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INTRODUCTION

 This report aims to analyse the importance of communication notions learned in the first term of the first year at University of Wales Trinity Saint David, participating in classes of Effective team working and communication module, we were required to develop our approaches about communication within the workplace and Berlo’s model of communication. There are many definitions explaining  the concept of communication; in the simplest terms, communication means transmitted information from one individual to another into words or symbols. As simple as it may sound, communication is a complex operation. There are two main types of communication: verbal and non-verbal.

VERBAL COMMUNICATION
  According to Griffiths and Dunham (2015, p.48) “The use of verbal statement is one of the most common ways individuals communicate with each other”. The performers of a dialogue will always be between a sender and a receiver; moreover, they will use this type of communication to exchange information. The information may be an idea, a thought transmitted into words and figures into a face-to-face conversation. The process of verbal communication is about encoding and decoding messages between two or more people. The sender opens the conversation by exposing the ideas trough oral medium so the receiver can perceive the concept if it is transmitted accurately. Vocal expression is the preferred communication type at the workplace, being the most efficient method to explain a concept by employers and the most accessible manner for employees to understand, they interreact to each other with questions and answers sessions.

NON-VERBAL COMMUNICATION
 Apart from verbal communication, nonverbal transmission has an important aspect on a communication level. “Nonverbal cues such as physical appearance, facial expressions, level of eye contact, body movements, vocal qualities, and the physical space between members all contribute to the way the message is interpreted. An accurate perception of nonverbal communication helps the listener understand the intent of speaker and is strongly related to social intelligence and interpersonal sensitivity. (Goleman 2006, cited in Griffiths and Dunham,2015 p.50) Nonverbal communication can be determined by written messages, especially in the twenty-first century where technology facilitates transmission of information between individuals at a distance, social media platforms, emails. Newspapers are also a method to deliver messages to a mass of people. Nonverbal communication is taking place when two or more persons are present in a group. At University, students find it is beneficial to take notes due to the amount of information are collecting from the lecturer. Doing so, when the subject comes to their attention, they can review it. Besides, gesture and posture are mediums to communicate. The space the individual is offering, the movement of arms and legs, or if the person is attentive to socialize can reflect the personality. Body language and facial expression can determine the individual cohabitation in society.  

HISTORY AND BACKGROUND
 Since the ancient ages, connection between members of humankind depended entirely trough this medium. In the very beginning of our ages, it is most probable that people used to communicate using body language: facial expressions and hand gestures. Later, people discovered the ability to use oral vocation by generating sounds, naming each surrounding object or entity.” The symbols were not restricted to words, but could also form part of the words, making it possible to build compound words from a mix of symbols, requiring a stock of fewer distinct images” (Clegg, 2019 p.26). During the evolution of humankind, individuals were able to develop hundreds of languages that exist today worldwide, transferring the information one generation after another.” Why is the development of writing so important? Because without writing, it is hard to see how a scientific tradition could be built” (Clegg, 2019 p.27)

  MODELS OF COMMUNICATION
 No one else succeeded to define communication better than David Berlo, in 1960 he expanded Shannon and Weaver's linear model.
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 Berlo's model of communication has four main components, contains a source; a message; a channel and a receiver. It is the most representative model of communication for the twenty-first century where culture, knowledge of subject or social system may influence the content of the message and might not be suitable for a receiver. This the reason Berlo included all the areas a sender needs to cover to deliver a message accurately.
At the workplaces in the twenty-first century, communication is a complex operation; the structure of the message delivered from one individual to another determines the characteristics that a singular person has. Either at a low or high level, transmission of notions related to workplace has the same importance at both stages, even if its only about passing the hammer from one worker to another or one innovative business idea presented to a potential investor, as long as at least one of the participants is listening. Listening takes place under verbal communication circumstances. Is a component of dialogue, it accentuates on receiver decoding the information.  Assuming that the receiver started the process after intercepting the message and has a reaction on it, is an example of active listening. Active listening reflects on the quality of the message the sender addressed it. When active listening is taking place, the information is valuable. The structure has ethic and meaning; after decoding it, the receiver reflects on the idea and has a conclusion. It is an effective team working method in the workplace. 
 Berlo's model of communication is encountered at a formal and informal level. Officials communicate through their organizations to authorities to set priorities, policies or standards. Most often, to make it official, the regulations are established in a written format like e-mails or letters having an informative purpose. Writing takes place under non-verbal circumstances; the information is transmitted into words or notions. Written communication includes a writer and at least a reader. Having a reader to an informal message gives importance to the news. When reading an informal message, the content has integrity and morality, delivering development to the reader.
Culture plays a vital role in the communication level, during the time, humanity set a system of rules, enforced by authorities to coordinate the conduct and well-being of the individuals. Each population of individuals who are speaking the same language and sharing the same territory have their laws to cohabitate with each other. These are the factors that David Berlo underlined in his model of communication.



