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Introduction. 

   In this report I intend to analyse communication at my work 

workplace specifying how people communicate and here I will 

describe the writing communication, verbal communication and non-

verbal communication. In addition, I will analyse what are the 

principles of communication and what barriers of communication you 

can encounter at a workplace. The models of communication referring 

to three of them and how to improve communication skills at a 

workplace. 

 

      How do people communicate? 

 Communication is the act of transferring information from one 

person or a group to another. 

At my workplace we use different ways to communicate with each 

other: 

• Verbal communication. 

• Non-verbal communication. 

• Written communication. 

Verbal communication – includes face-to-face communication, 

telephone, television or other media.  

Everyday at my workplace we use verbal communication from the 

time I get to work since I go home. In the morning we have a mitting 

where we discus the tasks that we have planned for the rest of the 

day. After mitting we communicate with each other and with our 

patients asking them how they are, how they fell, if they have any 

complaints and other questions. The purpose of this type of 

communication is to find the necessaire information that will help as 

to understand better how we can help our patients by offering the 

support they really need. 
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Non-verbal communication – includes all those ways we 

communicate without words like vocal expression, body language, 

gestures, how we are dressed and how we act, where we stand and 

our scent. 

Non-verbal communication is reflecting our filings and emotions. 

Thanks to this type of communication we can define our patient`s 

mood and help as communicate much effective whit them. Facial 

expression is giving as an idea if our patients are happy or sad. Body 

gestures: how we move our head, our arms, our hands it can be 

interpreted like a message we send. Gestures and movement are a 

sign of confidence or lack of confidence. 

Written communication – is the process of sending a message 

through written symbols between two or more persons. That includes 

letters, e-mails, social media, books, magazines, internet and other 

media.  

 At my workplace written communication is essential because in every 

type of organization are used forms of written communication like e-

mails, memos, reports, documents, letters, journals, employee 

manual, etc. 

As we know they are two types of written communication: formal and 

informal. In my organisation we use more formal communication 

because we do write reports about the patient`s condition, if he took 

his medicines, if he is filing better or worse, etc. Everything we do at 

work we need to make notes. 

           Principles of communication. 

• Principle of Clarity – The message that we want to send must be 

clearly spelt out that the receiver to understand the same thing 

which the sender wants to transmit. For example, you do not talk 

with a patient in medical terms that he does not understand, you 

need to use simple word for his understanding. 
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• Principle of Attention – When we communicate the person ho 

is receiving the message must pay attention to the person ho 

send the message because hi may respond differently to the 

message. For example, if one of our superiors is always early at 

work then the other workers can take him like example and to 

be punctual like him. 

• Principle of feedback – This principle makes the communication 

more effective and gives an idea if the message has the same 

mining which the sender wanted. 

• Principle of informality – For sending messages, generally we 

use formal communication, but in some cases the informal 

communication is much effective. 

• Principle of consistency – In the interest of every organisation, 

the communication should be consistent with the policies, plans, 

programs and objectives for a better understanding and to be 

implemented properly. 

• Principles of timeliness – Communication should take place at 

suitable time for helping to implement the plans. 

• Principle of adequacy – The message that we send must be 

adequate and complete for taking a proper decision and making 

action plan. 

 

Barriers of communication. 

In most of the cases the communication may fail because of 

many reasons. The message may not be received in the way that 

the sender intended. This kind of situation could happen    

because of the barriers of communication. Because of these 

barriers of communication, we risk wasting our time and money 

by causing confusion and misunderstanding. Forwards I will 

describe what kind of barriers we can meet at my workplace. 

• Environmental and physical barriers – In this class of barriers we can 

find: time, space, place, and medium. Time in a communication is 
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important, this could define an effective communication or to become 

a barrier when you consume to much time for mailing letters or by 

posting. Another barrier of communication is space, if two persons 

communicate from different country or continent then the process of 

communication can be difficult and not effective. The place where the 

communication is taking place should be clear and not over-crowded. 

The noise can be a reason why the communication could fail. The 

medium where communication happens should be accurate, precise 

and understandable. (Radhika Kapur) 

• Semantic barriers – When we communicate with other persons, no 

matter what kind of communication we use, formal or informal, is 

important to use appropriate words, vocabulary and language. Two or 

more persons when communicate with each other should use common 

language, so that everyone could understand. For example, if you want 

to explain to a patient the result of an investigation regarding his 

health, you can not use medical terms that he does not know, but you 

need to explain in simple words and then the communication between 

you and him may be more effective. 

• Cultural barriers – We communicate every day with different people 

who have a different nationality, religions, race, etc, whit who we may 

have differences in our cultural background. For a good communication 

between these two persons they need to understand and accept the 

culture of another person. 

