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1.0 [bookmark: _Toc81080781]
Introduction


Communication can be defined as sharing information,ideas,emotion and thoughts between individuals.Is a simple process that is used in everyday life to transfer information from one place to other(Quintanilla and Wahl,2020). 

The aim of this report is to describe communication,as stated above communication is a process that people use to set certain connections.Every communication required one sender,a receiver and a message,in order to explain this models of communication are used.
Model of communication is a process which helps understanding of how communication works (Communication, 2018).
At least communication skills verbal and non-verbal communication two of the many elements to communicate effectively also importance of good communication skills in the world of work and the consequences that may appear from poor communication.
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2.0 [bookmark: _Toc81080782]
Models of Communication

Over the last six decades there has been increasing interest to learn what communication is,how it works and to develop means of communicated more effectively in diverse areas using own concepts and models (Narula, 2006).
There are many models used to explain an understand the communication process,but more fundamental ones are:
[bookmark: _Toc81080783]2.1Shannon and Weaver(1948/1949)

The foundation of most current communication theories also known as “mother of all models”.It is a linear theory in which communication for instance come from the sender and send it to the receiver through a technological channel and at the end receiver must understand and interpret the message( as shown in figure 1).
But also, they find a factor that could affect the channel called “noise” the receiver might not decode the message because of the “noise” and in consequence did not gave a feedback (Anon., 2018).


       Figure 1Noise
Feedback




The model is proved by the case study Maria and Pedro.
Pedro is working on a building site and one day he received one call from his wife to buy a chicken,because of the noise he misunderstood “chichen” with “kitchen”,he could prevent this by providing a proper feedback.
Even if the model was created to improve effective communication and is well known feedback is less important and this can be a drawback. Still concept of noise can be one advantage making communication more effective by understanding and removing noise.

[bookmark: _Toc81080784]2.2Berlo(1960)

Berlo’s Model of Communication was developed in 1960 from Shannon and Weaver’s(1949).The model also focuses on four components SENDER,MESSAGE,CHANNEL,RECEIVER (SMCR) and is a linear model without feedback like Shannon and Weaver.
 But also emphasis on factors which may affect each component(Figure 2).


 Figure 2

  Sender is the source of the message and receiver is the person who gets the message this are two main components affected by the same factors.
External noise like in Shannon and Weaver may be cause by background noise during a  phone call, for example.
Internal factors may be caused by the differences between sender and receiver which must coincide in both sender and receiver for the communication to be effective.

Despite that is considered to be a complex model is no room for noise or feedback and claims that people need to be on the same level when it comes to attitudes,knowledge,social system and culture but not true in real life (Anon., 2018).


[bookmark: _Toc81080785]2.3 Schramm(1954)

Like Berlo’s model of communication has his roots on Shannon and Weaver but contrary with these two linear models, Schramm’s model is circular a two-way process between the sender and receiver encoding and decoding being the most important factors for effective communication.
 Another difference between Schramm,Shannon and Weaver and Berlo is the feedback.On Schramms model if feedback is not provided the communication is considered to be ineffective.
Figure 3
 At least knowledge,experience and cultural background is important in communication process because people can interpret the message in different ways coming from different background religion or culture (Anon., 2018).
For example in the case study “ The Professor and the village people” communication process was ineffective because the people from the village was uneducated,and failed to understand what professor tried to communicate because they come from another background.
After all, if both the professor and the village people where on the same background then communication follow the cycle and complete the process.
One of the advantages is the two-way process between sender and receiver this allows to share their feedback and as a result confirmation that the message has been received.
On the other hand this model does not talk about noise,like Shannon and Weaver,where the concept of noise is present.



[bookmark: _Toc81080786]3.0  Communication skills

“Communication skills are the tools that we use to remove the barriers to effective communication” (Anon., 2010).
Good communication skills are the most important skills and essential in everyday life to create connection between people as much as responsible for effective communication in professional life (Maharjan, 2018).

Communication skills cand be divided also in:
 
[bookmark: _Toc81080787]3.1 Verbal communication skills

According to (Quintanilla and Wahl,2020) verbal communication include both our words and our verbal content and therefore cover spoken(verbal) and written communication.
 Spoken or verbal communication
 Highlights ideas,thoughts and information through spoken words which can be in the form of conversation,discussion,speeches etc. but also can be challenging to use in our best advantage.
The success of a spoken communication depends on the quality of the words,tone of voice and clarity of speech.Choosing our words correctly can enhance the message so people can interpret and understand the actual message making the communication meaningful (Griffith, 2015).
 Written communication  
Communication between people daily, or communication at workplace make the scene to a process in which information is transmitted using different form of communication.
However,written communication is the most common and frequently used form.Every word used must have a specific purpose otherwise it can lead to misunderstanding especially  if you work in an organisation as many people do not have professional results to advance in today’s corporate world but good communication skills can be learned like most of the communication skills. (R Prabavathi, 2018). 
Written communication can be formal and informal the difference between formal and informal communication consist in the choice of words and the process of putting them together. 
Besides,knowing the audience is the major factor in effective written communication  “what,why and to whom you are writing”(Anon,2010).
Still studies have shown that non-verbal communication can be as much important or more than words.

