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INTRODUCTION
Communication is the process of delivering the ideas, views, messages, and information that creates an understanding between two or more parties (Morgan,2006). The mode of communication can be verbal, written, and non-verbal methods. For being social beings, it is essential for communicating effectively for others to get to know about things. The importance of workplace communication is very important for achieving the objectives and goals of the organization. This report will be compiled with the experience of working at a care home in the healthcare sector. The experience and knowledge will help explain the importance and ways to make effective communication within the workplace.
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Communication is the process of transmitting messages from the sender to the receiver (Burnard,1997). Six types of communication are used to share emotions, cultural aspects, values, ideas, and messages. The types of communication are formal or informal, written or oral, verbal or non-verbal, and internal or external (Bach and Grant,2011). With the advent of technological innovations, communication types have also evolved, and people have more ways to communicate with each other. However, communication is either formal or informal within the types of communication.
 

Figure 1 Types of Communication (Maund et al., 2017)
· Written and Oral Communication:  The communication that contains written words, drawings, charts, or any other symbols that contains some meaning to the receiver is written communication. This is the way of formal communication within the organization that can be recorded and stored for later references. Oral communications are conversations using the mouth and can be done face to face or over telephonic conversations. In business, oral conversations can be speeches, discussions, or presentations.
· Formal and Informal: In any organization, formal communication comprises the majority of the communication (Fielding,1993). They are structured and are designed to maintain a controlled and channel transmission so that the information is clear to the receiver. Informal communication does not have any structure and can be anything that the sender wishes it to be. The words of formal communication are chosen carefully to remain smooth and orderly flow of information (Quirke,2016).  
· Internal and External: The communications that are passed within the organization are internal, and the information is distributed to various departments and employees. Internal communication can be through letters, instructions, reports, and meetings. External communication is for the customers, suppliers, and other stakeholders that are outside the boundary of the organization. It can be through advertising, press release, letters, etc. External communication helps the organization to maintain a rapport with the parties that has an essential contribution to achieving the organizational goals and objectives (Angella,2016).

[bookmark: _Toc39163772]VERBAL VS. NON-VERBAL COMMUNICATION:

· Verbal Communication: The communication that is done through speaking to each other orally is known as verbal communication, which can be done through face to face or over distance using the technology. This medium is the most widely used in the organization because it allows us to understand the tone, emotion, or seriousness of the subject (Belbin,2010). This type of communication is instant and cannot be stored for later references.
· Non-verbal Communication: This type of communication is indirect, where the receiver sees the sender and makes an assumption of what is being communicated. It can be through gestures, body movements, or subtle clues that drive meaning to the receiver (Goman,2011).
In my organization, verbal communications and non-verbal communications are used based on the situation. There are some patients who have difficulty in making verbal communication, so the non-verbal communication method becomes instrumental in making them understand. Nevertheless, providing the care services requires to make verbal communication with them effectively to make the service quality excellent.
[bookmark: _Toc39163773]THEORIES OF COMMUNICATION
There are many theories are models that are instrumental in designing at making the communication effective by understanding how the communication works by going deep (Fielding,2006). A few of the essential theories and models are discussed below:

· Schramm's Model of Communication:
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Figure 2 Schramm's Model of Communication (Fielding,2006)
Schramm's Model of Communication is a classical communication theory where the approach is cyclical in nature. According to this model, the communications are two way between a sender and receiver where the process is continuously decoding and encoding the message by both parties (Maund et al.,2017). The communication takes place in the traditional way in a circular method described in figure 2. This model fails to identify the problems of the communications and only provides an understanding of how the communication takes place between people. But the important thing to learn from this theory is that the sender encodes the message and sends to the receiver who decodes the message and interprets it according to their perceptions. The message may get distorted and changed by the interpreter (Baba,2012).
· Shannon-Weaver Model of Communication
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Figure 3 Shannon-Weaver Model of Communication (Nelsen,2008)
This model was developed by mathematician Claude Shannon and scientist Warren Weaver in 1949. Most popularly known as information theory, the Shannon-weaver model is instrumental in explaining how the messages are not able to deliver the exact thing that was intended. The main reason for communication to be distorted is the noise in the communication channel (Nelsen,2008). The information or message is transmitted by the sender, which gets encoded and signaled into the communication channel where the message is decoded and received by the recipient. Noise is the interruptions that changes or distorts the message. The form of noise can be spelling mistakes, external sounds, or lost signal. This model can be understood by mobile phone calls where weak network signals make call drops and distortions in the words that the sender has spoken. This theory also states that feedbacks are also present in the communication where the receiver responds to the communication, and the process begins again in a cyclical form.



