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Introduction
In this assignment I will be writing about Berlo’s model of communication, explaining how one can use this model of communication to successfully get messages across to the choice of channel. Also, I will be writing about other forms of communication skills such as Active listening, Assertiveness and Written communication skills, giving you an insight on these different types of communications and how they may be used to resolve possible conflict situations.
Besides writing about different types of communications I will also be giving you my prospective about Working with conflict. Taking you through how one may be able to communicate in conflict situations within staff teams. In addition, I will be linking personal and or individual experiences with the types of communications mentioned above, explaining how they were used in past situations where conflict may or may not have occurred.
Having communication skills that enables an individual or person to be able to manage conflict situations is very important this is because conflict can arise anywhere and at any time, if this happens to be in a place of work  then employers need employees around who possess these  types of communication skills in order to achieve more successful, more efficient results even when it comes to problem solving.

Communication
Communication is being able to pass on information from one source to another, this usually involves the sender one who encodes and sends the message, then the receiver one who receives and decodes the message. In order to achieve successful results when come to communication the individual must be able to send, transcript, or encode a message or messages clearly as well as selecting the right channel of communication, these are main components of the communication process.
Even though communication skills are often classed as a ‘soft interpersonal skill’ they are very vital to a healthy and efficient workplace. Communication skills are the most crucial skills needed daily.
When it comes to communicating effective and more efficiently one must know and understand the four main different types of communication which are Verbal communication, Non-verbal communication, Visual communication and Written communication. Here are examples of these different types of communication and how they may be used more effectively.



Written communication
Written communication can be defined as a way of communicating or conveying information using letters, typing or printing. It can also be described as a clear expression of ideas in writing including grammar, organization and structure. Written communication is a very important aspects in most areas because it sends messages that lack other elements of communication such as body language, voice, tone and gestures. Written communication can also be offensive, confusing and very infective if poorly written therefore one must be clear.
 In addition, bear in mind that communication is neither a transmission of messages nor a message itself but a mutual exchange of understanding between two individuals. Effective communication is very important especially in a place of work or within organizations, communication is key, also a essence of management when it comes to matters such as organizing, planning, directing, staffing and controlling. Without effective communication managing these areas can be very difficult.

Berlo’s Model of Communication and
 how it works
Berlo’s SMCR Model of communication created by David Berlo in 1960, explaining the process of communication in its simplest foam. In 1948 a journal by Cloud Shannon and Warren Weaver was published, in it contained a Model of Communication that David Berlo used to expand on his linear of communication model and created (SMCR) Model of communication which stands for Sender-Message-Channel and Receiver.
Berlo’s Model of communication describes the different components that foam the basic process of communication also emphasising the encoding and decoding of messages or information. there are four different types of components in Berlo’s Model of communication.








Sender
The sender is the source of the message the one who creates and sends the message to the receiver. As well as encoding the message the sender must also select the right channel of communication. There are various factors that can influence both the sender and receiver, Berlo’s Model of Communication identifies these factors to be;
· Communication skills: which requires listening, reding, speaking and writing. 
· Attitude: a person’s attitude towards the receiver, subject or audience has the power to change the meaning and consequence of the message.
· Knowledge: familiarising with the subject or matter of the message or information makes communicating a lot more easier and effective.
· Social Systems: social systems such as rules, beliefs and religion can influence the way a message is conveyed from the original source as well as location and circumstances.
· Culture: different people may interpret messages or information in different ways due to cultural differences.

Message
The message is the information or meaning that is sent from sender to the receiver. The message can be sent in various forms such as text, speech, audio, video and other forms of media. The intension of the sender is for the receiver is to understand, interpret or decode the message in the correct manner as well as with accuracy. The message in this Model of Communication is influenced by: 



· Content: the content in which the message is being sent, this may originate from the sender.
· Elements: elements can be described as non-verbal aspects of communication such as body language, signs and gestures.
· Treatment: treatment can be referred to as the way in which the message is being conveyed, for example the packaging.
· Structure: the structure can be best described as the layout of the message.
· Code: this includes the way the message is encoded or formatted this can be via language, text, videos, music and gestures.




· Channel: the channel is used to convey the information or messages, the medium the sender uses to the sensory system of the receiver and therefore may involve smell, sound, touch, taste etc. Human beings have the sense of hearing, seeing, smelling, tasting and touching. Mass communication usually involves some technical tools such as radios, phones, the internet and even television. In cases like this the information being transmitted must therefore be assimilated through sound and vision. 