3.2 [bookmark: _Toc81080788]Non-verbal communication skills  

(Quintanilla and Wahl,2020) stated that non-verbal communication also assign to as body language,gesture and facial expression consist in all those way we communicate without using words although making sense of the message and “creates meaning” . 
  Body language
Power of speaking is all about transmit information,facts and data through communication process.
On the other hand body language “has been around forever” and without the support of speech for confirmation that the message has been received,body language
[bookmark: _Hlk78221341]transfer emotion,feelings and is assumed that non-verbal behavior says more about individuals than words (Kuhnke, 2012).
It is believed that over 50 per cent of communication process is transmitted through non-verbal communication.
Still,non-verbal communication particularly body language can deliver a strong message against of what words claims alongside with tone of voice,pitch,volume and quality of your speech.
Furthermore body language can:
· Repeat what is said verbally
· Contradict what is said verbally
· Add meaning to a message
· Alternate the verbal message

Non-verbal communication play an important aspect in today’s day to day and business relationships also can be improved if understanding can go beyond words (Phutela, 2015).
In order to perform perfectly in any situation people needs more elements for effective communication interpreter needs to make sense of non-verbal cues.Listening being one crucial element.
Active listening
On today’s world even if we speak from personal life point of view or professional life listening does not necessarily involved hearing as a skills.Hearing is something involuntary,a physical ability to receive and detect sounds.
Nevertheless,listening is when people are present observing all those messages and cues,making quality of conversation more effective and clear.
Active listening is a technique of listening and observation of non-verbal cues,a skill that allows to interpret verbal and non-verbal behaviour tone of voice and body language before responding properly(Indeed,2021).
Being a good active listener allows you to retain information,build relantionships, increase employability and be more effective in workplace situations.
Observe,focus acknowledge and respect are the major skills required as stated in(Quintanilla and Wahl,2020).

 Empathetic listening
To be able to listening empathically you need to be supportive and listen carefully without judgment  “understand first,evaluate later” .
Empathetic listening is the practice of being interested,understand the speaker point of view without judgment and share their thoughts.
Despite all,in each and every professional or personal situation we find barriers.Noise is the major factor and is found in every process of communication and can be: 
· external noise that sometimes is difficult to control such as a radio,other people speaking,cell phone ringing etc.
· internal noise which  involves the speaker ability to focus most of the time can be minimised.
· Message overload when someone includes too many details,making it hard for others to understand(Quintanilla and Wahl,2020).

[bookmark: _Toc81080789]4.0 Workplace communication

  Although communication is a “basic life skill” good communication still,is essential in any workplace.Sharing information and intentions verbally or non-verbally whitin an organization leads to business success,improves relationships between business and clients,team effectiveness and  employers engagement.
Further,we can say that this is the purpose of each and every company or organisation worldwide.
At the end this skills are a priority for employers and most of the jobs requires excellent or strong interpersonal,written or oral communication (Tina A.Coffelt, 2019).

Effective Communication in the workplace

Furthermore, workplace communication is essential for business survival and without communication we could say a business would not exist.Even if communication is a complex process,effective communication within an organization is an important element of success (Fielding, 2006).

Communication in workplace is not only about build relationships but also exchanging information and ideas in an effective manner and includes the major forms of communication such as:written communication,oral communication,nonverbal communication and listening skills which promote certain benefits.
These benefits include:

· Reduces conflict - most of the conflicts  appear from ineffective communication which lead to misunderstanding.
· Improves relationships – good communication improves relationship between companies and clients.
· Improve team effectiveness – information related in an effective manner build up productivity.
· Improve employee engagement – effective communication at workplace increased job satisfaction and employees engagement(10 Benefits of Effective Communication in the Workplace,Indeed,2021).


On the other hand,poor communication skills regardless of the type of communication” put business and employers to risks”.
Barriers to Effective Communication

Most common barriers that change effective communication are: 
· cultural differences and language
· poor listening skills
· noise (physical distraction)
· [bookmark: _Hlk78988907]body-language (non-verbal communication)

Language barriers are present in the workplace especially when there are more languages used by the employers beside official language this barriers can slow down the process of effective communications  creating misunderstandings, confusion and miscommunication among workers and their employers(Jelani and Nordin,n.d).c

For example my partner work in a large aggregates company and over 50 per cent of the workers speaks foreign languages,their boss is from Scotland he speaks quite quick and with certain dialect.
All  communication is verbal and because of the language barrier sometimes communication between them is a challenge leading  with complains of arriving late at jobs,not finding the job etc.
He could improve the communication with employers by simply asking for feedback and by using text messages or emails when some tasks are very important.

(Madera and Neil,2014) stated that communication with restricted English speaking employees becomes more challenging and affects the process of communication between them and their employer leading to frustration,confusion,ambiguity and communication barriers.
In the Case Study- Barry and Communication Barriers,Barry has the same communication barriers and challenges such as:language barriers,emotional barriers and non-verbal challenges.He could put some visual signs in the kitchen not just words,learn some words in employees language to create a connection,prior to start work he should leave negative emotion and start to think positively at least his a model for employees and should act and behave likewise.

Anticipating and attempting to avoid this types of barriers will increase the impact of good communication(Barriers to Effective Communication,n.d).



[bookmark: _Toc81080790]5.0 Conclusion

Finally,it may be conclude that communication is the most important factor and makes things happen.Allows people and organizations to discuss and consider, achieve things at the end making right decisions.
Effective communication is essential even it is about personal or workplace life enhancing relationships between businesses and clients or businesses and employers the end succeeding to an achievement for everyone involved.
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