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[bookmark: _Toc29028029]Introduction

Communication it is the basics of every interaction. Starting with business presentations and finishing with day to day communication, it is vital to express our feelings in a formal or informal structure, depending in what scenario we are in. There are multiple ways in which communication can be structured and usually, people divide it in two categories, non-verbal and verbal. In this essay, I will be explaining and critically comparing communication skills to a multitude of scenarios. Verbal, non-verbal, written, formal and informal, visual and other models which were designed by people to aid communication. The above communication skills will be looked at and analysed to identify strengths and weaknesses.

[bookmark: _Toc29028030]Types of communication

There are multiple ways in that way that people can communicate each other. In this essay I will start by focusing on verbal and non-verbal communication which set the standard for the other types of communication indices. 

[bookmark: _Toc29028031]Verbal Communication

Verbal communication implies the persons that are utilizing language and sound to relay a message. Is like a connection method that makes people understand each other, to express their ideas, communicate or other actions which require two or more individuals communicating. There are various kinds of communication which define differentiate attributes of verbal communication. Interpersonal communication and open talking are the most common attributes of the verbal communication .Speaking to the public refers to the action when people are delivering a message to a group of people.
[bookmark: _GoBack]In contrast, interpersonal implies when the audience is responsive and communicates with the person who is providing the message. Usually we get both combined in most public speaking conferences because psychologists consider engaging the public will make them think about the message and express their ideas. Purpose of verbal communication is to spread the information at a faster rate and to engage different audiences in exploring the concept merged by you. On the other hand, there is some limitation which comes with verbal communication such as misunderstanding, language barriers or misconceptions therefore when receiving the message, it is vital to make sure that is what the sender was trying to say. (Hanes, T. 2019) 




[bookmark: _Toc29028032]Non-verbal communication :

Non-verbal communication has a multitude of sub titles which help the communication to be established and understood without the benefit of expressing the ideas with help of language or speech. Most non-verbal communication give away information about an individual without knowing him at all. 

· [bookmark: _Toc29028033]Facial expression
Facial expression has been analyses over the years by scientists and showed how we are using the same facial expression. For example, when the message is happy people usually to relax their bodies, smile and use hand gestures no matter the culture you are coming from. When someone is angry, they can be identified by their facial expression. Eyebrows put together, chin shrinking are some of the most common attributed which identify an angry individual. (Morin, A.2019) On the other hand, this can cause issues because the guy on the other end will identify your attitude and can avoid you. 

· [bookmark: _Toc29028034]Body language
Body language, posture and movement can give away what type of individual you are. For example, we mostly identify business people by having some visions such as, they must wear a suit, not weird haircut and firm hand shake. this gives away a lot of personal information without using any verbal communication. (Morin, A.2019) 

· [bookmark: _Toc29028035]Personal space
Personal space, appearance and artifacts all bond together in giving away information about the individual. Clothes, interaction, appearance factors and personal space add up and divulge information about the individual you are going to interact with. There attributes are important, for example you are representing a big company and you meet with another guy which as well as you represent another large enterprise and the goal of your meeting is to sign a business proposal. It is vital to know and respect personal space and to dress accordingly. 

· [bookmark: _Toc29028036]Eye contact
When presenting an idea, it is important to have an eye contact with the audience to establish a closer connection and to address them accordingly. Eye contact can show confidence, power and other attributes where when used correctly can give you an advantage. On the contrary, eye contact must be avoided when the person is angry, or you want to avoid any conflicts. 




[bookmark: _Toc29028037]Written communication:

Communication that is written, like non-verbal and verbal communication has some attributes when used correctly, they are very efficient. In some situations, there is express need to express your message verbally and to keep an eye contact but on the contrary if the receiver must visualise somethings such as market cap or index, it is vital to use written communication. Compared to verbal communication, written communication is consuming time and the feedback is not immediate, and the paperwork must be done. (Managementstudyguide.com, 2019)
· [bookmark: _Toc29028038]Letters

Letters can provide a professional way of expressing data, for example wedding invitations are usually made over a letter. This is because it will keep the authenticity and over the years it will become a memory. On the other hand, writing letters can be costly as people must sit down in front of the computer to write the letters. 
· [bookmark: _Toc29028039]Memos

Writing memos, it is a beneficial strategy of written communication but on the contrary it does not give the opportunity for the receiver to respond spontaneously. Memos can be used to express business strategies, future improvements or other attributes which must be well structured in a small piece of paper. 
· [bookmark: _Toc29028040]Reports

Reports differ from memos because they can be longer and expressing a multitude of ideas. For example, when the business organises a security audit, the auditors will present their findings in a report. This is because there is a lot of material to be covered including statistical information which can not be visualised over the verbal communication. 
· [bookmark: _Toc29028041]Promotional materials

Promotional materials are usually written for a large audience therefore it will save time to write a general material and spread it throughout the neighbourhood. On the contrary, promotional materials are not focusing on a specific individual therefore people will be in doubt. 
· [bookmark: _Toc29028042]Handbooks

Handbooks cannot be verbally expressed because they are in form of a large number of procedures which must be executed by the receiver. When getting a new electronic device, the company provides a handbook which aids the installation part. (Navclasses.blogspot.com 2019)



[bookmark: _Toc29028043]Formal and Informal Communication:

