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[bookmark: _Toc29137536]Introduction
In the following report, I will be presenting the advantage and relevance of communication through examples, definitions, explanations, including the types and the three main models. The deficiency of communication could case barriers and misunderstanding between people and often drive to chaos. To understand the significance, can steer clear of arguments and issues. I will furthermore write about the significance of teamwork and how these are related to the workplace. The value of collaboration does often seen in sports, but it does have importance in a company, community and even in society. Nowadays, the way how we communicate and collaborate with each other is major than ever.

[bookmark: _Toc29137537]Communication
It is a process to express and exchange thoughts, ideas, feelings, and information through words and letters, combined with facial gestures and body movements. The communication falls under three parts verbal, non-verbal, and other media. The verbal interaction has two ways, written and spoken. To define the concept of communication is not easy. It can be defined as "transferring commodity called information, or another definition, displaying the shape of a person's thinking". (Barker, 2000 p.n 2,3).  In fact, people are confused about the meaning of information. The word itself has a root meaning. They often call communication as sharing or exchanging information with a person or audience. Indeed, for a dialogue, we need a sender the message and a receiver.
Nevertheless, until the listener does not perceive or recognise the essence of the words or gesture, on the same meaning or aspect as the sender, it is not communication. It is called speech or in another form like body language expressing. The most communication problem is understanding. Individuals are taking information on the way how they recognise. For a successfully transferred and received message or expression requires an understanding from the same angles from both sides with a closely similar mindset, it is called communication. (Barker, 2000)
There are a lot of theories in this subject, which requires more research. Furthermore, there are levels between communications. The above research could bring up a question. Can be we judged or blamed by another party in case the person does not understand or recognise the way or the style we express ourselves?  The language can be the same, but the levels and expressions are different. My point of view is that this makes each person unique. For example, Albert Einstein and Steve Jobs, nobody understood them, but the way how they translated their thoughts and transferred to the community has changed the entire world.
The importance of communication at workplace is significant. There are many different environments and companies. Each has their own style and structure for communication if we are talking about business. There are some examples, such as independent, matrix, entrepreneur, pyramid, and channels. In general, technologies are supporting us to communicate with each other quicker, clearer to save time, place and sometimes lives. At my workplace (PSG Protective Security Group), we communicate with each other on different channels, such as radio, phone, and face to face. Some places and environments require excellent communication skills to provide prompt customer service. Furthermore, we are using our verbal and non-verbal skills in a different manner. In this profession, communication must be clear and often quick as we can to avoid serious issues. If there is a gap, misunderstanding or barrier in our communication, it could drive to chaos. We have to deal with dangerous issues, resolving arguments and sometimes dealing with the police as well. For those things we must have essential communication skills in three formats such as verbal, non-verbal and written.

[bookmark: _Toc29137538]Verbal communication
Verbal communication is a successfully co-created interaction between two humans, using words, verbal fillers and gestures through the process. The key to interpreting the message or information from another party is the level of language skill. If the two-person does not understand each other, there is no sense for the saying words. The transmission of the message from the sender to the recipient can be affected by a massive range of things. These include our emotions, the cultural situation, and even our location. (Maund, Schriek, Tinkler,2017). 
In fact, verbal communication is essential.  It is the primary and most used tool for people to communicate with each other. Furthermore, this is the quickest way to share information or give instruction, but it does not mean that it is the most understandable by itself.  Nevertheless, to combine verbal and nonverbal skills is beneficial either way. If we can understand and read the signs and symbols of non-verbal communication, it possibly can be the key to build up a deeper relationship between us. 

[bookmark: _Toc29137539]Non-verbal communication
The definition of non-verbal communication drives to a meaning as, expressing and exchanging, thoughts, feelings and ideas on a non-linguistic channel. Although to define the word as nonverbal, it reveals two critical things, identified by Laver and Hutches (1972). The researchers say that each conversation comes alongside with verbal and non-verbal behaviours or signs. Thus, non-verbal communication falls under two other part such as vocal and non-vocal behaviour. All speech used by languages encompasses hidden signs called vocal behaviours, for instance, the tone of the voice, rate of speech and accent.  Furthermore, non-vocal behaviours belong to those signs or symbols expressed by gestures, body movements, and facial expression. It has two primary functions. It can replace speech in exceptional circumstances. Also, in conversation combined with words, could transfer an understandable message to the other person or audience. There is no question about the importance of non-verbal communication, but it requires practising to improve our skills to use it effectively. (Hargie, Saunders and Dickson, 1994).

[bookmark: _Toc29137540]Teamwork
Teamwork and team are not the same concepts. It has two different definitions. The team is two or more people who collaborate to perform a piece of work, task, or exercise. Teamwork is a process while a group of people working together on a large project or task for an efficient result and common aim. (Wikipedia Contributors, 2019)
To create a good team requires a deep understanding of each team member skills and knowledge. For example, not each person has the same ability to finish the specific task in the project. Also, it can be two people with similar ability, but one of them might do the task creatively or better. It depends on the leader or manager who is going to fill the task, and that is a big responsibility. There are also some factors possibly impact to build up a team. For instance, financial problem, environment issues, lack of communication, team members mental health difficulties, such as moods, cultural and religious background. To improve our skills to recognise those gaps, require practice, experience and knowledge. Also, if the project does not require a specific range of skills or not large enough, it does not make sense to organise a team.
Teamwork at my workplace is necessary. Furthermore, it has a structure who is doing what. Our team usually has eight to twelve security officers in one duty, and the communication goes through radios. There is one person who gives instructions from the CCTV camera office, and the rest of the team are patrolling separately and doing their tasks. Each role requires specific knowledge, and these abilities make our team powerful. The primary importance of the teamwork at my workplace. If there is an issue coming up, there is always a backup. Also, we can cover and secure a massive range of area thanks to our team organisation.

