you need for speak in this country.


[bookmark: _Toc100071800]Disadvantages of technology in communication: 

As modern technology grows and advances by leaps and bounds, so too does its effect on our life and society. The impact of technological improvements on communication has been extensive and largely positive, helping people keep in touch with each other more effectively and efficiently. However, you need only look at the nearest gaggle of teenagers glued to their cell phones to realize that there are also plenty of downsides from technology's impact on communication. It Still Works. (2012)
Some disadvantages or drawbacks are mentioned below: 
Data insecurity and identity theft: Modern technology of communication creates threat through increasing the cases of identity theft and data insecurity. In social media and other platforms people make their accounts that contains their information regarding their personal and professional life. People can steal data or identity from their accounts that creates threat of data security. It is the major drawback that reduces the importance of technologies.  
Social interaction: The tendency of people to socialize and communicate with other people through digital devices and social media platform in increased instead of real-life contact. It enhances the sense of social disconnection and isolation that lead an individual towards stress. 
Cyber bullying: Cyberbullying is bullying that takes place over digital devices like cell phones, computers, and tablets. Cyberbullying can occur through SMS, Text, and apps, or online in social media, forums, or gaming where people can view, participate in, or share content. Cyberbullying includes sending, posting, or sharing negative, harmful, false, or mean content about someone else. It can include sharing personal or private information about someone else causing embarrassment or humiliation. Some cyberbullying crosses the line into unlawful or criminal behaviour.
	Assistant Secretary for Public Affairs (ASPA) (2019)

[bookmark: _Toc100071801]CONCLUSION 
In conclusion, the effective communication is very important to convey all ideas, thoughts, and information to others in understandable manner. It helps to create mutual understanding and run business operations in smoother manner. There are various communication models are used to established effective communication and deliver message with efficiency. During the process of communication various barriers are raised that affect efficiency and effectiveness of message. These barriers must be identifying to improve the communication. Communication skills are important to convey message properly to receiver such as active listening, verbal communication, written communication, and non-verbal communication. 
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