1. [bookmark: _Toc102590650]INTRODUCTION

Nowadays, and during all the human’s history, communication had been essential to live. Without communication, we could not have the ability to advanced and grown as a society.

Communication is the procedure of sending messages and received them thanks to four forms of it:

1) Verbal communication: spoken language.

2) Non-verbal communication: body language, vocalics and facial expressions.

3) Written communication: written language, numbers, or symbols.

4) Graphical communication: art, photography, graphs, charts, sketches, and drawings.


In other words, we can affirm that due to communication, we can create and exchange many meanings!

The next diagram is an example of communication:

I like your tie! 
I want one like yours.


c
Feedback

Thank you!
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I think she wants me to give her my tie…
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So, having that in mind, we can realize that in the world of work, communication is a treasure that we must learn to use in the best way to achieve all the goals as a group. Because if we do not take care of how we communicate as a team, without doubt, we will achieve not goals, but great consequences which will lead us to bankruptcy.

In the workplace, a good communication will help to all the members of the team to work efficiently and to be more productive. Without forgetting, that this will lead to create and maintain strong relationships.

And on the other hand, if in the workplace there is a poor communication, unfortunately, it will guide to a totally unmotivated staff, which will not work in the same way and not only that, but without having the same goals. 

It exists many barriers that hinder a good communication in the workplace, and the most surprising is that on most occasions, we are the one who put all these obstacles in the way. That is the reason why is important to know them because if we do not avoid them, unnecessaries conflicts will arrive in the workplace. We will see some:

· Physical barriers: 
In this time frame that we are living, is certain the greatest and most significative physical barrier is that we had to work in our homes and many of us, we continue working like that. We were forced to work in our homes. Many companies could not continue with this form of work and tanked. 
But they are others physical barriers: 

· Separate places of people for their status.
· Barrier screens (nowadays this barrier is very important and indisputable).
· Having the office doors closed.

Proximity is the one of the most important factors to have cohesive groups. We can see it and affirm it that when someone works in a totally personal space, in “their own”, doesn’t have the same connection as someone who is closed to their other partners.





· Perceptual barriers:
This kind of barrier is very common, or it would be better to say, that it is the most common barrier in the workplace. And what is the reason of that? Because we are all different. We have a particular manner of thinking, each one of us see the world differently, and that is totally normal and is necessary! By having different perspectives, in a team we will be able to find the more suitable solutions to achieve all our goals. 

· Emotional barriers:
Many people battle with this barrier. They feel and think that their ideas, thoughts, and feelings are not important and decided to hold back everything. 
They are like in an imaginary cage bound in chains of fear and suspicion. They feel completely vulnerable. 

It cannot be denied, that in the workplace is important to know that it exists moments where is important to be wise and to have some caution, but when is very excessive, it will bring graves problems in the group. 

· Cultural barriers:
In our reality, this one is very known. We live in a big city where is impossible to not see different cultures and live with them. We can have the opportunity to work with an Asian person to an American person. In consequence of that, we must learn to surpass this barrier understanding that the diversity brings imaginable and unique ways to accomplish any objectives.

· Language barriers:
In the first book of the Bible: Genesis chapter 11, verses 1-9, we can see the story of the Tower of Babel. In this writing, shows how a group of people joined and decided to build a tower to reach the heavens. But God, didn’t like this plan and confused their language so they could not be able to understand each other and fulfil their deal.

This narration is very clear. If we don’t have the same language or are not familiar with some buzzword, jargon, or expressions, we will have troubles to work in unity.





2. [bookmark: _Toc102590651]MODELS OF COMMUNICATION
Models of communication are used to represent any thought, concept, or idea in an easier and clearer way thanks to diagrams, representations, etc. 
We will see three Models of Communication and know more of them.

[bookmark: _Toc70718424][bookmark: _Toc102590652]      2.1 The Shannon-Weaver Mathematical Model, 1948-1949 
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This model was designed by an American mathematician, Claude Shannon, and an American scientist, Warren Weaver, to develop an active communication between the sender and the receiver. 

Something important in this model is the “Noise source” which is an interference or a distortion that can modify the message sent by the transmitter.