COMMUNICATION AT THE WORKPLACE
 The same model is used in organisations on a communication level. Institutions hire candidates, occupying all the available places in the hierarchy chain to achieve goals with the companies resources. In organisations maintaining the positive balance between employees depends entirely on communication. Communication at the workplace strengthens the relationships of the individual with the working environment, stimulates the self-esteem making the employee productive at the workplace. Employers help applicants integrate at the workplace with a training session to stimulate their skills. According to their performance, communication varies, the management team is supportive in giving each member feedback. At this stage, employers prefer face-to-face communication because it increases the chances to make themselves understood according to their expectations. Furthermore, a probation period will determine if the candidate is suitable for the position.
When I first got at the workplace where I am currently employed, a Tesco warehouse. Employers offered to a group of candidates a training session followed by a probation period. During this time, communication was essential in adopting the skills I need to get the position. Trainers explained to us what are their expectations and attended the candidates on each critical aspect the job requires. When it comes about transmitting an essential message to a mass of workers, management prefers sending messages through the devices each member has. It is not available when the administration wants to deliver a message to an individual who is announced via megaphone to join the office. The level of formality is always good intended. Between workers, communication is not essential in achieving goals at the workplace because each employee depends on his performance but helps maintain a positive vibe at the workplace. At my workplace, the employees, mostly foreigners, are speaking two languages. The English language is used to achieve goals related to work, not always for unofficial matters. Most of the workers are coming from the same economic environment having a common purpose of achieving goals and each desires to improve their condition.  It is fundamental to maintain a good relationship with the superiors to gain professional reputation, increasing the opportunities for advancement. Therefore, the superiors at the workplace offer workers the possibility to follow their target, helping them to develop critical thinking and to handle in matters of time management and problem-solving according to their tasks.   When a problematic situation occurs, once the cause is detected, it is necessary to communicate it to the leadership. Furthermore, if the case previously came to pass, superiors will examine and will have an idea about how to solve the situation.            This way, workers will know what to do in case of similar circumstances for the future. Communication is essential at the problem-solving level because it avoids having twice the same discussion related to problematic causes at the warehouse. Also, superiors help workers to develop time management skills with a detailed plan of action by organizing the tasks into activities that require immediate attention. Adequate preparation during the working session helps avoiding the adrenalin rush by doing things in the last minute and reduces stress level.
   Written communication has an essential aspect inside the warehouse. Superiors in charge with official matters addresses workers instructive material on the informative board, most of the information's are descriptive announcements about the latest regulations which might result as a change in legislation. Also, the advisory boards include messages about the importance of safeness at the workplace, what to do in case of emergency, the latest news related to the warehouse, to whom workers should appeal in case of problematic situations.

CONCLUSION

 Participating in the classes of Effective team working and communication module at the University of Wales Trinity Saint David in the first term of the first year, we were required to bring our approaches about communication, considering those mentioned above, communication is crucial to our existence. Is what gives the individual the energy to fulfil his/her activities. The main communication ingredient is the information; there will be no communication without reliable data, either at a verbal or non-verbal level. According to Clegg (2019, p.10) “Of course, the physical mechanism used to convey written communication has changed several times from the earliest days of science books. Hipocrates’ or Aristotle’s notion of a book would be very different from a modern-day e-book on a Kindle.” Even since the ancient ages until the twenty-first century the information changed its form of being transmitted into a much complex structure on the strength of the lexicon; a piece of reliable information gives knowledge of subject, power, strengthens the self-esteem and the position in society. Communication is so vital that one individual cannot improve his/her condition without participating in social activities like attending a school or having a workplace to gather information. Considering the importance of communication, there is no wonder why data has become the most valuable resource in the twenty-first century.
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