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What is communication? 
Communication can simply be defined as the process of transferring information from one person to the other. When a sender thinks of an information, this could be what he intends to pass to his colleague or boss, he then puts the information in a content or words, the process by which he took to put his thoughts into words is known as encoding. When the content Is ready, it is then transmitted to the receiver. However, in the process of receiving a message, the message reaches the sender who then decodes the information, understand the information before responding to the receiver. The sender also gives a feedback to the receiver after the complete information has been understood. In a simpler explanation, communication is the process of passing the information from the first party which is the sender to the second party who is the receiver. (Prachi, 2018)
Communication is important not only just when we work in a company or in enhancing our professional career, but it is also very vital to be able to have a good communication skill in our everyday interaction with the people we meet.
The potential to interact effectively with your colleagues, boss and other member of staff is vital, no matter what organisation you work in. in this digital age, employees must know how to communicate effectively whether through sending or receiving messages in person or through phone calls, social media or emails. Good communications skills can enable you get a job, help you get promoted and make your successful through your career duration. (Doyle, 2018)
There are different ways in which we communicate, they will be analysed in this report.
Listening
One of the best ways to be a good communicator is to be a good listener, people enjoys communicating with people who contribute in a discussion not just those who give a 2cents opinion without listening to the opinion of others, a person who Is not a good listener will find it difficult to comprehend what they are asked to do at the workplace. Active listening involves paying a great attention to what the people talking to you are saying, asking questions to ensure clarity and understanding of what the person has said. Through active listening you can have a better understanding of what the person is saying and can therefore give an appropriate response.
Non-verbal communication
Your body language conveys a message you are trying to pass, this could be through hand gestures, eye contacts, and your tone of voice. When you appear relaxed, and have a friendly tone, that make you approachable and people are encouraged to openly speak to you. 
Eye contact is also vital; when you look people in the eye when they talk to you, it shows you are focusing on the person and the conversation ( make sure not to stare into their face, so as not to make people feel discomfort) also, while you are talking, you need to pay attention to the verbal communication of others. Most of the time, non-verbal signals, tells people’s actual feeling. For example, when people do not look you in the eye when they are being spoken to, it may suggest they have some hidden truth or may mean they are uncomfortable.
Clarity and concision
Good communication means just passing enough messages, not over the top and not too little, it means passing a short, clear and direct information, this includes both on the phone, or through emails. It is best to think about what you want to say before you say them or else, you may end up talking too much and leaving your listener confused.
Friendliness
Using a friendly tone, asking a personal question, or even giving a smile, colleagues will be encouraged to engage in a kind of communication that Is both open and honest. It is vital that all workplace communication is both polite and nice, this is vital for both face to face communication and a written communication. Personalised emails to both colleagues and other members of staff make them feel warmer and better appreciated.
Confidence
When interacting with people, it is vital to show some confidence. Confidence demonstrates to your employer that you believe in what you are saying and will see to it. An easy way to show confidence is by having an eye contact when communicating or using a firm but friendly tone during conversation. Statements should not be made to sound like a question and take care so as not to appear aggressive or arrogant, try to listen while showing empathy to the other person.
Empathy
When there is disagreement at work with both employers or colleagues, it is vital that their point of view should still be respected. Simple phrases such as ‘ I understand where you are coming from’ shows you have been paying attention and their opinion is respected.
Open-mindedness
People who are good communicator enter a conversation with an approach that is open and flexible. The other person’s point of view should be understood, and you should have an open mind to it, instead of just passing your own message across. If you are willing to start a dialogue even with the people you do not get on with, you can have a both honest and productive conversation.
Respect
When you respect people and their ideas, they will feel more comfortable to communicate with you. Actions as easy as using a person’s name, giving an eye contact, and active listening makes the person feel respected. While on the phone, distractions should be avoided so you can concentrate on the conversation.
Feedback
Giving and receiving appropriate feedback is a vital communication skill, people who work in the managerial and supervisory positions should continually find ways to give constructive feedbacks to members of staff; this can be done through emails, phone calls or even status updates, giving feedback can come as praise for a job well done, this has shown to improve staff motivation in doing more in their job role. Same way, staff should be willing to accept and also encourage feedbacks from the others as well, staff should listen to the feedback, ask questions if anything is not clear and should be willing to implement the feedback given.
Picking the right medium
Knowing what form of communication to use for different scenario is a vital communication skill. For instance, conversations which are serious should be done in person not via phone calls or emails, also, the person you wish to speak to should also be put into consideration while making a decision of how to communicate, if they have a busy schedule, for instance your senior colleague, emails may be the best way to pass a message across to them. Your thoughtful ways of communicating with people will be more appreciated and people will most likely give a positive reply to you. 
(Doyle, 2018)
Shannon and weaver model of communication
One of the most accepted model of communication is Shannon and weaver and it is also popular as well. To be able to understand the model, a scenario will be used to pass the clear message across.
Sam works as the president of a company-he occupies the role of a marketer with a company which is both reputable and multi-national. Now, he is in a senior position to Paul who is also heading a smaller team at work, Sam wanted Paul to make ready an extensive report about strategies for marketing which can be used to meet the goal of the company. Also, He requested a thorough study of the activities of other competitors by the end of the work day. While he was still talking, the peon in the organisation came in to take an order for lunch, in the end, Paul got all the needed information, he then assigned the job to the members of his team, he tried his best to give as much information as what Sam wanted them to do. At the end of the day, the team managed to produce a report which was submitted to Paul, but few errors were noticed and rectified accordingly.
In the scenario above, the person who thought of preparing the detailed report for the better output of the company was Sam, he is the one who had the thought first, Sam was the brain behind preparing strategies for marketing for the company, this in other words means that the source of information is Sam. 
If the idea was kept inn Sam’s head without sharing it with the members of his team, the company would not benefit from his idea. It is vital for individual staff members to share ideas as much as other information in other for the information to be used in the best possible ways. If Sam stored the information in his brain, Paul and his team members would not have known what Sam was thinking about, Sam had to transfer his thoughts into words and brought it out of his mouth. Here, the mouth can be likened to the ‘transmitter’ which helps in transporting the information, that is, it sends message to the mouth after thinking through it in the brain, it then converts it to words. Sam spoke to his team members about a report he wanted, the words or Sam’s voice is the ‘signal’ that was sent to Paul on what the expectation was, if there is no signal or no content, Paul may not be sure of what exactly is required of him. In the scenario above, the peon interrupted the conversation when she came in to collect orders for lunch, that is the same way signals can be interrupted by either voices or distractions in the process of transmitting from the sender to the receiver, examples of noises like babies wailing, hustle and bustle, car horns, and people screaming can affect or get mixed with the signal or information. In the end, Paul was able to get all the information from Sam while he ignored what the peon was saying. He downloaded the information to the members of the team who it was their duty to get the report ready.
Shannon and weaver’s model of communication proposes that the originality of a message comes from the person who had the thought or information first. The source of information can also be known as the sender, the information gets transferred from the brain to the mouth, then it comes out as a signal which reaches the receiver after mixing with noises and disturbances around, the receiver then transfers the information to its destination or to other minds of other people. (Prachi Juneja, 2018)
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Conclusion
The importance of good communication cannot be overemphasised, if the Shannon and weavers model of communication is followed, it will lead to a better and effective way to communicate both at work and in our everyday life.
References
· Alison Doyle, 2018- Communication Skills for workplace success, the balance careers
· Prachi Juneja, 2018- Understanding communication and the communication process
· Prachi Juneja, 2018- communication basics

