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[bookmark: _Toc39357894]INTRODUCTION

In this report I will discuss about the importance of communication, different aspects of communication and how we used communication with people every day, using methods as writing, verbal or non-verbal to send a message to our receivers. I will give an example of each point of how we used communication in our lifestyle, workplace and university.
the goal of this report is understand and be focused on communicating with people that we link up day by day, learning the benefits of how to do it effectively and recognize the bad impact that can happen if we do not do it efficient.
[bookmark: _Toc39357895]COMMUNICATION

In the Oxford English Dictionary, communication is described as ‘The transmission or exchange of information, knowledge, or ideas, by means of speech, writing, mechanical or electronic media’ (Dictionary, 2020).
Communication is a process that involve more than one person. This process is continuous and dynamic to transfer information. It is based essentially in three components sender, message and receiver. The sender creates an idea and transform them into different mediums as (facts, figures, pictures), and sends the message via (email, phone, speech) to the receiver. The receiver decodes the message, understands it and send a feedback to the sender. The process continues non-stop.
Communication incorporate two ways for be effective. The first way involves the comprehension of the information that the sender is giving us, and the second way is when the receiver comprehended the message, and this send a feedback to the original sender. In this case the process of communication is said to be completed consequently communication involves more than one person.
 “Communication is composite of information given and received, of a learning experience in which certain attitudes, knowledge and skills change, carrying with them alterations of behaviour; of a listening effort by all involved; of systematic fresh examination of issues by the communicator himself; and of a sensitive interaction of points of view leading to a higher level of shared understanding and common  intention”. - (Tead, 1959)
[bookmark: _Toc39357896]IMPORTANCE OF COMMUNICATION

Communication skills are extremely important in our lives to have a successful and happy life. Effective communication incorporate more personal skills that we think, example: skills that we cannot learn in our workplace or studying places as honesty, care, love, bonding, trust, sharing, and friendship these skills are teaches at home and this sometimes represent the inspiration to develop in society, culture and economic activities. 
One of the most important skill is be able to communicate effectively. Is the course where we exchange information with different members or groups. We need to do it clearly and precisely to transmit our objectives and intentions But this includes to have one more important skill which is active listening is the most fundamental component of communication because give us the choice to learn and understand what the sender is saying and help us to give an appropriate feedback but active listening is not the same as hearing, this is a passive process and active listening is when the receiver create a bond with the sender. (Fielding, 2006)
[bookmark: _Toc39357897]IMPORTANCE OF EFFECTIVE COMMUNICATION

Effective communication it is important to demonstrate just how important is good communication in our life, workplace and when we are studying at university, college or school for example effective communication improves team building at workplace. Analysing our workplace communication helps to solve our crisis issues by accord entire teams coupling, making every team member feel important at the workplace. This absence of non-confidentiality not only increase team spirit, but it also has a positive impact on team members attitudes.
Communication help us to overreach, increase efficiency and reduce mitigation conflict making the information more transparent and to make it more efficient we ca use the 7 C’s in our life.
Clarity: means keep the message much simple as we can, it is to avoid that people misunderstand our information.
Concise: is keep the message terse, if the content has lots to read or listen sometimes people lose the path of the information we are trying to send.
Correct: checking our grammar, spelling and tone of whatever we are trying to say is authentic to be credible with the audience.
Complete: checking that all points are completed by the end.
Consideration: is to ensure that we are giving full respect to the listeners who will be receiving the information.
Concrete: is being specific and keeping clear our ideas like that the audience will understand what we are trying to say.
Courtesy: is being kind and reverent.
[bookmark: _Toc39357898]METHODS OF COMMUNICATION

[bookmark: _Toc39357899]Verbal
Is when we give use to language and words for the intention of present a deliberate message. In the main, verbal communication means express oneself through spoken words only. But in a different context of communication this can be in the spoken or writing way.
· Written communication: this is the interchange of information through any written type. Such as texts, emails, reports, letters, posts on any platform (Facebook, Twitter, Instagram and many more.), SMS, handbooks, documents, posters or flyers.

· Oral communication: is the average where we are spoken words direct or indirect as a communication through. This is a verbal communication and could be done on a channel that export the information in one form and is via sound. We can have a conversation face to face, over the phone, via voice notes or chat rooms. These examples are under the oral communication and is a form of effective transmission.

[bookmark: _Toc39357900]Non-Verbal Communication
 “Non-verbal communication is a continuous process. It is often more reliable than spoken communication. It is also better way of showing emotions.” (Fielding, 2006)
This method of communication messages is transfer without the transmissions of words. The messages are mute. This way of transmission mainly assist verbal communication and it complement it with symbols, gestures, expressions and body language.
Some methods of non-verbal communication are:
· Physical non-verbal communication: physical communication is the observable transmission through body language, posture, touch, gaze, stance, the voice tone, facial expressions and hand gestures.

