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[bookmark: _Toc17837745]Introduction
The aim of this report is to show evidences of the importance of communication, giving the definition of it, styles and types of communication. The purpose of communication will also balancing between effective ways to communicate and barriers that can damage the communication. 
[bookmark: _Toc17837746]Communication
Communication is sharing ideas, thoughts, and emotions, is the action of transmitting information between people, it can be used between 2 persons or large groups. Communication is a skill that we are developing and improving since birth, is the skill that allows us to express what we want to tell. We can use channels to communicate has media, computers, phones – technical media- things that we used to amplify and to reach others rapidly in a way to communicate. Over the year’s communication has been studied, and science is interpreting different forms of communication. Science of communication gives us theories, models and methods to analyse communication.
Communication is used in different levels, in the top level we have the Societal Communication used in a large audience, under this level there is the Institutional Communication, Group Communication (share things in common), Interpersonal Communication- between 2 or more persons, and at last we have Intrapersonal Communication- personal process of thinking. The communication cycle has 6 steps, and it show as the process and its importance. (McPheat,S. 2010)
· The sender- who sends the message
· Encoding – the process to send the message
· Message – the information
· Receiver – the person who receives the information
· Decoding – understanding the message
· Feedback – giving information back to see if it has been understood
The cycle of communication is showing how to transmit information. In the transmitting act to express my ideas, I need to plan the process, my message, decide the subject or the person who will receive my information, to see if my message has been understood I need to interpret the signs and hear the feedback. (Youssef, F.2017)
	Verbal
	Written
	Non-Verbal

	Oral
	Written words
	Posture

	Use of words
	Symbols
	Body-language

	Meetings
	emails
	Gestures

	Conversations
	reports
	Facial expressions

	Discussions
	Documents
	Eye contact

	Presentations
	Letters
	Dress


[bookmark: _Toc17837747]Methods of Communication

When communicating the decision of the method is needed, we can use verbal, non-verbal, or written communication, we can even use all sending information, and it’s a very complex process, where everything is connected. Defining the message, you want to send and who will be the receiver can define the quality and construction of your message. In a friendly environment, you can be more relax when communicating, but in an academic role and labour sector, you need to be more professional, develop and improve the channels and the methods of communication.

At my workplace I use writing skills and verbal when I need to communicate with my office, co-ordinators, managers (e-mails, texts, phone calls) , or even speak with a service user but for service users sometimes our body language is the most important, they can observe if I fell confident enough doing my job, if I have a positive attitude, observe day by day if I am trustable or not, I also use writing skills to do my daily reports.
[bookmark: _Toc17837748]Models of Communication
There are different models and theories of communication to understand the message, the meaning and the transmission. The meaning of communication is to transmit a message from a person to another one, or to a group. It can be simple or a complex process, we can always expect an impact from the decoding of the message.



Shannon – Weaver Model of Communication
[image: Image result for shannon and weaver]
According this Model, Shannon and Weaver believe there are 8 steps for communication transmission, the Sender – the Encoder –the Message - the Channel – the Decoder – the Receiver – the Noise and the Feedback. In this process has the message is been moved through the channels, noise can interfere and change the message, the meaning of the transmission will be misunderstood. When the Decoder gives feedback  the message has been modified.
This model corresponds to some communication barriers at my workplace, especially when I am trying to speak or listen to someone, but in the background there’s a noise interrupting the way the message is been understood. So, the message needs to be repeated, shortly, clear. (Peterson,A, and Khalimzoda,I.2016)
Berlo’s Model of Communication 
[image: Image result for berlos model of communication]
Berlo’s Model gives us a variety of factors that can influence the communication transmission but also that the sender and the receiver must have the same levels for an effective communication. There is no feedback or any evidences communication problems has noise.  (Peterson,A, and Khalimzoda,I.2016)

Schramm’s Model of Communication
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Schramm’s Model is an interactive model, is a circle system of communication, both sender and receiver are sending messages to each other and receiving it, they are decoding the message as soon it gets there and giving a feedback implicit in the message they give it back. This communication is only possible because both of them share the same background, the same experiences, they have something in common, and it’s easier to understand the meaning of the message. (Peterson,A, and Khalimzoda,I.2016)
I use this model at my workplace, because we share abilities and qualifications, its very positive to share information’s with some one that has something in common.
It’s easier to send messages and emails, has the person in the other side will understand the meaning and give the correct feedback.

