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The word communication comes from the Latin word ‘communicare’ which means to share or to participate. In this report I will be describing what communication is, what my definition is, how communication is effective, the relevant theories, the importance of effective communication and how it works between managers and employees. I will also explain what the effective communication strategies such as KEYS, SOLERB and 7C’s are. I believe communication is beneficial throughout our everyday life.
2. What is communication?
According the Oxford English dictionary communication is the imparting or exchanging of information by speaking, writing or using some other medium. My definition of communication is transmitting information between individuals this could be face to face, text message, emails, phone calls and emotions. With communication there is always a sender and a receiver.
3. What are the different types of communication?
There are several ways we share information with one another, but the four main categories are verbal, non-verbal, visual and written (Indeed.com, n.d.)
Verbal communication is speaking or using sign language to communicate. A few examples pf verbal communication are phone calls, business meetings and dinner dates.
Non-verbal communication is when you use your body language, facial expression or gestures. I use non-verbal communication every single day for example I love to give people a warm smile.
Visual communication is using drawings, charts or training and educational videos. At my university my lecturers often use visual communication to communicate with the class.
Written communication is writing, typing or using symbols. Text messages and emails are most common examples of written communication.
4. Why is communication important?
Without communication, we might as well have been doomed. How we convey, what we feel and what we need cannot be done be it in action or verbally (SocialMettle, n.d.). I totally agree with Uttara Manohar because communication helps us to understand emotions, how people feel, gain knowledge and share information. I also believe communication has become easier over the years because if you wanted to express your emotions to someone you do not have to see them face to face you can simply write them a text message to express how you feel, once the sender has shared information correctly it will be easy for the receiver to understand. If you communicate effectively your relationships with family, friends, partners and colleagues would be ten times better.
5. How communication be made effective in a business.
Effective business communication is a sharing process involving two or more parties sending a message that is easily understood by each person (Study.com, n.d.). If communication is communicated well within the business, it can contribute to the company’s success. The main points I learnt from Tonya Brewer’s lesson is to maintain professionalism and keep information concise. In a business you must remember you are representing both yourself and your employer, so it is important you have a professional attitude. A few examples to maintain professionalism are avoid being confrontational, speak to colleagues politely, support and interact well with teamwork and leave emotions out of business written communication.
Keeping information concise simply means sharing information completely so the receiver can understand. I personally believe in a business organisation once you keep information concise, listen, ask questions, be polite and control emotions communication can be made effective. 
6. The importance of effective communication (using my own experience).
When I use to be a manager at William Hill sometimes the horse or dog races results would take a while to come through our system so I would have a lot of angry customers coming to the till shouting at me asking why they cannot get paid out. Me as the customer experience manager (sender) I would have to remain calm, speak politely and explain to the customers (receiver) that it is not our fault the system is having difficulties and apologise for any inconvenience caused.
7. How does communication work between management and employees and to what purpose?
Nitin Nohria said ‘communication is the real work of leadership’. Communication between management and employees is something that should always work well because they should be speaking to each other politely and with respect, give constructive criticism with suggestions for improvement, listen (this is important for manager and employee communication), ask questions and control emotions. There are many ways management and employees can make communication work I have just listed the ones which I believe to be the most important. The purpose of management and employees to work well is so that they can achieve a more productive, successful and satisfying work environment.
8. Role of culture in communication.
‘Culture does not lie in the way one eats or dresses, but in the manner which they present themselves as an entity outside the world. Language is a huge proponent of communication as well as a large representation of one’s cultural background. Cultural miscommunication often stems from different and conflicting styles of speech and messages. Connotations of words as well as meanings of slang phrases vary greatly across cultural lines and a lack of tolerance and understanding of this fact often results in misinterpretations’ (Anon, n.d.). The majority of my family come from Guyana they speak creole which is a form of broken English, if they was to say ‘wam buddy’ to someone who was not Guyanese or does not understand creole the person would probably think they are shouting at them or being rude where as I would know that is their way of communicating (saying what’s up or hello).
9. Relevant theories (Shannon and weaver, Schramm and Berlo).
Communication can be understood as;
· Transmission 
· Exchange 
· Meaning 
· Discourse 
Shannon and weaver model was created in 1948 when Claude Elwood Shannon wrote a mathematical theory on communication. My understanding of the Shannon and Weaver model is there is a;
· Sender 
· Encoder 
· Channel 
· Decoder 
· Receiver 
· Noise 
The sender makes the message, the encoder is the machine that converts the message, channel is the medium used to send the message, decoder translates the message from signals, receiver gets the message and noise is the disturbances like people or environment which stops the message get to the receiver how it is sent.
[image: Shannon and Weaver communication model]
After speaking about the Shannon and Weaver model I am now going to speak about the Schramm model. Wilber Schramm created this model of communication in 1954. 
[image: C:\Documents and Settings\Andrew.ANDREWS-WORK-DE\My Documents\Handouts\Communication\Communication Models_files\Schramms%20Model%202.gif]
Did you know that the Schramm model has its roots from the Shannon and Weaver Model? According to Schramm’s model coding and decoding are the two essential process of effective communication. Schramm also said that the communication is incomplete until the sender receives a feedback from the recipient, the example he gave was imagine a person sharing their thoughts with their friend and their friend not responding is the communication complete? No. Schramm believes that communication is a two way process. Schramm also believed that an individual’s knowledge, experience and cultural experience plays an important role in communication. Individuals from diverse cultures, religion and background interpret messages in different ways. 
In 1960 David Berlo developed his own sender – message – channel – receiver model of communication from Shannon and Weaver’s model of communication (SMCR). David Berlo’s model also concentrates on encoding and decoding, this happens before the sender sends the message and the receiver receives the message.
[image: berlo's model of communication]
Unlike the other models Berlo had some criticism for his model. Below I have a listen a few;
· No feedback, unsure about the effect.
· No mention of the barriers to communication.
· No room for noise.
· Complex model.
· It is a linear model of communication.
· Needs to be on the same level for communication to occur but no true in real life.
· Main draw back of the model is the model omits the usage of sixth sense as a channel which is a actually a gift from human beings (thinking, understanding and analysing etc).

10.  Effective communication strategies KEYS, SOLERB and 7C’s.
The 7C’s is a checklist that improves the professional communication and increases the chances of messages being understood in the way it was intended to be. The 7C’s are 
· Clear 
· Concise
· Correct 
· Coherent 
· Complete 
· Courteous 
In class my lecturer Tom Hopkins taught me that SOLER is a model of nonverbal communication the meaning of this model is;
· Sit squarely 
· Open posture
· Lean towards the other 
· Eye contact 
· Relax 
To conclude communication is the process of sending and receiving messages through verbal, nonverbal, written and visual ways, we communicate with people every single day it is evident that our lives revolve around communication so it is important we communicate in the most clearest and effective way possible. In this report I have explained what communication is, what my definition is, how communication is effective, the relevant theories, the importance of effective communication and how it works between managers and employees. I will also explain what the effective communication strategies such as KEYS, SOLERB and 7C’s are. I believe communication is beneficial throughout our everyday life.
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In-class exercise 1

studentName: _ L L2 /A KENNA  sudentin:_/90ESE2

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1. Read the following brief and write a business email according to the instructions.

You are the Director of Communications at your company and you would like a Supervisor, Mary
December, to go on a training course in non-verbal communication because you have observed
that her non-verbal skills sometimes send the wrong message.

- Tell Mary why you are writing

- Say what you have observed about her communication skills

- Tell her how you think this course would improve her skills and her relationship with her fellow
workers.
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