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 INTRODUCTION


The purpose of this report is to analyse several types of communication by referring to in-class exercise and published literature.

Team work refers to the effort of a group of people to achieve a certain goal in the best way. This concept is seen from the point of view of the correlation and coordination of a group of individuals in order to achieve a common goal. Salas, Cooke and Rosen (2008).
A plastic definition of the team concept is ,,Together Everyone Achieves More’’. The team working refers to communication, loyalty, responsibility, kindness, attentive listening and cooperation.
 Communication can be defined as any act by which an information is transmitted. Information include thoughts, ideas and emotions. Any communication consists of a sender, a message and a recipient. The sender encodes the message it sends it to the recipient who will decode it. Sometimes there may be multiple recipients and each might receive a slightly different message. A concise, efficient and clear communication is a complex and difficult process.
Communication at the workplace is important because it increases the degree of productivity and efficient functioning of companies. The ability to communicate in any sense in the chain of communication of a company leads to the increase of the productivity, to the active involvement of the employees and to an increase of the morale. Baden(2007)
 Workplace communication means the flow of information transmitted between a person or a group and intended for another person or group that is part of the same team. This is achieved by direct communication(verbal or non-verbal), email, notes or written or vocal messages. For a message to be effective it must be: concrete, coherent, clear, committed, consistent, complete and courteous. 
Good communication can be blocked or altered for the following reasons: physical barriers(low or too high temperatures, bad phone signal), attitude(nervousness or stress), linguistic differences(professional jargon, use of regionalisms or communication between speakers of different languages), physiological barriers(hearing difficulties, poor eyesight, illness), structural problems(faulty information systems, lack of training), lack of experience, information overload and so on.

The company I worked for is called Smith Transfer Ltd. and the main activity is the international money transfer and the booking of the air tickets. In this case the communication with the team is done verbally, by telephone or by messages or email, taking into account that the company’s offices are located in different countries. Being a money transfer a very good communication was essential because any small mistake could directly affect both the client and the good reputation and the trust that the company enjoys. To ensure this, the company leaders regularly organized training sessions and meetings where employees had the opportunity to meet each other personally and discuss individual or common projects.


 TYPES OF COMMUNICATION

Verbal communication refers to the use of language to transmit information through speech or sign language. This is usually used in face-to-face conversations, presentations and video conferences. Effective verbal communication in the workplace is very important for different areas of activity because they reduce cultural and language barriers. Good verbal communication between employer and employee increases the level of job satisfaction. At work we need to develop our communication skills by improving vocabulary, listening carefully and developing our own skills.

Non-verbal communication can be used both intentionally and unintentionally when we want to convey information to others using body language, gestures and facial expressions. Non-verbal communication helps us when we try to understand the thoughts and feelings of others. A smile can confirm that the idea presented is pleasant or enjoyable. Another important aspect of non-verbal communication is eye contact. A good listener maintains constant eye contact. Awareness of modules in which emotions affect our body helps us to have a better presentation. At work place non-verbal communication helps us to transmit messages more efficiently.

Written communication refers to writing, typing or printing symbols as letters or numbers in order to convey information. Also a form of written communication is represented by emails and chats. A good written communication at work includes a high level of language, a clear and logical expression.







MODELS OF COMMUNICATION

Models of communication used to explain the human process of communication in order to present a concept and make it easy to understand. The main communication models are:

Shannon-Weaver model of communication 
The first important communication was created in 1948 by the American mathematician Claude Elwood Shannon and published in Bell System Technical Journal with Warren Weaver an American scientist. Their mathematical theory was called Shannon-Weaver. 
  According to the communication theory, the communication process means sending and receiving messages or transferring information from the sender to the receiver (Craig, 1999)
Shannon-Weaver model of communication is a linear communication model that analyses how messages are sent and received. Initially this model had only 5 components, the noise was added later. Shannon-Weaver model of communication include 6 basic key concepts: sender, encoder, channel, decoder, receiver and noise.
  Sender(Information source) is the person who composes the message, chooses the channel and sends the message.
  Encoder(Transmitter) is a machine who transforms the idea into signals that are sent from the sender to the receiver. Initially the Shannon model was designed to explain communication by means such as the computer coding words using codes such as binary digits or radio waves.
  Channel is the mean used to receive information from the sender and transmitter through the decoder and receiver. If a person sends an e-mail is using the Internet as a medium and for a landline telephone, cables and wires are used as a channel.
  Decoder is a device that decodes a messages from binary digits or waves in a language that can be understood by the receiver.
  Receiver(Destination) is the end point where the person receives the information or message.
Noise is a physical disturbance that occurs when the sender fails to encode a message or the receiver makes a mistake in decoding the message.
Feedback occurs when the receiver responds to the sender that he understood the message or received the message without noise.
The sender encodes the message and then sends it to the receiver through the technological channel which may be the telephone or telegraph. The receiver decodes the message before understanding and interpreting. Sometimes the channel can make noise and the receiver fails to decode the message causing problems in the communication process. In the beginning, this model was created to make the telephone capacity more efficient with minimal noise.
The Shannon-Weaver model of communication is widely used in several fields of activity. Communication is very important both in the workplace and in the academic environment. So if a student has to give a presentation he must present credibility, attractiveness, expertise and similarity. According to Shannon theory in a telephone call between an employee and a client the sender is the person who has made the call. Encoder: the phone is the device with which the human voice is transformed into packets of data that are transmitted over the telephone lines. The telephone lines are playing the role of the channel. The noise is not permanent but can occur when the telephone wires are not working properly or the device is malfunctioning. Decoder: the telephone of the receiver transforms the received data into the voice of the sender. The receiver will receive and interpret the message.

