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[bookmark: _Toc39231259]Introduction
Communication is described as the process of conveying messages from one to another. Communication has brought revolutionary changes in our life (Eunson, B., 2017). There are different approaches and systems of communication. Over time the communication system is improving and making it easier for us. It is the basic essentials not only in personal life but also everywhere in our life. Workplace, businesses, and organizations cannot think a single moment without the presence of an effective communication system (Woods, 2017). Here is Fiona and I am currently working in Snap fitness as a general manager. Communication is also a necessity for my Gym. I use different approaches of communication such as face-to-face communication with the customers, team members, and boss, written communications like preparing reports, sending the email, etc. The effectiveness of the communication systems depends on different situational and external factors with the communication channel I am using. Written communication is very effective in my organization as I get much time to concentrate on different issues of effective written communication. However, the improvement of the effectiveness of communication systems is a continuous process and I have participated in this module to improve my communication skills. This report is going to explore different aspects and applications of communication models with reference to my current workplace and resources provided in the module.








[bookmark: _Toc39231260]Description 
Eunson (2017), described communication as an integral part of our life. This section of the report is going to explore different types of communication with the application of different theories, models, and frameworks of communication.
[bookmark: _Toc39231261]Types of communication
Types of communication can be classified in different ways. According to Bown and Brady (2015), communication can be classified into two broad categories based on the communication channels and based on the styles and purposes of communication. Below framework shows different types of communication:
[image: ]
Figure: different types of communication
Source: (Eunson, 2017)

Verbal communication can be classified into oral and written communication and Oral communication can further be classified into the face to face and distance communication.
On the other hand, based on the style and purpose of communication, communication can be classified into formal and informal communication.
However, all these types of communication are used to share messages with the intended parties.
[bookmark: _Toc39231262]Different types of communication techniques in my workplace
Verbal and non-verbal communications are the two broad categories of communication-based on the communication channel. In my workplace, I also use these types of communication to share messages with the intended parties. Verbal communication is described as the things that we do not say. It is our body language, gestures, signs, and signals. Though non-verbal communication is not said, it tells something more than saying anything. On the Other hand, verbal communication is oral and written communication. Both verbal and non-verbal communication is important and effective in the workplace and can be used to explain different things in different ways.
As a manager in Snap Fitness, I need to focus on different issues of non-verbal communication such as my body language including professional appearance, open body language, smiling, eye contact, nodding to acknowledge listening, etc. while communicating with the customers and participating in meetings, I need to pay extra concentration on my non-verbal issues as people are diversified. Different non-verbal issues may have different meanings in different cultures. However, I always try to pay extra care while I’m using face to face communication. I always try to express my interest while talking with my boss and customers. Thus focus on non-verbal issues of communication always makes non-verbal communication effective.
On the other hand, verbal communication is always expressed. I often use oral communication including face to face and distance communication. Communication using a mobile phone and telephone is a part of distance communication and face to face communication with my boss, clients, & colleague and participating in meetings is an example of oral communication in my workplace.
The ultimate form of verbal communication is written communication. It is a part of formal and informal communication and It can be used for internal and external audiences as well. As a manager, I need to maintain a business relationship, proper respect, specific structure, and format while using written communication. Besides, I need to be positive, definite, and sincere while using written communication. As a part of written communication, I often need to send emails to different parties. I need to focus on specific business email structure, grammatical issues, sentence structure, clause structure, paragraph structure, and inherent flows of ideas while using written communication. Written communication is often very formal and there is no room for making a mistake in my organization. Each month I need to write, prepare a financial and analytical report and send it to my boss as a part of written communication. I need to summarize emails and present it to my boss as well. In summary, while using written communication I Wallace need to be accurate, brief, and clear. I often avoid elaborate flowery writing and avoid using jargon, tautologies, and cliches. I also try to use active verbs instead of passage verbs and short paragraphs while using written communication in my workplace. These issues of written communication often make my writing clear and effective for mass audiences.
Both of the communication techniques are very important and effective. The effectiveness of a method over another depends on the situational factors (Chiaramonte, 2014). It can’t be said that this approach is better than others in my workplace.
[bookmark: _Toc39231263]Communication models and theories 
Models of communication are the conceptual frameworks that are used to explain the communication process. Different types of communication models and theories are as follows:
[bookmark: _Toc39231264]The mathematical model of Shannon-Weaver
According to businesstopia (2018), the first model of communication was developed by Claude Shannon in 1948 and introduced & published by Warren Weaver in 1949. The model is mostly known as the Shannon-Weaver mathematical model. The model mainly focuses on five key areas of communication process including the source of information, transmitter, channel, receiver, and destination. It also considers noises while transmitting the data from the channel. This model is given below:
[image: C:\Documents and Settings\Andrew.ANDREWS-WORK-DE\My Documents\Handouts\Communication\Communication Models_files\Shannon-Weaver%20Model.gif]
Source: businesstopia , (2018)
[bookmark: _Toc39231265]Berlo's Model of Communication
In 1960 David Barlow expanded the linear model of communication and introduced the S-M-C-R model of communication. The key areas of the model are the source, encoders, message, channel, decoders, and receivers (Berlo, 1960).

