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INTRODUCCTION
The aim of this report is to discuss the models of communication is being used in everyday life, dairy routine and at workplace. This topic gives an overview of communication and introduce you to the mains elements in the communication process and the models of communication. It also highlights the importance of types of communication, written clear and how you can improve communication.











COMMUNICATION 
DEFINITION:
The term of ‘communication’ come from the Latin word “comunis”, meaning to share something in common, and includes verbal, non-verbal and electronics means of human interaction.
Communication is one of the most overworked terms in any spoken language, communication is about making a connection with another human being exchanging their ideas, values, thought, feeling and actions. As well as communication is essentially the interaction between people that focuses on the transfer information, such as Face to face, email, telephone, messages and internet.

MODELS OF COMMUNICATION
There are numerous of different models of communication here I am going to present models conceptually rather than prescriptively:
COMMUNICATION AS  A TRANSMISSION:
Describe the information process in which a sender sends a message to a receiver who decodes it order to understand the information. The transmission of the message sometimes can be interrupt by external noise which it makes harder for the receiver to get the correct information given by the sender. The information sent could be an instruction an idea, a feeling, or even a thought.
The Shannon-Weaver Model was created in 1948 Shannon was an American mathematician, electronic engineer and Weaver was an American scientist both wrote an article in Bell System technical Journal called “a mathematical Theory of Communication”.
[bookmark: _Hlk80718768]This was the first model to introduce the role of noise in the communication process to develop the effective communication between sender and receiver. 
This model emphasizes the concepts like information source, transmitter, noise, channel, message, receiver, channel, information destination, encode and decode.
example of Shannon-Weaver  model of communication:
receiving information from TV, and radio sources where a sender (originator of the message) sends the message through and encoder (transmitter which changes the messages into signal), waves signals are radio and binary date which is transmitted through cables and satellites.
In the case of receiving a message by telephone, the voice is converted in to waves signals and it is transmitted through cables.
When the sender an encoder transmits the message, the message sends to the decoder which convert the signal into a message. This is the opposite of the encoder. 
The receiver is the destination of the message from the sender. Once the receiver decodes the message the receiver gives feedback to sender.
Noise from external sources can affect the message by physical noise, like people walking, thunder this has an effect on how the receiver is not able to receive the correct message.  
DAVID BERLO’S  SMCR MODEL OF COMMUNICATION 
David Kenneth Berlo was an American communications theorist. He was a teacher at Michigan state university and a few years later he was president of Illinois State university.
In 1960, David Berlo wrote a book called The Process of Communication. It represents the simplest form of model of communication. The target of this work was the purpose and objectives of communication, his model includes verbal and non-verbal communications. It also focused on the emotional aspect of the message.  
The acronym SMCR means Sender, Message, channel and Receiver which is used to describe the various stages of communication because this communication tool emphasises the coding and decoding of the message for making more efficient the communication.
The SMCR communication model cite to the one-way communication system therefore, the SMCR is a linear model of communication.

 Berlo’s [image: Diagram
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Berlo’s model doesn’t include feedback however, it is always useful for the sender (source) and receiver to swap, to replay the message the confirm understanding.
Berlo’s model believes that for effective communication to take place, the source and the receiver need to be on the same level. 
For example, if the communication skills of the source are good, then the receiver showed have equally good listening skills. 

  
COMUNNICATION SKILLS
The ability to convey information to another effectively and efficiently with good verbal, non-verbal and written comm communication skills help to transmit the information between people within a company for its commercial benefit.
TYPES OF COMMUNICATION
We have five of types of communication they are:
Verbal communication 
Non- verbal communication 
Written communication 
Formal communication
Informal communication 

VERBAL COMMUNICATION
Verbal communication is any communication that uses language. It is basically oral communication that involves sharing the information with other people over telephone, face to face discussions, interviews, speeches, debates, presentation and so on. It can therefore include both spoken and written communication such as a letter, emails, text messages reports, essay, and articles.
Good verbal skills are important to help you communicate with customers, relatives, colleagues, and co-workers being able to transmit the I information very clearly. Good communication can have more improvement in a professional education, in at workplace and also increase customer satisfaction.
NON-VERBAL COMUNICATION
Non-verbal communication includes body language, eye contact, facial expression, posture, gesture and tone of voice non-verbal. These non-verbal signals can give guide, hint or additional information and meaning beyond of speaking. 
Communication is very important in everyday life and in customer service, you should be able to understand your customers’ non-verbal communication. Certain gestures can have different meanings for different people and some people will be more tolerant of physical contact than others.
WRITTEN COMMUNICATION 
Written communication is generally more formal than spoken language. Written communication is more common in business as well as, written communication includes such documents as letters, contracts, orders, invoice, emails, report, essay, safety guidelines and much more. For most jobs’ role, written communication is important to use the correct grammar and spelling.  Bad grammar and spelling can cause misunderstanding.
In written communication slang should be avoided even though in spoken language. 
FORMAL COMMUNICATION
Formal communication is to follow the proper structure of information and channels such as emails, speech, conference, presentation and between leaders, employees and other people at several levels in the origination.
INFORMAL COMMUNICATION
Informal communication is the casual and unofficial form of communication between colleagues, relatives, co-workers where the information is transmitted in a spontaneous way. Slang, shortcuts sentences and emojis is also to describe informal communication.
CASE STUDY 
The example that we discussed I the class about the text from Maria and Pedro, that was a misunderstanding. Maria texted to Pedro saying when you are coming home, see if you can get me a chicken. Pedro understood that I will see you in the kitchen.  it means it was a misunderstanding on the part of Pedro. In thus example we are talking about written communication.
POOR COMMUNICATION  AT  WORKPLACE
Communication in the workplace is the key to exchange of the right information, ideas, objectives, goals and task within an organization, communication is one of the most essential in the workplace for any company to make successfully and efficiently.
Poor communication at workplace come when the staff have a discrepancy what is said and what is heard by misunderstanding the information given, they are not going to have the correct result. One of the barriers that you can get is when you don’t speak the language correctly this can create a problem that is not necessary.
For example, when the manager gives the instruction to do something as can you go to bring this wine to the table and the employee did not hear well, then he bring a beer to the customer that means he did not understand the information clearly which is create a poor communication and poor customer service at the same time. This causes the business to underperform and doesn’t achieve their targets.
Another example is when somebody is given you the Witten task for the day, and they use incorrect grammar, short sentences then that person can understand correctly. As a result, that person will not be able to follow the instruction given because they were not able to understand it.
The consequences that we can find when there is lack of communication at workplace is:
Employees felt higher of stress level that make you to do the wrong things at workplace.
Employees failed to complete their projects; it can be due to lack of motivation.
Employees missed their performance goal; they don’t have the same attitude as before.
There will be not cooperation between employees and different departments will not be able to have their efforts.
HOW COMMUNICATION IN MY WORKPLACE CAN BE IMPROVED
Getting healthy communication is the best way to have for any business. This will help the organization to have a good environment, stablish the relationships between colleagues and getting all the important projects done. All of this it makes the organization successfully.
Improving communication at workplace 
Spending time going out as team, it helps to build the relationship between others they can communicate better in the future.
Having regularly team meeting, where the team can share the ideas, setting goals for the upcoming week. Team meeting are also the perfect time for managers to announce the new projects and what they expect from each of their employees.

CONCLUSION
In conclusion, we have to understand that communication is not only the transmission of information, but also comprehension of it. We achieved very important knowledge about communication system inside and outside of an organization. It also helps us to implement this knowledge in our workplace and in our practical life. Having good communication skills include good working relationship with others and increased patient and satisfaction.
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