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Communication is the action of transmitting information from a sender to a recipient. Moreover, according to Sanchez and Guo, cited in Shrivastava and Prasad (2019), communication in the workplace is a method of conveying information in such a way that others can understand the message that the sender delivered. Furthermore, efficient communication is an ability that needs to be put into practice in the workplace for improved work productivity and outcomes. In contrast, there are barriers that can obstruct and alter a piece of information that was sent, and these barriers are divided into two types as personal and environmental. (Hussain, 2013). Additionally, a major source of conflict in the workplace is poor communication due to failure of communication or different forms of communication between employees. Also, poor communication is not responsible only for the conflicts in the workplace, but as well for the diminished productivity and the morale of the employees. (Adamu Isa, 2015).
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· [bookmark: _Toc92039180]Shannon and Weaver (1948) model of communication
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Shannon and Weaver model of communication was designed in 1948 after Shannon and Weaver collaborate to write the article “A mathematical theory of communication”. This collaboration between a mathematician and a scientist resulted in the development of an efficient model of communication between a sender and a receiver that could improve technical communication. Also, they discovered an element “noise” that can be considered a dysfunctional aspect of communication. The “noise” is altering or impeding the message sent from the sender to the receiver.
Furthermore, Shannon and Weaver model of communication is the most frequently used at the technical stage. (Sabah, 2012). Additionally, this model of communication is composed of 5 elements as Sender, Encoder, Channel, Decoder and Receiver 
Sender, also known as an information source, refers to a person or object that has information that will be sent verbally, through body language or written. 
Encoder or transmitter refers to a person or a device as a telephone, that turn an idea into a signal that is sent from the source to the endpoint.
Channel is the medium through which the information passes from the sender and the encoder to the receiver.
Decoder is a route that modifies a code into a set of signals, also known as the opposite of encoder.
Receiver is the person that gets the message send, also known as the destination.
According to Shrivastava and Prasat (2019), in the workplace communication should be send in such a way that the receiver can understand the information received from the sender. For instance, in one of my previous workplaces all the communication with the nurses and management was done through calls or emails. As agency workers, we worked in a different location at the client’s home. Moreover, as our clients were vulnerable, we had to pay careful attention to them every moment and avoid distraction. To make sure that happens, some of the families of my clients installed in their house a system that blocks the signal of our mobile devices and internet. Thus, this was a big issue for me and my colleagues to receive and send confidential information to the office or ask for help. The only way of communication was the home phone of the client, and we were allowed to use it only in case of emergency, for example calling an ambulance.
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The Schramm model of communication is one of the most utilized and lectured models of communication. This model of communication sees communication as a method that occurs between a transmitter and a receiver, that also comprise a message and channel throughout the information will be sent. (Schramm, 1948) Moreover, in this model the receiver has the opportunity to transmit feedback on the idea received, can tell the sender if the information was received correctly and also if it was identified.
Hussain (2013) states that there are personal barriers that can obstruct a message that was sent to the receiver. For example, in my previous workplace, the duty nurse presented our tasks for the day each morning during the handover and inform us about important changes about the residents. She is originally from Scotland and has a strong accent. Moreover, in the workplace where 90% of foreigners could barely understand the task that she gave. As she was the one that offers the medication to the patients, she quickly presented our tasks and run to her duty, not allowing us a chance to completely understand our duties for the day or to ask any questions. This situation led to employees making serious errors with the residents and even having a surprise visit from The Care Quality Commission. Thus, this situation could be avoided if the duty nurse offered a few minutes from her time for questions and misunderstandings. 
· [bookmark: _Toc92039182]Berlo (1960) 
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Berlo’s model of communication comprises four factors that explain the communication method and how each factor is influenced by different aspects. (Underwood, 2003) 
The four factors of Berlo’s model of communication are:
-The Source that generates and transmits the idea to the receiver. The source is influenced by factors as communication skills (talking, listening), attitudes (changes in the meaning for the audience), knowledge (be aware of the topic of the message), social systems (believes, religion), and cultural differences. (The message can be misinterpreted) 
-Message refers to the information sent from the source to the receiver. The message is influenced by the content of the information, by the elements (non-verbal expressions), treatment (the way that the information is delivered), the way the message is structured, and the code (text, video, audio).
-The channel is known as the medium. (Hear, taste, smell, see)
-The receiver is also known as the endpoint, where the message is sent. Moreover, if the sender and receiver have familiar grounds the message will be more efficient.
An example of Berlo’s model is the television advertisements. 
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According to Roman Jakobson (1972) verbal communication is a human language skill that expresses an endless number of ideas and shapes new concepts through verbal language. Therefore, human beings depend on verbal interaction to swap ideas and improve as persons. Moreover, when discussing about verbal communication we refer to both spoken and written communication. Furthermore, the efficacy of verbal communication is determined by the tone of the presenter, the clearness of language, level, velocity, and the gestures which are used in the discussion. This form of communication is extra susceptible to misplays as words might not be every time enough to state the thoughts and feelings of an individual. Also, verbal communications depend on the listening skills of an individual, not only the speaking skills.
Verbal communication is divided into four types as intrapersonal, interpersonal, small group and public communication.
-According to Fielding (2006), intrapersonal communications refer to the methods a person communicate with herself, the message that an individual transmits to himself for the creation of a self-reflection. Moreover, an individual can create a self-image through past understandings and while collaborating with other persons that through their responses send messages about themselves.
-Interpersonal communication is the type of communication that takes place between two individuals and no more, that might also be compatible on cultural, psychological and sociological levels. (Berger, 2014)
-Small group communication refers to communication that is present between more than two people and which allows each member to interact in the conversation, usually where is discussed a particular problem (Fujishin, 2013). An example of small group communication can me a work meeting where is discussed a problem that needs to be resolved.
-Public communication is when an individual speaks to a big grouping of people. For example, a public discourse for votes.
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Phutela (2015) suggest that non-verbal communication normalizes interactions and can assist or substitute verbal communications in various circumstances. Moreover, it is an important aspect of all communications as is not possible to connect with an individual without transmitting non-verbal indications. Furthermore, non-verbal communication can deliver a powerful message, particularly the body language can duplicate the same message that an individual is speaking, can disprove his phrases or replace a verbal message.  Additionally, in the workplace non-verbal communication can be a successful way to enhance performance and to accomplish goals. 
There are four categories of non-verbal communication: aesthetic, physical, signs and symbols of communications.