Berlo’s model of communication

In 1960 David Berlo created the Sender-Message-Channel-Receiver(SMCR) communication model by extending the linear model of Shannon and Weaver. The model was developed in order to improve the technical communication but was then used in several fields of activity.(Pierce, 1980)
The SMCR communication model describes the exchange of information as the message passes from the channel and then to the receiver. Today the Berlo model is the most basic form of communication being used in television advertisements, newspapers and magazines or social media.
The SMCR model includes 4 key concepts:
Sender is the source or the person who encodes and sends the message to the receiver. The source may be affected by the following factors: communication skills(reading, listening, speaking), attitude, knowledge, social system, culture.
Message is the information that is sent from the sender to the receiver. This message is transmitted in several forms: audio, speech, text, video or other media and can be influenced by content, elements, treatment, structure and code.
Channel is the meaning by which the message is transmitted. The effectiveness of the channel can be influenced by: hearing, seeing, touching, smelling and tasting
Receiver is the person who receives and decodes the transmitted message.
In short, Berlo’s model could be defined as a sender who sends a message through a platform to a recipient. The communication skills play an important role in transmitting the message allowing the transmission of coded messages in different languages.
At the workplace the source can be an individual, a group or a company. For example , the young manager of a restaurant must train the kitchen staff about food safety basics(hygiene, temperature, cleaning). Employees working are between 16 and 55 years old and for many English is not their first language. But because there are many busy days the training is often hurried. When the young manager comes to work he observes raw meat  trays that were not stored in the fridge although the temperature were high. The employee tells him that he has not heard what he said because of the noise of the food mixer. In this case the source( manager) does not have good communication skills, the message is not understood because the receiver(employee) fails to decode it because of the noise. Without good communication between the management team and the stakeholders there is little chance that a project will succeed. For a project to have good chance of success an efficient communication between the management team and the stakeholders is indispensable.

 Schramm’s model of communication

The Schramm communication model is based on the Shannon Weaver model. This communication model was proposed in 1954 by Wilber Schramm. According to the author, the information transmitted by the message has no value unless, after the coding and decoding process, they reach unaltered the receiver, in the form thought by the transmitter. It is also advisable to examine the impact that a message has on the target of the message( Schramm, 1954).
 The Schramm model involves a double flow between the transmitter and the receiver, requiring feedback from the receiver to ensure that the message was understood as the transmitter wanted.
The Schramm model includes 3 basic elements: 
Source(Encoder) is the part sending the message. The source must express clearly and ensure that the information it sends is useful and relevant. The way in which the source manages to encode the message is influenced by cultural aspects, knowledge, experiences and skills.
 The message is defined as information communicated through words, characters or symbols. It can be verbal or non-verbal.
The recipient(Decoder) can be a single person or a group. It has the role of decoding the message through a psychological process that is influenced by knowledge, skills and cultural aspects. A communication is considered successful if the receiver is able to correctly interpret the message sent by the source.
Although not specifically indicated in the Schramm model, the receiver plays an important role in the communication process, aiming not only to decode but also to give a feedback to confirm or deny if the message was received as thought by the sender. Feedback is very important in the workplace because it gives the transmitter the opportunity to find out if his message was correctly interpreted or otherwise calibrate his future messages based on the receiver’s feedback.




CONCLUSION

The development of an efficient communication flow between the members of a work team is one of the members of a work team is one of the indispensable elements for the success of a company.
The lack of communication skills in the team can lead to serious errors, decreased productivity and loss of good reputation or customers. For this reason, the application of communication models must be part of the development strategy of each company.
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