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Abstract

The message I am trying to make on this essay is the importance of Communication in a place of work. It can be a complex but yet there can be a simple way to best break it down.
It is crucial to communicate effectively, especially during negotiations. Efficiency and morale will also benefit from being effective through communication.
Various forms of communications are used by millions of people every day in nearly every part of the world and if I can be bold about it, it is crucial to everyone to keep the world spinning.
Communication can have its own challenges as well. And more often it is the actual users that can set barriers which can have a lot of negative impact in a short space of time.

Models of communication
Shannon and Weaver’s theory (1949) could be used to best describe the simplest and best form of communication. It involves three elements – the transmitter firstly, secondly the receiver and the third element being ‘noise’.
The basic model of communication can be represented below.
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Introduction

The best definition of communication is - “communication is the process of passing information and understanding from one person to another.” In simple words it is a process of transmitting and sharing ideas, opinions, facts, values etc. from one person to another or one organization to another.”
A communication usually has three parts – the sender, the message and the recipient.

Steps of Communication
In technical terms the communication process can be looked at three different steps. This will involve the thought, the encoding and decoding.
The thought is the first part of the process and starts in the sender’s mind. Next they can transmit the thought, ideas or concepts into either verbal speech or a written message, which is known as encoding, also encryption of ideas.
Once the receiver is in receipt of the idea it is then read and understood. This process is known as decoding.  The receiver can choose to interpret it in his/her own way, known as translation.

Communication can be categorized into three basic types: 
(1) verbal communication, in which you listen to a person to understand their meaning;
 (2) nonverbal communication, in which you observe a person and infer meaning.
(3) written communication, in which you read their meaning; and

I will now break down and try to explain.

Verbal Communication
Verbal communication is the sharing of information through speech, usually things you hear on the radio, TV, phones etc.
Effective verbal communication incorporates the use of interpersonal skills. This will include clarity of voice and perception and listening skills of the recipient.
If conducted on a two way loop is usually based on immediate responses. It can also be influence on eye contact, facial expressions and gestures.
The way of presenting and the language used helps to build the amount of impact that the communication can have on the recipient. 
Non-Verbal communication
Spoken or written words are not the only for sharing a message. Non-verbal communication is conducted through eye contact, postures, gestures and facial expressions. It is also only when there is no use of words but the recipient understands what the sender is asking.
By using visuals it is a very good practice to represent any information. Symbols, pictures and graphs can be used to help a person communicate effectively. Clothing, hairstyles can also convey information of their mood, nature and intentions. 

Written communication
When any message is conveyed through a written form, this is known as written communication. The message can only be through words, symbols and sometimes codes. Writing and representation skills of an individual can highly influence the outcome of the written communication.
Different kinds of messages require different techniques of writing. 
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Body
Communication was transformed to be conducted through electronic in the 20th Century. This was done through radio and television broadcasting. Satellites were introduced by scientist in 1960 and this started to revolutionise the way we communicate.
The main purpose will be to connect people and places. Since then it has expanded to diverse perspectives. Here are a few explanations:

Social Communication
No solid reason is required to communicate with others. The internet has helped to evolve and expand one’s social circle. It can be done for social purposes, entertainment or recreational purposes. It can increase developments in relationships with others, in verbal, written or non-verbal. Web surfing, internet chatting and mobile texting are a few examples.

Formal Communication 
Business or work relationships can be established through formal communication. Businesses and organization use formal communication to communicate more effectively with their staff and clients. This will also include meetings and interviews. Coded words can also be classified as formal communication. This will normally be used between the defence personnel and engineers. 

Notifications
Someone can also be warned or notified via communication. Written circulars and leaflets that are circulated on the web interface or even door to door.

Modern perspective of communication 
There has been a massive improvement from all the way from the classic pen and paper to where we are today. With the rapid evolvement of the internet we can find that almost every electronic device can transmit or receive some form of information. Most devices that are out there at the moment have been transformed to share information.
These devices can amazingly carry and transfer information and date in a blink of an eye. And it doesn’t matter of the distance! This has helped loads of businesses across the world to talk to numerous other partners, people, friends, families and many more to stay connected.
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My own experience through my field of work
Working in the retail industry has allowed me to be exposed to various types of communication to keep the business going. It is now vital to apply all three types of communication into practice to allow us to succeed.
On a daily basis we stay connected to our head quarters permanently. This is crucial for me to receive updates, emails, conference calls on the go.
My place of work is also always trying to improve and find better ways to reach out to their clients and employees.
In the last couple of years there have been improvements and also new developments to try to channel effective communication.
One example for our staff members is we have now an app on our mobile devices that is centrally updated and various messages are passed through to the staff. It is a hub that allows a chat option between anyone in the business but also a main chat channel to which anyone can communicate any relevant information at any point of the day.
Other improvements include on the way how we communicate better and clearer to our customers, but also staying in line with the newly government implemented GDPR rules.
It is crucial that everything stays connected and communicated as clearly as possible to avoid any misunderstanding and negative impacts on the business. Every employee is encouraged to use any channel offered to them to express themselves or any concerns they may have.
Sometimes things do go wrong I must admit. Sometimes there is too much comms out there and sometimes they have various messages. The business is trying its best to avoid those scenarios


 










Challenges and criticism of communication
There can be some barriers that can slow or break down that line of communication. Sometimes it can be too much or too little communications. There can also be some barriers that can jeopardise communication.
Personal barrier
This is highly influenced by one’s ability and capability to speak and write. If the message is not spoken or well written it may give away the wrong message and create confusion. This can lead to a lot of misconceived messages, especially if the message is delivered to a group of individuals. So wherever possible a message should be made as clear and easy to understand by the receiver.

Systemic barriers
This will come in effect if the method involves electronic and digital means. This can lead to the machine and network to hinder the effectiveness of communication.

Conclusion
1. Communication skills are important if we are to build meaningful relationships within and outside an organization. 
2. It is one skill which not only helps us becoming more successful in our professional life 
3. It also helps in our personal life in dealing with people, understanding them, solving problems. 
4. Communication is not just an activity in an organization, but it is the main root of its success or failure. 














In Class Activities
Activity 1
Interpreting Body language
Activity 2
What am I communicating/
Activity 3
Pedro and Maria using Schram 
Activity 4 
The professor and the village people
Activity 5
BMW



Note to assessment team-
This has been one of the most tough challenges I have faced in trying to put this report together. For the ETW class for T1 Group 3 Feb 2020, only 3 classes took place, so I have no in-class activities to submit. To be fair I have not even got the correct equipment but managed to put this together using my old laptop. In these uncertain times I have emailed the team to highlight the difficulty in having a soul mind and being able to focus into study mode. Personally I find it unfair that this is being treated like a normal Term, and by reverting to online classes somehow the admin team finds okay to proceed and set out assignment tasks.
This situation is definitely affecting people’s lives differently and currently living in the unknown with little to be expected from the future. 


