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[bookmark: _Toc449042209]INTRODUCTION

In this assignment I will try to explain the main purpose of the communication.  
First we can come up with different definitions of communication, and all these differences can be easily found on all the books that I have read.
Secondly I will explain the importance of communication and the importance of effective communication. 
I will also give information about different theories of communications, such as Shannon and Weaver, Berlo and Schramm’s model. 
Furthermore as a human we need the verbal and nom verbal communications and I will be looking into those as we progress.
In addition I am going to write about the different styles of communications available, such as analytical, personal, intuitive and functional communication. 
And finally I will discuss the different communications that I use in my workplace regularly. 
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Communications was born from the Latin word ‘Communicare’ ‘communis’ meaning common, so it means shared. When we communicate, we try to match meanings. 
There are different definitions about communication such as; 

· “Communication can be described as a exchange of information or thought between two or more persons to create a mutual understanding and wanted action. It is the message to exchange by symbols or words. It is the exchange of ideas, viewpoint or facts. Which cause constancy of interest” 
(BISEN, 2009)

· “Communication is the process of creating shared understanding, and we use the most important medium, so we use the conversation.” (BAKER, 2000)


· “Communication is the sending and receiving of message, is more than just words. It affects both speaking and listening. It can implicate gestures, facial expressions, words and any other way we concrete meaning. This efficient replacement of thoughts and feelings can be called communication matters.” (WANDBERG, 2000)
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Communication is important because it makes an entire word of difference in how you appear in the world and how happy you are with life and in life. We use every day the communication to communicate with other human beings around us. If we don’t know how to communicate and interact with people our life become restricted. 
Also communication is an important tool to aid the development and maintenance of long-term relationships with customers.
In organisations, communication is very important because there are moments where multiplex ideas will need to be shared. 
In the absence of proper communication skills, a person will not be able to be understood what is been said and he will need to have clear ideas. 

[bookmark: _Toc449042212]IMPORTANCE OF EFFECTIVE COMMUNICATION 

The principal to adequate communication is when there is common comprehension of idea and meanings. Sender and receiver share an idea of the purpose, understanding and sense of the message. (HASSON, 2012)

In the world of business communication is everything and the effective communication can help with problem solving, also it will help to encourage a good working relation between you and your staff. Which can improve attitude and competence. This can breaks down barriers, soaring productivity, utilizing globalization. 

When the employer spends time and efficiency into dropping clear communication it will quickly build groups of staff member, leading to growth in productivity. 

We can also say that it is important to:
Have good team building, innovation ideas, growth and strong management skills. 
There are also points that every person needs to follow, such as not been multitasking, don’t pontificate, always use open questions, if you are not sure of a subject say that you don’t know, do not repeat yourself, listen and be brief. 
[bookmark: _Toc449042213]NOM VERBAL COMMUNICATION

Nom verbal communication:
Described as a physical appearance, body language, sight, sound, touch, taste, and smell.
Nom verbal communication refers to any information that is transmitted without written speech or words. These are often sent involuntarily by our physical appearance and only a small percentage is transferred though words. 
(PICARDI, 2001, p. 10)
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Verbal communication:    
Describe as a:  
· Oral, speaking and listening: It’s the most important in any business. It can clarify a problem almost immediately. If we don't provide good oral communication business would minimize.                                                                                               
· Writing and reading: This can be more difficult; we need more time for reflection and revision. The most frequently used forms are, the memo, letters and e-mails. 
The verbal communication includes all messages using words. It can be informal or formal.
· INFORMAL:  Known as slang in some cases. Is an oral method of transfer information. It can be use with the family, in the gym and with friends. 

· FORMAL:  Usually it can be use in directors and to provide management information. It can be communicated by a written report or verbally at conferences and meetings.  
(PICARDI, 2001)
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[bookmark: _Toc449042216]WHAT IS A MODEL?
A model express a thing, event, action or connection, attempts to represent the main features of what is model. Using diagrams in this way it’s easier and clear to understand the concept. The models are useful in recognizing the basic components of the communication process and how they are linked.  (GUTIERREZ, 2009)
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Shannon and Weaver also known as linear model, is the most famous model of communication and is generally accepted all over the world. It is the mother of all the models. It was created in 1949. 
Shannon & Weaver styles are identified because the route from which communication studies has broken out. 
They created a model of communication with the objective to make sure the biggest efficiency of telephones cables and radio waves. 
The model was not meant to define face-to-face human communication, but it allowed a baseline from which to do so.
Shannon & Weaver model easily proposes that an idea actually created from the person who gets the thinking or has the information. The sender is as well called the Source of information.
The idea is transferred from the head to the mouth and get out as an information which then achieved the receiver after connecting hands with some sound and other distraction. 
The receiver then further passes on the idea to its target.

· Sender: The origin of the message. 
· Encoder: which encodes the communication into signals. 
· Channels: The message is send from encoder to decoder over channel. During this process the message could be affected by noise during the emission process. Which can affect the communication or may not receive the proper message.
· Decoding: The receiving area of the signal, which transform gestures toward message. A reverse process of encodes.
· Receiver: The final destinations of the message from sender. 
(BATTERSBY, 2011)  
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MY JUSTIFICATION

This model has been applied in diverse communication theories. This model seems to be most commonly used in interpersonal communication rather than in mass communication. Also communication is not one-way process. If it were operated in this way, it would lose its strength.  As well the noise can be an important barrier. So recognizing noise will help to solve the diverse problems in communication. 
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David K. Berlo started the model in 1960. Berlo created the term SMCR to describe this kind of linear model. The models that described communication as action were disappointing because they were too heavily concentrated on the sender.  Berlo's also saw communication as a transferral of facts. Introduced more aspects of the nature of humans into the model. Berlo's model contemplates the emotional aspect of the message.
Berlo showed the importance of the emotional view. 