      Receiver 

      The receiver is the person who receives and decodes the coded message. In the communication process the receiver is always located at the end of the communication chain. In addition, it is very important that the person receiving and decoding the message do so accurately, if decoded incorrectly the message can translate to a completely different meaning to what the sender may have intended.


Linking Berlo to my personal experience

       A few years back I worked at a retail store where I was The till Supervisor, it was quite a large store and shop lifers were frequent so therefore, all staff are required to have a radio on them while on duty at all times for communication purposes. Although having radios improved communication amongst the staff and security there were also a few issues in terms of the sort of language that was being used over the radio, I noticed that most of the staff were not properly trained on how communicate verbally over the radio. Being one of the supervisors I approached the store manager and suggested that it would be a good idea to give more training to all staff on verbal communication over the phone.


      During the training all staff learnt terms used verbally when communicating over the radio such as ‘OVER’ this is a term used every time a transmission is made to let the receiver at the other end know that the message or conversation has ended. For example, if I needed a member of my team to go on a break but I am transmitting the message via radio I would say something like ‘Ben can you please take your break at 12:00 over’ by say over Ben now would know that my message has ended therefore he can reply.






       The staff also learnt the term ‘OVER AND OUT’ which is the term used when ending all or any conversations being transmitted over the radio. For example when I asked Ben to take his break at 12:00 he would have replied ‘ok Fatou I will take my break at 12:00 over, then I would reply ‘thank you Ben over and out’, by me saying over and out Ben automatically knows am ending the conversation and have nothing more to say through the radio transmission. Because of the training relationships between staff also improved. 
       
       Linking this experience to Berlo’s Model of Communication I was the sender of the message; I sent a message to my manager regarding the lack of verbal communication skills over the radio within the store, he received my message clearly via e-mail. He decoded and understood the message then agreed to go ahead with the training.
       In doing so communication was a lot more effective and efficient amongst the staff including myself. All which was made possible by the simple process of communication.

   
   Active Listening
     Active listening can be described as a skill that focuses on attending to a person or individual’s behaviours that are not explicit but may have deep meanings or suggest unshared expectations, ideas and concerns. Active listening is a skill that also requires active rather than passive, in order to avoid miscommunication. 
      
       Referring to my days as a till supervisor at a retail store in London, sometimes staff came to me with certain complaints or issues, I felt that is was my job to listen to them play active rather than passive. Confirming that you have an understanding of where the person or individual is coming from and showing empathy can provide them with more assurance and as well as confidence.
     ‘Active listening is the key to understanding what another person is saying. It requires effort and discipline’. Maund.A, Schriek.M, Paul.T, (2017).


Assertiveness 
     Assertiveness is being able to get one’s point across without having to offend others around them. An assertive person or individual is often able to exercise his/her own rights and beliefs without denying the rights of others.
       Being assertive also means being able to listen to others actively. Assertiveness through anger, conflict or aggressiveness can be difficult but possible. 





      When dealing with aggression or with an individual who seem angry you can calm them down by acknowledging them and by trying to understand the important facts and ideas that they are trying to convey, also try not to make them feel ignored because that can lead to escalating the situation.
       Assertive individuals are also able to take part in group discussions at the same time avoid coming cross as too passive or too aggressive.
      It can also be beneficial to be more specific when it comes to certain topics especially important ones mainly because assertive communicators often pay attention to the introduction and conclusion before making their final decision about the individual or the overall situation.


Working with Conflict in the Workplace.

       It is almost impossible to avoid conflict at workplaces where working in teams is required, this is because team members often have different views, ideas, perspectives and expectations. Therefore, conflict at the workplace where individuals share different opinions is expected.
      In an environment where there are teams and projects that may lead to decision making you are more likely to have conflict arise. This does not mean that one does not have a productive workforce, it means that one must poses the skills which enables them to identify and solve problems at a early stage. 
       Conflict can be frustrating and hard to deal with but having conflict situations at workplaces amongst different from possible different backgrounds can result in in positive outcomes, this is part of the reason why working in teams can be very beneficial.
       In order to resolve conflict s effectively in the workplace you need a person or individual who is very assertive and can identify and solve problems quickly.


Conclusion
     I conclusion this essay focuses on the simple process of communication the steps and different components involved to achieve a more effective and efficient communication. It also gives you an insight about assertiveness through aggression and anger.
      In addition, I have also written about Berlo’s model of Communication, Assertiveness and other areas of communication such as conflict and problem solving.
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