[bookmark: _Toc17837749]Effective Communication at the Workplace/University
Communication is the act of transmitting information’s, although we need to develop some skills to be effectively able to communicate in a proper way at workplace, in different groups of society multicultural, diversity and multilingual concepts. We can learn, improve and be flexible. We need to make an effort to listen properly and actively, to try to understand different perspectives, ideas, and thoughts of co-workers and employees. We also need to give positive responses, feedback and criticisms.
To understand effective communication you also need to understand the importance of short messages, be clear and precise when sharing massages, be focus and listen, give importance to others, be open to different ideas, this is one of the most important characteristics skill you need to success, try to dominate the conversation understanding what you are talking about. Learn how to be smooth over conflicts, improve your thinking skills and problem solving. Everyone is responsible for what they say, what they know. There are also communication barriers that can prejudice communication, we need to improve skills to win over obstacles and supporting the idea/importance that is imperative to resolve this barrier to effectively communicate.
Day with the chief exercise class shows evidences how communication can be misunderstood by signs, body language. It showed me to be professional in every aspect in my workplace. This is clear a mis behaviour from the co- worker. -Appendix 3
[bookmark: _Toc17837750]Barriers of Communication  
Physical barriers, attitudes, language problems, Physiological barriers, cultural noise, lack of common experience, information overload, jumping to conclusions. 
[bookmark: _Toc17837751]My own perspective
At Academic and workplace level I do realise I already have an enormous quantity of skills but I need to improve some and gain others. At workplace I learned with experience and trainings roles, practices in Health and Social Care, I also have personal qualities that makes me a good employee, I am an actively listener, I love to learn new things every day, in an office environment, hospital or domiciliary. I like to spend time listening others and be present when they don’t have anyone. I like to communicate when I know what I am talking about, when I felt comfortable with the idea of exposing myself. I am constantly using verbal, non-verbal and writing skills. I speak with my patients, clients very often even if they do not have the ability to speak, I just want to make sure they are comfortable. For those how can speak as the relationship grows, I do use my language mistakes as a tool to encourage them to teach me the correct words, and they find it very pleasing even doing jokes. In an Academic level I am trying to improve my language impairments, gaining vocabulary and improve my confidence skills to speak in a large group, I need to improve my confidence, my language and my writing skills. I need to write reports, emails, and messages in a formal and semi-formal structure. Academic integration is helping me to develop and improve my writing skills, thinking, planning and giving a written structure to my message. Communication is always evolution and I hope to develop with it to achieve goals and be successful in my learnings. I want to do the best with this academic opportunity.  
[bookmark: _Toc17837752]Communication between Management and Employees
Understanding Management and Leadership is essential has a good management should have exceptional skill in leadership. A leadership is someone with good skills of engagement, motivating others, being there for them, taking feedback from employees and giving positive criticisms. Leadership includes making people happy, integrated, someone capable to understand concerns and able to minimise or eliminate them. Meetings between both parts should be integrated in the organization, anonymous suggestion box included, and feedback given.
The purpose of the communication between management and employees is to achieve excellent performance by both, good practices and good service standards. Making organization working in a more desirable way, if this is achieved team work will be more considerate, handling problems will be improved, and the work organization will be higher. ( Hoffman,M. and Tadelis,S.2018)

[bookmark: _Toc17837753]Exercises in class
Exercises in classes helped me to re-inforce the importance of transmitting a short and clear message for a completely understood of the meaning.
With Maria and Pedro I analysed that Maria was not clear with Pedro, she was talking over him and didn’t waited, or asked for a proper feedback, Pedro’s situation was not the ideal one, he was working and the noise made it impossible to hear the message properly and understand, in this communication Shannon and Weaver model is present with the noise from Pedro’s work, and this could be avoid if Maria was more patient, concise, short and clear, she could also ask him to go apart from the noise and take the call, or even ask him to call her back when there was no noise, or give her a feedback to see if Pedro understood the message. Berlo’s Model should be used. (Appendix 1)
The Professor and the village, showed evidences that to communicate effectively in some contexts, people they need to have things in common, experiences, values, backgrounds, or the message can be interpreted in a different way, the professor used college words with simple people from a village, they were not educated has the professor, so they didn’t understood the meaning of his message.(Appendix 2 exer. 1)
Emails structure and writing skills are very important at workplace, to communicate with other co-workers, with managers, boss, to apply for another jobs. This skills are very useful, I am learning how to formulate proper emails, letter’s, texts, in different contexts. I need to define the quality of the message and who will receive it. I need to understand that a text to a friend is completely different to a professional letter. (Appendix 2 exer. 2)
[bookmark: _Toc17837754]Paraphrasing
[bookmark: _GoBack]With paraphrasing exercise’s, I am now able to read a text from another origin/author and explain the text by my own words, not changing the idea of the message.
[bookmark: _Toc17837755]Summarising
Summarising texts is useful it shows how to read and take the important points, keys of the text, take notes, and write in a short sentence the message in the text.
Paraphrasing and summarising are both important skills to learn and understand, they will help me to formulate my assignments, because I need to read information’s from other authors, texts, journals, internet and books.