2.2 [bookmark: _Toc70718425][bookmark: _Toc102590653] Berlo’s Model of Communication, 1964
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Also known as Berlo’s SMCR Model, is the simplest form of communication. It shows the components that build the basic manner of communication.

In 1960, David Berlo expanded “The Shannon-Weaver Mathematical Model” which includes four factors: 
· Source: creates, sends, and encodes the message.
· Message: all the meaning or the information that is sent by the source to the receiver.
· Channel: the “vehicle” used to send the message. It must be able to be elected by the sense of the receiver and may affect smell, touch, sound, vision, and taste.
· Receiver: receives and decodes the message.




2.3 [bookmark: _Toc70718427][bookmark: _Toc102590655]Schramm’s Model of Communication, 1954
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Designed by Wilber Schramm in 1954, this model of communication is a two-way circular among the sender and the receiver.

Its emphasis on encoding and decoding of message.

Schramm’s Model takes communication as a never-ending development.
Everyone is both: sender and receiver, so there must be interpretation of the information on each turn.

This model is not current like other models.


3. [bookmark: _Toc102590657]COMMUNICATION SKILLS

It needed to have a successful communication in the workplace, some of them, the most important and effective are:

Verbal: it can be spoken or written, tone, choice of words and pitch. As in the case study “A Day with chief”, maybe Mark didn’t use the correct words to speak with Mrs. Brown. That is reason why he didn’t have a successful communication with her. 

Non-Verbal: we can see it through or body language, gestures, and facials expressions. Mark, in the case study, at the beginning had an idea of how Mrs. Brown was, but in the moment, he saw her, and started to speak with, he had a completely different point of view. And this is caused by her non-verbal communication. She was serene at the beginning, and he felt the same, but at the end she was furious, and he knew it from her facial expressions.


 


We can understand clearer their great importance with two Case Study: “A Day with the chief” and “Max the multitasker”. with










4. [bookmark: _Toc102590658]THE ADVANTAGES AND DISADVANTAGES OF TECHNOLOGY IN COMMUNICATION

Communication technology is used for communicating between groups or individuals through electronic systems. It also facilitates communication betwixt people who are not physically together.

Which are those electronic systems?
· Telephones
· Fax
· Telex
· Television
· Radio
· Video 
· E-mail
· Internet


The internet: was introduced to our reality in 1990 and it gave us revolution in the way we do all things and in our lives. The internet offers us many advantages such as communication, access to information, entertainment, global socialization and why not? E-commerce.

Let’s see now, some advantages and disadvantages of technology in communication to understand more its impact.

4.1 The advantages of technology in communication

· Access to information: we only need to click on search engines, (the most known is Google) and we will be able to access to any kind of information. 

· Communication: Nowadays, communication is more effective and faster thanks to the usage of emails. The most incredible is that does not matter if that communication is between people in different part of the world. Moreover, chat rooms, video conferencing are some of used real-time communication options.

· Social media: some of them are Facebook, Instagram, Twitter, WhatsApp, and it is thanks to the Internet that we see a remarkable growth. It is only necessary a smartphone or a laptop to used them and be in touch with relatives, friends, and co-workers over long distances. 

· E-commerce: Internet facilitates many online businesses by associating potential buyers to sellers. 

· Entertainment: it is possible to watch movies or stream live events, play online games and listen to music. 


4.2 The disadvantages of technology in communication

· Information: communication technology allows us to share any kind of information with people around the world… unfortunately, hackers attack people’s privacy and can lead to financial losses.

· Communication: people prefer to be glued to their smartphones and this situation has led to a lazy language. They are not interested in have meeting face -to-face, which are very necessary to have a successful communication between individuals.


· Older generations: the old people have issues with this new type of communication, that is the reason why many of them have suffered any kind of scams. 

· Unemployment: we can think that is all the contrary, but many businesses replaced skill employees with robots which can work longer hours and faster.





























5. [bookmark: _Toc102590659]CONCLUSION
Communication is required in all the workplaces, is essential to achieve the objectives of any team. All the skills of communication are important, and we must learn it.
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