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[bookmark: _Toc29148110]1.0 Introduction
The aim of this report is to show the importance of the different types of communications in the workplace. Taking as an example my own experience, I will explore the different forms of communication and why it is fundamental especially in a teamworking environment. If we look at the exact definition of teamwork it is described as a cooperative process done by a group of people who want to achieve the same goal (Scarnati,2001). Teamwork is a fundamental part for almost every workplace, as it permits to achieve a better result in less time than every member would achieve working alone (McLain,2016). You understand the importance of “putting yourself in the side” and try to help others and find a common point in order to achieve the goal, and also the importance of having someone you can trust and from who you can find support. However, all these things become possible when there is a good feeling between the group members and there is a good communication. When talking about communication we mean a process through which an exchange of opinions and information takes place. This requires the presence of at least two people, who will take the name of sender (the one who encodes the message) and of receiver (the one who decodes the message). And the message is transmitted thanks to a communication or medium (Maund et al. 2017). So, communication is the base of our everyday life and becomes essential when considering the workplace. A research by US firm Gartner reveals that 7 out of 10 businesses mistakes are caused by lack of communication (Zambas, 2019). When comes to communication is indispensable to be careful on the message we are sending and that it can be easily encoded by the others. Talking about my personal experience I can say that the points I have talked about previously are essential. As a matter of facts, I work in a restaurant called “Aster”, which is part of a big company, which includes around 50 restaurants in all England and world and has a large number of staff. Working in hospitality I understood that if there is no communication there is nothing. Every day you are in touch with hundred people from different countries, with different cultures and languages, with whom you must talk and understand their wishes and needs in order to complete your task appropriately. Is not only with the costumers that you must handle, but as in every other place, also with the restaurant staff, which is formed by numerous people from different countries as well. So is fundamental to use good communication and be aware that not all the people are going to understand you, but that you must be required to repeat a concept several times or try to make it simpler. Or backwards you must make sure you got the message the others wanted to send you. 

[bookmark: _Toc29148111]2.0 Types of communication
There are different types of communication and we can divide it into: verbal (oral and written) and non-verbal (body language).
[bookmark: _Toc29148112]2.1 Verbal communication
This is the way that people use most to communicate with the others. We have two forms of verbal communication: spoken and written. It can be defined as an exchange of words in order to share information, feelings, thoughts, opinion or theories (Friedman,2019). Without any doubt it is fundamental for our everyday life, because as humans we need to talk and deal with the outside world. Is not just something indispensable for the workplace. Thinking about the basic things of our life, we need it for everything. However, if we focus on the work or school field, we need to say that the verbal communication must change based on the environment we are. The same thing is applied also for the written one: you must use the language based on the receiver of the message. The language you use to send a text to your friends differs from the one you use to send an email to your manager for example. We can divide this for of communication into formal and informal.
[bookmark: _Toc29148113]2.2 Non-verbal communication
By non-verbal communication we mean the process of sending messages without using words (Nordquist,2019). In other words, it is our body language, that means how we present ourselves when talking. So, it can be for example the volume of our voice, the physical appearance, facial expressions or the distance we keep (Maund et al. 2017). It is fundamental to keep it under control because it can affect our verbal communication and the message we want to share may be perceived in a different way. We can take as an example all the times someone ask us if we are fine, our answer is yes, but looking at our body language the other person understands the truth. In this case the consequences are not going to be a problem, but if we consider another situation, like something that can happen at work or during an important interview. In this case we must be very careful on what our body is saying. The way we present ourselves must be appropriate to the circumstance and to how we wish to present ourselves. For example, in the place I work, eye contact, facial expressions and body position of the staff is very important as it affects the impression they give to the costumers and the value of the service (Maund et al. 2017).
[bookmark: _Toc29148114]3.0Theories of communication
The theories of communication describe it as a process made possible thanks to a medium that makes a sort of “bridge” from the transmitter of the message to the receiver of the message. There are three principal models of communication: Shannon-Weaver Mathematical Model of Communication, Berlos’s Model of Communication and Schramm’s Model of Communication.
[bookmark: _Toc29148115]3.1 Shannon-Weaver model of communication.
Shannon’s and Weaver’s (1948) model, known also as mathematical theory of communication, provided for the first time a general vision of how the process of communication takes place and why sometimes it fails (Shannon,1948). This model includes 8 key elements: source, encoder, message, channel, noise, decoder, receiver and feedback (Beyer, 2012)
[image: ]
                                                               Source: https://garthbox.com/the-shannon-weaver-model/
Everything begins from the information source which decides to encode a message. Once encoded, the message travels through a certain channel, formed by little particles moving, that has the task to transmit it. However, as this channel is filled with noise, it can be subject to interference making the initial message not always clear. This message will be later decoded, and it finally arrives to the receiver, who will give then a feedback making the cycle starting again. In my working environment this process very important as the place is always full of people and noise. Transmitting a message is not always simple as it can be interfered by different sources of noise that can come for example from the kitchen, from other people talking or from the music in the floor. So, it is necessary to always double check if our message was clear and understood by the receiver. 
[bookmark: _Toc29148116]3.2 Berlo’s model of communication
This model of communication is not based anymore on a mathematical point of view but focus more on the other aspects that can influence this process. The key elements here are only four: the source, the message, the channel and the receiver. 
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Source: https://jmcstudyhub.com/berloss-smcr-model-of-communication-notes/
This model focus on the different backgrounds and on the different factors that influence both the sender and the receiver. When communicating we must pay attention to the context in which we are and understand if the receiver is at the same level as ours. We must take in consideration few factors as shown in the table above, that are for example the communication skills, the culture, the background and the knowledge, in order to make sure that the message we are sending is clear and understandable for the receiver. In the place I work the problems of misunderstanding are mainly due because of the different background and languages the staff has. We all come from different countries and our native languages are different, so, when it comes to speak English, our accents can vary one from another. I always need to consider this and find a way to make my message clear for my workmates, for example by using simpler words or try to explain a concept in a different way, maybe making also use of the body language. 
[bookmark: _Toc29148117]3.3 Schramm’s model of communication 
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Source: http://nivedita-sharma.blogspot.com/2014/12/models-of-communication.html
Here the main points are the encoding and decoding process as we can consider information only the one that can be put into words and that reaches his destination with a clear meaning. So, the decoding takes a very important role, as it is the first step that gives start to the process of communication (Juneja,N:D). Similarly, to the Shannon-Weaver model, also this one represents the process of communication as a cycle. As a matter of fact, once the message reaches the destination everything starts again. The focus is not on the personal background of the subjects but the whole process, making the clarity of the message the main goal, no matter how we try to do it.
[bookmark: _Toc29148118]4.0 Conclusion 
In conclusion, communication is a fundamental part of our social life. We always need to consider these three models of communication in order to succeed in our transmissions of the message and be careful to use the correct type of communication depending on the situation we are facing. Sometimes is not simple to coordinate body and speaking, but we need to understand the importance of our body language and try to improve on it day by day.
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