[image: C:\Documents and Settings\Andrew.ANDREWS-WORK-DE\My Documents\Handouts\Communication\Communication Models_files\Berlos%20Model.gif]
Source: Berlo, (1960)
The source of information focuses on communication skills, knowledge, attitude, social systems, and culture of the sender. These five factors of source develop the messages and send them to the encoders. The encoding process starts by speaking, writing, touching, etc. Motor skills are used in encoding messages. In the next steps, the message is transmitted through a channel and the duty of decoder emerges. In the decoding step, sensory skills are required including touching, hearing, feeling, seeing, etc. The decoder decodes the message and sends it to the destination. The basic characteristics of the destination are same like source and it helps to interpret the message.

[bookmark: _Toc39231266]Communication model of Schramm
This model was designed by Wilbur Schramm in 1954. He described the model of communication as the information transmission process. Tthe message is the set of information that is required to transfer. Source is the encoder/interpreter/decoder and destination is the decoder/interpreter/encoder. The communication system should incorporate and examine both the desired and undesired things while communicating (Morgan, P. 2016).

[image: C:\Documents and Settings\Andrew.ANDREWS-WORK-DE\My Documents\Handouts\Communication\Communication Models_files\Schramms%20Model%202.gif]
Figure: Schramm Model of Communication
Source: (Varner, 2018)

[bookmark: _Toc39231267]Application of Communication models for my Role in Snap Fitness
The model of communication expresses the communication process and examines how information is transmitted. I can explain the communication process in my organization using a communication model (Morgan, 2016). Thus the application of mathematical model of communication is given below:
[image: C:\Documents and Settings\Andrew.ANDREWS-WORK-DE\My Documents\Handouts\Communication\Communication Models_files\Shannon-Weaver%20Model.gif]


It has five key areas including sources of information, transmitter (encoder), channel, receiver (decoder), and destination. While sending an email, firstly I need to consider the source effects including credibility, attractiveness, expertise, and similarity. Firstly, my organization has a unique email address that represents the credibility of sources. Then we have a specific business structure and format to send emails as a part of attractiveness. I send emails with my expertise and I am one of the intended parties of my target group.
After the message is prepared the decoder step signs in. Currently we are using the premium email services of google. Google decoder system decodes the message into machine language. Binary is the machine language which consists of eight bits per character. While decoding the messages google uses a start key and an end key based on the recipient email address. As a result, only the specific email address is entitled to decode the messages.
After decoding the message channel steps in. According to the Shannon-Weaver model channel can be verbal or non-verbal. Our organization is using the internet as a channel to transfer messages. Currently, there are several internet service provider companies that are offering internet services to us. However, the communication channel may have some noises that can interrupt the transmission of messages. Noise can be internal or external, physical or mental, or any other (Hunt, 2018). For example large mountains, weather conditions, etc. can hinder the smoothness of mobile networks.  Noises can cause a potential loss of information. However, with the presence of sophisticated networking systems and technologies, internet services have become smoother. Besides, satellite communication technology and fiber optical cables have also contributed to ensuring a smooth communication network. Thus noises in the communication channel are reduced. After the duty of the channel gets over the duty of the receiver signs in. A receiver decodes the signals and converts the signals into messages. The decoder also decodes the signal using machine language. It also has a specific address that enables it to decode the message. Finally, the destination receives the information.
Since we are considering written communication, there might be less impact of non-verbal issues. The communication process continues. Destination of the information can be a source of information if it replies by sending a mail.
Drawbacks of the Model
There are some drawbacks while applying this model. This model does not consider feedback as an important thing in comparison to the message sent by the sender. It also has criticism of misleading misrepresentation of the nature of human communication (Morgan, 2016).

[bookmark: _Toc39231268]Conclusion
This report has explored different dimensions of communication including the definition and the critical factors. It has also described different models & frameworks of communication and applied the Shannon-Weaver model of communication. The model enables me to describe the communication styles based on the communication techniques used in my workplace. However, the effectiveness of communication depends on how both the sender and receiver of the information understand each other. Understanding the cultural differences, perceptions, values, norms, and attitudes are crucial for effective communication. It is also the key indicator of success in modern organizations. So, the workplace communication system should be effective enough to ensure a smooth transfer of information among the intended groups.
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