[bookmark: _Toc29137541]Theories of communication
There are three separate main models to differentiate the process of communication. These are Shannon-Weaver, Wilbur Schramm, and David Berlo's models. These structures show us a more profound view of how communication interacts in society and streams in people everyday life.
[bookmark: _Toc29137542]
Wilbur Schramm’s model of communication.
This model has the roots of the Shannon and Weaver model itself. It is often called the model of effective communication. Schramm believed in that communication is something circular in nature, and it has a significant two-way process between two parties, and it has three steps. These are encoding, decoding and interpreting the information. He argued that the action starts with encoding and it is the first important role because the sender has the responsibility to put the thoughts and information for an understandable and clear format before it goes to the recipient. The second important role is decoding. The receiver must have the ability to unpack and understand the message in the same way as the speaker mentioned. Also, the receiver must give feedback to the sender to ensure the message received correctly. If there is no encoder and decoder, no communication created, because there is nothing to flow between them. He also argued that people with diverse previous knowledge and experience communicate other whence. Furthermore, those who grow up in other cultures and different creed distinctly comprehend the messages. The model also explain why feedback is important and how it supports the communication. For example, each response has different meaning, but to improve our attitude and communication skills also requires feedback from others. This model mostly focuses on intrapersonal and interpersonal communication in an effective way. Furthermore, its point out the difficultness in the understanding, if the languages are different. This model useful in smaller workplaces or face to face where not many people interrupting in the conversation. Furthermore, it has no advantage in loud circumstances where different voices involved, also, at workplaces, where power plays a significant role in the communication hierarchy level. (Managementstudyguide.com, 2015). The model as its structure on the below picture.
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                                              Source from (Sk.sagepub.com, 2020)







[bookmark: _Toc29137543]David Berlo’s communication model
This model more compound, but it has brighter outcomes with its structure called SMCR. It is complemented with a channel line where the senses got meanings such as smelling, tasting, feeling, hearing, and seeing. It helps more to understand the communication process and gives a broader picture of it. With this model, Berlo categorises the essential elements, such as sender, message, channel and receiver with another root sector, where he breaks down all the factors that can interrupt and operate the communication. Each area has importance, which plays a significant role in the conversation. In this model, he argues that the massage has a specific meaning if it is expressed through a creative channel such as painting, singing, cooking. He explains that communication skills, knowledge, abilities, social and cultural background levels are required from both parties on the same stage to create a smooth communication process. In this fact, it is tough to create circumstances where the sender and the receiver on the same stage. For instance, London is an international country and people are communicating. Altogether it is a well-explained model, but many factors affect a conversation nowadays, and it does not show what are the impacts if we are not on the same level. (Managementstudyguide.com, 2015)
[image: ]                                        Source from (Managementstudyguide.com,2015)



[bookmark: _Toc29137544]Shannon and Weaver model of communication
Claude Elwood Shannon and Warren Weaver created this model, and this is the most acceptable model in present days. It is often called the mother of all models. It is an upgraded Aristotle model which explains the essential elements completed with a factor called semantic noise. It shows clearly the flows of communication and how static or semantic voice affect communication. They argued that the noises are the most critical factors to misinterpret a message because they are everywhere. It can come from tv, radio, phone, and outside of the street. (Developing Effective Communications, n.d.)
[bookmark: _GoBack]For example, I am at home and waiting for an important package. I receive a call from the university and the person on the other side of the line talking about an important information. In the same time, someone rings the doorbell continuously. The noise interrupts the conversation, and the focus to the other person is decreased. The danger of the misinterpret is there. The model more visible on the below picture.
[image: ]
                                                    Picture source (Mulder, 2020)




[bookmark: _Toc29137545]Conclusion
As it was covered in this report, the quality and clarity of the communication affected by so many factors. It can be cultural and religious differences, ethnic and social modality, even noise or our current mood. If we take into consideration the happenings from the past and the circumstances in the present, we all have diverse levels and styles of communication. We can express ourselves in many ways. No matter what type of communication is that, to move forward from a lower stage, we must strive to improve our skills to build up a better relationship with others.
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student Name: _ MNORHER T PUEMES student ID: /SO %A ok Y

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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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 cases and answer the questions that follow
CASE 1: Mary was working on some paperwork when her daughter came into the room upset.
As the child told Mary what was wrong and how she felt, Mary kept typing on her keyboard and
said, “It’ll be OK,” and ‘Everything will be all right.’ She was confused when the child only
continued to become more and more frustrated. Just then, Mary’s phone rang and she was all
excited when she heard her friend’s voice. They spoke for fifteen minutes and when the call
ended, she turned and said to her daughter, ‘Oh, darling, that was Susan. I'm so excited about
seeing her tomorrow!”. The child broke down and cried.

13 Why weren’t Mary’s calming words havmg anyae ect on her, Faughter?
A bl ot tentena !
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22 What could she have done to make the situation better?
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CASE 2: Steve was exhausted from work when his wife, Sally, came home. So he was quite
annoyed when she began telling him all that went wrong about her day. He interrupted her and
said, ‘I’'m so tired, can’t it wait?’. The next morning while they were in the kitchen making
breakfast, Steve said, ‘Did | tell you what happened at work yesterday?. Sally said nothing, but
walked out of the kitchen.

it Why was Sally upset?
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Exercise2: Writing an e-mail.

You are a teacher of Communication and have received this e-mail from one of your students:
Dear Sir,

1 am writing to you because | am confused about Communication.

Could you please explain:

1.What Communication is:

2. The Shannon-Weaver model.

3. What is meant by non-verbal communication and why it is important.

Many thanks,

Lucy Mars.

Reply to the student and answer her questions. Use a diagram in your answer, if necessary.
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