· Source or Sender: all transmission must come from some sender. 
The sender could be one individual, group of people.  Different elements determine how a sender will work in the transmission action such as: 
· Communication skills: The person must have good communication skills to create his communication effective and coherent. The speaker must not go on and on. Must be carefully with the accent. A bad accent can be a boring communication.
· Attitudes: towards public, the topic is important.
· Knowledge: of the topic, the public and the location. Is the accuracy of the information, which the orator wants to express to the second party.
· Social background: education, salary and friends.
· Culture: Point out the culture background of the society. Where the person who give the speech.
 
· Message: is the message & thinking to be delivered by the sender. The source must adopt the expression for sending the information. The message need:
· Content:  The thought needs to be put into words and the subject needs to be planned as well.
· Element: The speaking must be combined with different hand movements, signals, postures, facial expressions, and body movements to grab the concentration of the listeners and make the speaking notable. 
· Structure:  The information cannot be communicated in one go. It has to be properly designed in order to communicate the information in the most wanted form.
· Code: Your body movements, your vocabulary, your expressions, are in effect the codes of the message and have to be correct.
· Channel: is the method to sent the message. Such as, newspaper, letter, radio, telegraph, poster or other media that the message will be delivered. The 5 senses are the channels, which assist person to communicate with each other. Such as hearing, tasting, seeing, smelling and touching.

· Receiver: is the person who received the information. Is the audience of the message.  (BATTERSBY, 2011)
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MY JUSTIFICATION

In this model, the communication has occurred when a message has been sent and received. It has some strength. It’s useful for understanding how information is transferred from A to B. 
But there are some limitations, when applying it to face-to-face communication.  It’s lacks the concept of feedback and doesn’t account for non-verbal communication nor the interpretive variation between and among people. 
Furthermore the model is simple but people are complicated, so it means people can have different ideas. 

[bookmark: _Toc449042219]SCHRAMM’S MODEL

Wibur Schramm was created in 1954. Schramm designed the first model of face-to-face human communication.  This was one of the initial models to launch the feedback process.
He described interpreters who were encoders and decoders at the same time.
Starting with the 1st interpreter as a decoder, then returning from the 2nd interpreter as an encoder back to the first interpreter as a decoder. This model is well known as a circular model, called also model as interaction.
Model which the communication requires three important elements.
The resource, communication and destination.
The initial origin encodes a message in addition to lead that to its wanted target through some channels, so the message is usually get in inclusion do decoded. (BATTERSBY, 2011)
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MY JUSTIFICATION

[bookmark: _GoBack]This model is more complete, because it has circular communication. This permits both groups to contribute equally and share their feedback, which acts as confirmation that the message has been received. But this model doesn’t talk about the noise that can affect the communication.
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Unemotional presentation of facts and data. Have the facts to help the information you have. The communicators prefer to express himself with graphs and charts in place of emotions. Communicators are often good at creating solid arguments and build their idea quickly and clearly.
They use logic rather than intuition and they are perceived as reliable and dependable.  (ELLIS, 2019)

[bookmark: _Toc449042222]Personal Communication

The personal communicator are diplomatic, they use emotional language.  They use feeling and relation to comprehend the world around them. They value estimate how their co-workers feel and think. 
They prefer to have personal connection with the people they work with in order to gauge what they are thinking. They prefer to communicate in-person. (ELLIS, 2019)

[bookmark: _Toc449042223]Intuitive Communication 

Intuitive communicators are passionate they prefer an informal, big-picture explanations approach to transmit their ideas. Details aren’t important to them. They contribute big ideas, using diagrams, body language, talk about goals using stories. They need to avoid distractions.  (ELLIS, 2019)

[bookmark: _Toc449042224]Functional Communication 

Functional communicators are direct and ordered. They focus on the process they want to guarantee that no details are left out of any communications by laying out their ideas in a linear manner. 
They ask a lot of questions, they need consistent feedback.  (ELLIS, 2019)
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I work as a sales advisor, so in my workplace the communication it is essential. On a regular basic I need to communicate with managers, team leaders, colleagues and customers. For this communications is key to do everything. We use the Shannon and Weaver model of communication to communicate between us.
But sometimes we are affected with the noise, when the store is busy it is difficult to get the correct message, because it’s noisy. 

As a sales advisor I have to work directly with the public, so it means that I need to have both Verbal and Non-verbal communication skills so I can be able to deal with the problems that the customer might have. And of course provide a good customer service to all the customers. These skills can also be put into place when dealing with some misunderstandings with my colleagues.  

Working, as a team is essentials to carry out my duties, otherwise I am not able to perform well or complete everything I need to do. So communicating and asking for help if I need it can make the overall task easier so that the tasks can be performed as a team.

I need to have good communication so I can provide the best customer service possible to the client, this means more loyal customers and they will come again and again to shop. 
It isn’t all about just communicating, it is also about been a good listener, so that we can understand what the client wants and needs are. We need to listen first to find the best solution for the problem with the customer. 
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To conclude we have looked at and understood the meaning of communication and why it is important for any business and personal life. As a human if we don’t have effective communication we are not able to communicate our point across effectively.

Communication is very important in all aspects for example in my workplace or in daily activities, in fact to do everything.

One of the important points that I've learned is the theory of the communication. So now I can understand the different models of communications and how I can use these on my daily life or even my professional working environment.
I have looked into and understood the difference between each model and how I can use of each of the models in our life.   
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