[bookmark: _Toc29028044]Visual communication
Visual communication refers to the ability of communicating without using words or written language, just symbols and hand gestures. Imagine going on a city break in a foreign country and you hire a car and get lost, there is no internet and no traffic signs, you can only use symbols and hand gestures to communicate with civilians. (study.com,2019) 

[bookmark: _Toc29028045]Models of communication:
· [bookmark: _Toc29028046]Shannon-Weaver- Mathematical Model 1949 
[image: Communication all notes for CBSE UGC NET]
(the Shannon-Weaver`s model of Communication)
The Shannon-Weaver`s conception uses the sources, transmitter, message, channel, signal, noise, reception and receiver to establish a effective communication channel. The term was widely adopted in social science when in 1948 Claude Elwood Shannon published his theory about communication. On the contrary, not everything went according to plan and the criticism did not stop and people were considering the theory as being misleading and “inappropriate to represent social processes”. (en,Wikipedia.com,2019)  
This model did not go further to analyse the other concerns such as areas of impact, or the effect developed on the receiver. As represented in the figure above we can say the sender is a person talking, the transmitted and channel is represented by the speech and reception by the audience. 





· [bookmark: _Toc29028047][image: Insight 2 Journalism: MODELS OF COMMUNICATION]Schramm`s model of communication 

(Figure 2, illustrates a visual representation of the Scramm`s theory of communication)

The author implied his theory of communication requires three main steps. The source, the message and the destination. His theory illustrates other attributes which Wilbur Schramm, the author, referred as being beneficial such as encoders and interpreters. In 1954, Wilbur Schramm mentioned in his theory, that there is need for two parties involved in the communication channel. The first person, sender must send his message across the theory and channels in order to be successfully transmitted to the receiver.  The noise is referred to an action of interfering with the message. Feedback is a process of acknowledging the message and filtering answers. 











[bookmark: _Toc29028048]model of communication (David Berlo)

[image: Louise Talks Communication! | Using communication to drive ...]
(Figure 3, shows the visual representation of the David Berlo interpretation of his communication theory)
 Known as SMCR, source-message-channel-receiver, Berlo`s communication model can work perfectly or go totally wrong. The attitude towards the communication established and the communication skill are vital in this communication theory. David Berlo, in 1960 (Businesstopia. 2019) developed the SMCR model of communication using the model of Shannon Weaver. The sender is the source of the message, where the individual shares its intentions. The communication skill chapter refers to the ability of using the attitude, body language, knowledge in the sender`s advantage. The message refers to the content of the communication established. The channel is, hearing, seeing or touching which can divulge information about the content of the message and ultimately the receiver and it`s aptitude of decoding the message. 

[bookmark: _Toc29028049]Factors in successful communication 

There are multitude factors which can aid a successful communication. Word choice can divulge whether the person you are talking to knows the technical parts of the content or it's just delivering a message. Words can be identified when a person tries to work around a subject or a feeling. By analyzing the terms, an individual can visualize where the message that is coming from or the output of this communication theory. 
The tone of the individual can be identified from the first few sentences pronounced by the sender. Voice tone can show whether the individual is angry, happy or his emotional status. It is essential to leave your private problems away when you are in a work environment.



[bookmark: _Toc29028050]Conclusion 

It is essential to know what you are going to present to choose the right communication strategy. Formal and informal language must be carefully addressed because it will set a standard line which can be tolerated at a later date. Body language is crucial when it comes to a meeting or a one to one communication. It will divulge information about you as a person and the objective you are carrying with you. Ultimately, the word choice, it is vital to pick your words to illustrate the terms to the story you are trying to tell. Practising verbal and non-verbal communication attributes will automatically turn you as an individual in a better communicator. Practice makes perfect!
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1. Read the following brief and write a business email according to the instructions.

You are the Director of Communications at your company and you would like a Supervisor, Mary
December, to go on a training course in non-verbal communication because you have observed
that her non-verbal skills sometimes send the wrong message.

- Tell Mary why you are writing

- Say what you have observed about her communication skills

- Tell her how you think this course would improve her skills and her relationship with her fellow
workers.
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Read the following brief and write a business email according to the instructions.

You are Director of Communications at your company and you would like an employee, Thomas Daniel, to
join your Communications Training team.

- Tell JD why you are writing
- Say what you have observed and like about his communication skills

- Tell him why you think he would be an asset to the team
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Ex.1. Read the following passage and answer the questions.

The professor and the village people

A Professor of English at a well-known Welsh University lived in a large house not far from a little village. He
never went into the village, bur shopped in the town near the University because he had nothing in common
with the village people, who were largely uneducated and did manual jobs. One night, the professor fell
asleep while smoking his pipe and the pipe fell onto the carpet and started a fire.

When the professor awoke and saw the house on fire, he rushed into the village, screaming:
‘The edifice is being consumed by a great conflagration!”
‘The edifice is being consumed by a great conflagration!”

The village people looked at him and continued doing what they were doing.
‘Don’t you understand?’ He said. “The edifice is being consumed by a great conflagration!”
They ignored him.

When the Professor returned home, he saw that his house had been completely destroyed. He sat down on
the ground and wept. The next day, he went into the village crying. ‘Why, oh why didn’t you help me? My
home has been destroyed by the fire. | came and begged you last night.’ He wept.

‘But Professor, why didn’t you say that your house was on fire? We would have helped.’

Q1: Why didn’t the village people help the Professor?

Q2: What should he have done to get them to help him?

Q3: Whose model of communication do you think can explain this situation?
Q4: Why’
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