• Psychological barriers - This type of barriers refers to the psychological 

state: opinions, attitudes, emotions, etc, of a person that deeply affects 

the ability to communicate. In this class of barriers we found: lack of 

attention (in the time of communication one person is preoccupated 

about something else then he do not listen what he other persons is 

speaking and he would not be able to understand the message at it was 

intended and not be able to give proper feedback), emotions ( the 

emotional state of a person is affecting communication as well because 

every human being has a unique mind which is composed of different 

emotions, beliefs, perceptions, opinions and thoughts ), distrust ( in a 
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communication process is essential that both communicators trust 

each other because they will tend to derive negative meaning out of 

the message and to ignore what has been communicated ) , poor 

retention ( when we communicate we are transmitting information but 

in some cases of communication this information may be too much for 

our brain that is not capable to retain all the information in the 

memory, so much off information gets lost during the retention 

process and this results as a barrier to the effective communication ). 

 

Models of communication 

In a communication process we can define models of 

communication that helps as to understand better this process. 

A model of communication is a systematic representation of an 

object or event in idealized and abstract form. A model, in a 

communication, provides a framework for discussion of 

problems in the communication process. (Medwell Journals, 

2012). 

 

Shannon and Weaver model.  

Shannon and Weaver model of communication is evidently accepted 

all over the world. This model shows the communication process 

between source and destination. Shannon and Weaver model of 

communication has seven main elements: 

Information source – is the person who send the message which can 

be in form of written or spoken, image or sound. 

Transmitter – change the message into the signal like words or voice 

of the person who want to send the message. 
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Message – is the thing which is sent and received, and all 

communication is about. A message originates from the person who 

has the information. 

Channel – is the path that message passes through from the 

transmitter to the receiver. 

Receiver – is the person who receive the message known as a decoder. 

Destination – is the target place of the transmitted message. 

Noise – is the factor that can cause distortion or error in transmission. 

 

 

 

 

 

 

 

   

Shannon and Weaver`s theory of information is a transmissive model 

which is focused on accuracy of transmitting messages by smart 

coding and eliminating physical noise without enough stress on 

semantics and concept which is the important aspects of human 

communication. (islmblogblog, 2016) 

At my workplace this model of communication could be defined when 

we try to communicate with patients or with colleagues and because 

o a noise or other circumstances the communication fails and the 

message is not decoded properly.     

Schramm`s model of communication. 
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According to Schramm`s model for an effective communication the 

main processes are coding and decoding messages without which 

information can never flow between two individuals. In his opinion the 

communication is incomplete until the sender receives a feedback 

from the recipient. He also believed that an individual`s knowledge, 

experience and cultural background play an important role in 

communication. This kind of persons tend to interpret the message in 

different ways. 

 

 

In this kind of model is important that the sender to use simple word 

than the receiver will understand the message, if the sender will use 

difficult words then he risks to not be understood. For example, we 

cannot communicate with our patients with medical terms, but we 

need to use simple words for a better understanding of the message. 

Berlo`s model of communication. 
Berlo`s model of communication considers the emotional aspect of 

the message. This model is operating with the SMCR model. 
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S – Source is the sender from whom the information came, he is the 

one who transfers the information to the receiver putting his thoughts 

into words using his communication skills, attitude, knowledge and 

culture. 

M – Message is the information, or the thoughts converted into words 

by the sender. This process is called as encoding. 

C – Channel refers to the medium how the information goes from the 

sender to the receiver. There are five channels that help people to 

communicate with each other. Through hearing, tasting, seeing, 

smelling and touching. 

R – Receiver is the person who receive the message and hi must 

understand what the sender wants and to respond appropriately. This 

is called decoder. The encoder and the decoder should be from the 

same social and cultural background. 

 

At my workplace this kind of communication is the most used 

between doctors with doctors, nurses with nurses etc. They have the 

same knowledges and they understand each other easily.  

How to improve communication skills. 

Good communication skills are considered extremely important for 

Health and Social Care. An effective communication has three basic 



10 
 

components – Verbal, non-verbal and paraverbal. Verbal component 

deals with the content of the message including selection of the 

words. Non-verbal component includes body language like posture, 

gesture, facial expression and spatial distance. Paraverbal component 

includes tone, pitch, pacing and volume of the voice. (Piyush Ranjan, 

et. at. 2015) 

There are many tips and techniques to improve communication skills 

at the workplace: 

• Listen – is very important to listen the other person carefully for 

better understanding of the message. Listening not only involves 

understanding but also and define your patient`s attitude needs 

and motives behind the words. 

• Be clear about what you want to say – make sure that you 

express your complete thoughts because an incomplete idea can 

lead to misunderstood of the message. 

• Express coherently – you need to communicate in both written 

and spoken language. For this you need to possess a rich 

vocabulary. 

• Never talk over people – this demonstrates a lack of respect and 

shows that you do not care about what the other person is telling 

you. 

• Maintain eye contact – with the person you communicate. This 

proves that you are interested on what hi is seeing. 

 

Conclusion. 

To conclude, communication is the process of transmitting 

information and common understanding from one person to another. 

For a good communication among the workers and with patients is 

crucial in building a good relation that will assure success of the team. 

Is good to know that a communication is not just about exchanging 
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information but is about understanding the emotion and intentions 

behind the information.  
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