-Aesthetic communication happens as a result of artistic manifestation and incorporates all the shapes of art like music, theatre, dance. An example is a ballet. 
-Physical communication indicates body movements like smiles, gestures.
-Signs refers to a different kind of non-verbal communication like lights, ruttier signs. 
-Symbols are the model of communication that help an individual to buy self-esteem and objects that show the status of an individual.
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Listening is considered to be a mindful effort to hear what people around us are saying and at the same time assimilate it and comprehend it. Furthermore, listening is improving an individual capacity to understand. In contrast, an individual can be preoccupied from listening by being distracted or covered in his own reflections. There are seven types of listening: informational, discriminative, selective, sympathetic, comprehensive, empathetic and critical listening.
-Informational listening helps an individual to enhance himself and become a better learner. This type of listening requires a high level of concentration and critical thinking to understand new information. Examples: Training done at work.
-Discriminative listening helps people to understand between the lines and we are born with it. For example, babies understand what we are trying to say through our tone or expressions before they understand the meaning of the words. 
-Selective listening is when a person seeks to listen only for information that they particularly want to find out.
-Sympathetic listening is vital for developing a deeper connection with an individual as is powered by feelings. A sympathetic listener is centring on the feelings of the speaker, not on his words, allowing a speaker to be heard.
-Comprehensive listening is employed to identify what an individual is stating while using phrases and is necessitating communication skills.
-Empathetic listening helps individuals to understand other person feelings and provide support, while they utilize their own experience to understand and try to relate with the situation or see from the other’s point of view.
-Critical listening is used when a person requires to evaluate complicated information’s, by analysing information with past experiences and not taking it as presented by the speaker. 
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To conclude, communication is an important factor in everyone’s life and is a method of sending information in such a way that everyone can understand us. Moreover, to avoid poor communication and conflicts in our day-to-day life or in the workplace, we need to be aware of the different models of communication and utilize them when is necessary. Furthermore, to succeed in life and to be professionals we need to be aware of the different types of communication as verbal and non-verbal and enhance these skills daily. Also, we need to comprehend the different types of listening and enhance them as is a vital part of an individual ability to develop his understanding.
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32 Anthony Road
E1 P4X London
31 October 2021

Dear John,


How are you? I'm very well. I didn't write earlier because I was very busy.

In recent days, I have moved to a new house. The house is large, 3 storeys, with two bathrooms, five bedrooms and a garden.
The house is in a rough condition, so I will spend the next days on furnishing, painting and finishing works. It's been a long time since we met, so it will be nice to meet you and If you want to help me, I will be very pleased.


Regards,
Pawel
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The manager
32 Anthony Road
E1 P4X London

31 October 2021

Dear Ms. Smith


I am writing to you to inform you that during your absence on October 31, 2021 there was a fire evacuation incident
The fire was small enough to cause no damage. Everyone left their workplace safely.  Everything is back to normal as well



Yours sincerely
Pawel Maszkowski
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