· Paralanguage: is the art of reading between the lines, this means understand the meaning of the conversation when they are not direct on the spot of talk with us.  For example: the style of speaking, intonation, tone of voice, stress, emotions, voice quality and these expressions are not verbal.
· Aesthetic Communication: refer to the importance of the art and how this is related with communication through how the artist can convey messages by paintings or sculptures. This form has been considering a non-verbal communication. According to Gilbert  the Renaissance was a defining moment in history that was the most productive period in the history of art. Large number of masters including Donatello, Leonardo Da Vinci, Michelangelo, and Raphael come from all major fields of art. (Gilbert, 1997)
· Appearance: it is based on our first impression and people will react to this. Example: clothes, colours and we introduced ourselves.
· Visual Communication: is described as the transmission of information, ideas or emotions in ways that can be fully or partial perceived seeing them like people, pictures, objects, films, maps or diagrams.
[bookmark: _Toc39357901]THEORIES OF COMMUNICATION
Communication models are representations of the process to understand how communications is working, models use symbols to a general perspective of transmission and how this keeps the order to get an idea when the receivers are interpreting the message and send a feedback to the sender.
[bookmark: _Toc39357902]TYPES OF COMMUNICATION MODELS
Exist three general types of communication models Where all others are categorized under the same communications models.

1. [bookmark: _Toc39357903]Linear model: Linear model of communication is a simple one-way communication model. Where the message flows in a straight line from sender to receiver without the receiver giving back a feedback.  

Shannon – Weaver and Berlo's Model follow the Linear Model of Communication.
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      Sender	       Channel	     Receiver 
		       Message

	KEY FEATURES
	PROS
	CONS

	· It is formed by one way of communication.
· Used for concentrating communication in one place.
· Senders send information and receivers only received (Not feedback).
	· Good to persuade the audience.
· Planned results.
	· Communication is not continuous because does not exist a feedback from the receiver.
· No option to know if communication was effective.



2. [bookmark: _Toc39357904]Transactional model: in this model are known as senders and receivers, being that both play an equal role giving a non-verbal or verbal feedback like body language or gestures which are consider as answer.
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	KEY FEATURES
	PROS
	CONS

	· It is purpose for interpersonal communication.
· Feedback is received as a new message.
· It is under a context of surroundings and noise. 
	· Concurrent and instantaneous feedback.
	· Promotes non-verbal communication.
· More noise due to senders are talking at the same time. 



3. Interactive model: interactive model or convergence model is similar to Transactional Model as they are two-way communication model but Interactive model is used for new media like internet where people can respond to any mass communication like videos, news, and many more new technological way to communicate and share their views or ideas.






Schramm’s Model belong to the Interactive Model of Communication. 
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      Sender	              Channel	       Receiver 
                   Receiver	       Message / Feedback       Sender

	KEY FEATURES
	PROS
	CONS

	·  Use for new communications like internet.
· Concept of practical experience.
· Communication becomes linear when the receiver does not send a feedback to the sender.
· Known as convergence model.
	· Feedback even if is mass communication.
· Transfers through new channels.
	· Feedback can take very long time to receive it.
· Sender and receiver can know who the other person is.



[bookmark: _Toc39357905]Communication at your workplace

My communication at my workplace is vital, I am working as a customer advisor in Three UK. Listening and communicate is two of the most important components to work in this environment, be able to communicate with my customers, managers and colleague is crucial to assist them when they need my help as well be able to listen give me the opportunity to create a personal link with my job and customers giving me the appropriate understand of the situation of what they request my help. Listening is not only with customers is vital all the time an example is when I started to work, listening was and is my best tool, because is when we are open to listen our workmates and getting better understanding of  how they develop at workplace, how they deliver a great customer service and give me the opportunity to catch some tips to improve myself internally.
But to grow internally that means be promoted to a better position, we need to be able to criticism ourselves and understand which are the other skills that we need, example:
-Active listening -Written and Oral Communication -Problem solving -Team player -Empathy -Time management -Professionalism -Friendliness -Confident -Decisive
Improving these skills give us the opportunity to develop and get a better position in any workplace and to grow day by day as human.
[bookmark: _Toc39357906]Conclusion

The conclusion of this report is that we can understand how important communication in our lives is getting a clear understanding of all vital topics that we need to consider at the moment of receive any message when we are speaking with someone, have a clear idea of what the other person is saying and how this will help us to progress in all areas and to complement all points I tried to give an own definition followed by some citations of books to have a better understanding of each topic.
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