· 
· Berlo's model of communication
The Berlo's model was developed by David Berlo in 1960 inspired from the Shannon-Weaver model and has emphasized on the encoding and decoding of the message before it is received by the recipient (Murphy,2015). There are four components of the model. It is also called SMCR model.
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Figure 4 Berlo's model of communication (Davies and Kochhar,2000)
-Sender: It is the source of the message from the person who has intended to transmit a message to the receiver. The effectiveness of the communication depends on the communication skills of the sender and the attitude of the communication message, shared knowledge about the topic that is the focus of the message, cultural aspects and the social system consisting the values, beliefs, rules, laws, etc. It is because the message can change by the receiver due to differences in those factors.
-Message: The message contains the key information the sender is trying to convey to the receiver. It consists of the content that is the message itself, the elements which are the verbal, non-verbal and written elements within the message, the structure to which the message was constructed and the code that are the texts, language, voice, video, etc. It is important to note that the message has to be designed in such a way that the receiver can understand. 
-Channel: The medium that is being used to transmit the message is the channel. It can be through face to face, through wires and signals or other channels. As this is a classical model of communication the general five senses of hearing, seeing, touching, smelling and tasting can make the effectiveness of the communication. But the advent of technology has presented more channels which are internet, telephone, satellites and wireless signals.
-Receiver: The final destination of the message is to the receiver that the sender intended to convey the message to. It is important to mention that the message gets decoded by the receiver and effectiveness of communication depends on the interpretation of the message by the receiver. The factors that play a role here are communication skills, attitudes, knowledge, social systems and cultural aspects for effectiveness of the communication. 

[bookmark: _Toc39163774]EFFECTIVE COMMUNICATION WITHIN THE ORGANIZATION USING THE THEORIES & MODELS 
In my organization, the effectiveness of the communication is very crucial because people's lives are involved in the process. As care workers, it is important to understand the health issues and problems of the care seekers first and provide services to them according to individual needs. The communication between the doctors and care service providers are formal and written with prescriptions and health details of the patients that helps us to understand the medications, dosage and health problems that needs attention. Berlo's model can be helpful in explaining the problems that we often face in providing services at the care home. The written prescriptions are usually handwritten, and the handwriting of the person varies, which is sometimes hard to read. This hinders the effectiveness of the message that the doctor has intended to pass. As the channel is indirect, the communication contains some noise that hinders at the effectiveness of the communication (Veil et al., 2012). 
While the communication with the care seekers can be explained by the Schramm's Model. Many care seekers are aged and has trouble at understanding and speaking clearly. As care workers, we have to be very attentive to the communication that is usually verbal. So, we try to speak clearly with easy words to understand but the decoding has to be done by the receiver. So many times, it becomes a challenge to explain something to the residents of the care home because they are unable to decode the messages in a reasonable way. For the residents who has dementia, we have to communicate in different way. We leave small notes or diaries to make them remember important information or help to recall later.
All the internal communication of the organization follows the Berlo's model of communication. There are many care workers who are of different nationality, culture, and speaks a different language. To make the communications effective, the organization uses bulletins and letters that are comprised of a simple choice of English language words and formal structure. They are formally designed to make the communication reach to all the employees and staff of the organization regarding essential decisions, actions, and orders by the management committee. So, the message has a standard cultural and social context, and language is natural for everyone to understand and decode.
[bookmark: _GoBack]It is not easy to maintain effective communication without a structure and careful design of the communication channel, message, and other aspects that play an integral role in delivering the transmission of the message itself (Nielsen,2010). When working within the teams, the members need to have active listening skills and assertiveness. As the teams are formed to solve problems, using the best communication channel that can minimize the noise and distorts is crucial for effective communication. The team leader has to have a centralized communication. Members have to be encouraged to have a two-way feedback for making sure the encoding and decoding are equal as it was intended (Williams,1999). As there are modern technological innovations, using a platform that helps the team members to collaborate and share ideas, solve problems, and help each other out can make the team performance and communication effective.
Therefore, it can be said that communication in the workplace can be active one the theories and models of communication can be well understood and implemented to design the methods and channels of communication to send and receive messages internally and externally to achieve the goals and objectives. Organizations have to emphasize reducing the noise and making the message easy for the receiver to decode and make meaningful interpretations (Dwyer, 2013).

[bookmark: _Toc39163775]CONCLUSION
Communication is the transmission of blocks of knowledge and information that transcribes values, ideas, information, and perceptions of others. Without proper communication, it is impossible to transmit the information to others. There can be many disruptions for effective communication. The report has theories and models embedded that can help to lower the disruptions and make the communications effective. My work in the care home was instrumental in providing critical insights into the challenges and problems for making the communication effective while achieving the goals and objectives of the organization.
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