[bookmark: _Toc17837756]Conclusion
The importance of communication skills it’s imperative in everyone’s life, it is mostly the difference between being educated or not, if I want more for my life or not. I need to improve my Communication skills because I want to achieve more goals, I want to learn more and more, learn new skills in Health and Social care, Nurse Skills, I want to progress, to achieve more qualifications, abilities, degrees. So, I need to do this course and go forward, I need to understand how to communicate in different environments and persons, to understand what can damage my message, and the way I communicate, all this model they are showing me evidences about what can break, damage the communication. Employers and jobs are more exigent, they are requiring good communication skills, personal, intrapersonal, socials, and I want to follow the rules of the new market. Exercises in classes, sharing ideas with class mates, lectures, presentations, are a good and effective way to learn and improve skills, this academic opportunity is been extremely important to my life and hopefully my future. The communication can be done in an effective way or not, understand the barriers, it is essential. Even at my workplace I might find people, with different perspectives, different backgrounds, so I need to make a correspondence with my message, the way I will send the message, think if there will be something creating a disturbance, who will receive it, I need to adequate my message to the person, always understanding that my body language can affect the interpretation.
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1) Maria and Pedro
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2) The Professor and the Village 
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3) A Day with the chief
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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 you Task 1 (part of the Assignment for this module).
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Ex.1. Read the following passage and answer the questions.

The professor and the village people

A Professor of English at a well-known Welsh University lived in a large house not far from a little village. He
never went into the village, bur shopped in the town near the University because he had nothing in common
with the village people, who were largely uneducated and did manual jobs. One night, the professor fell
asleep while smoking his pipe and the pipe fell onto the carpet and started a fire,

When the professor awoke and saw the house on fire, he rushed into the village, screaming:
‘The edifice is being consumed by a great conflagration!’
‘The edifice Is being consumed by a great conflagration!’

The village people looked at him and continued doing what they were doing.
‘Don’t you understand?’ He sald. “The edifice is being consumed by a great conflagration!’
They ignored him.

When the Professor returned home, he saw that his house had been completely destroyed. He sat down on
the ground and wept. The next day, he went into the village crying. ‘Why, oh why didn’t you help me? My
home has been destroyed by the fire. | came and begged you last night.’ He wept.

‘But Professor, why didn’t you say that your house was on fire? We would have helped.’

Q1: Why didn’t the village people help the Professor?

Q2: What should he have done to get them to help him?

Q3: Whose model of communication do you think can explain this situation?
Q4: Why?
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Ex.2. Read the following brief and write a business email according to the instructions.

You are Director of Communications at your company and you would like an employee, Jack Daniels, to join
your Communications Training team.

- Tell ID why you are writing
- Say what you have observed and like about his communication skills
- Tell him why you think he would be an asset to the team
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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 passage and answer the questions on the next page.

Case Study: A Day With The Chief

Mark is a top-performing salesperson at a pharmaceutical supply company. As a reward for his
performance, he is treated to a trip to the corporate office in California to meet the chief executive
officer, Ms. Mills. Ms. Mills is known around the office as the “Wicked Witch of the West” because

of her short and sometimes abrasive demeanour.

Mark’s co-workers share “horror stories” of their encounters with her, stating that she rarely makes
eye contact, never smiles, and dislikes being approached unless she initiates the conversation.
Although he is excited to travel, he is also nervous about what he and Ms. Mills might talk about.
He prepares by thinking about how he can share his sales strategies and techniques. On the day of
the meeting, he waits patiently for Ms. Mills’ assistant to call him into her office. When he is escorted
in to meet her, he is shocked to see a petite woman behind the large desk smiling back at him with

kind eyes. He approaches, shakes her hand, and waits for her permission to sit.

Ms. Mills is nothing like the horrible person they made her out to be. Ms. Mills asks Mark several
thoughtful questions about why he is successful, ways the staff can be supported, and how the
company fits in with his professional goals. Mark feels more and more comfortable as she leans
forward to listen intently to what he is saying. Mark loosens his tie, crosses his legs, and begins
sharing stories of how he feels his immediate supervisor has dropped the ball on more than one
occasion and that the team would be better if more money were allocated to incentives and
bonuses. Mark immediately sees Ms. Mills’ eyes begin to squint and her brow furrow. She stands

up abruptly and says in a gruff voice that their time is up and that her assistant will show him out.
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1. Given the professional context, what would you have done the same and/or differently if you

‘were in Mark’s position?
2. Do you think Mark accurately evaluated the context? Why or why not?
3. What communication factors led to the change in the chief executive officer’s disposition?

4. How could Mark improve his communication skills?
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