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1. Introduction 
This reader digest was written to introduce my colleagues to strategies for effective teamwork, develop awareness of the range of communication skills that are integral to success in the workplace, while demonstrating how vital and useful management is. The term "Communication" is the most used term of our time. I will talk to you about communication in animal and human language, media, and marketing.  I will show you the first theories of the communication model and how they were applied. I will tell myself how these theories I learned were important in my workplace as a supervisor.

2. What is Communication?
Let's start our excursus with a formal definition of the term communication; we can say that communication is a voluntary process of transmission of information of various kinds that takes place through coded signals to both sender and receiver; once decoded (the code), the signals activate a series of interpretative processes and lead to understanding. The code, therefore, is a fundamental element of communication. In the paragraphs below, there will be the various types of how a communication could be interpreted and the process:

A. Communication is a process; it provides for the interaction of two operators who put in place well-defined behavior's (of generating messages, of the "translation" via a code, of their transmission, of their interpretation, of their understanding, to achieve precise ends interactively and gradually;

B. Communication consists of the exchange of information of various kinds: it does not consist as one might believe, in the exchange of only referential information elements (which communicate news about a state of affairs, or an event), but also in information elements of a different nature, which serve to manage social relationships, to activate relationships, to stimulate behaviors;

C. Communication is proper to both humans and animals: communication is made whenever a series of signals are issued by a broadcaster to stimulate in its recipient an activity that is not influxive; these aims are also proper to animals;





3. [bookmark: _Hlk38749122]Methods of communication
There is Four Different Types of Communication: 
· Verbal, 
· Nonverbal &
·  Visual
· Signals and channels 
Verbal  
During our lessons I learned that verbal communication involves the use of words to deliver the desired message and that the two main forms of verbal communication include written and oral communication.
Written communication includes traditional letters, electronic documents, e-mail, text chat, SMS, etc... This type of communication is indispensable for business communications or academic communication. The effectiveness of scripted communication depends on writing style, vocabulary, clarity and grammar.

Oral Communication
[image: ]The other form of verbal communication is the talked word, whether direct or via telephone, voice chat, videoconferencing, or any other means. We have Formal and Informal communication. 
 Informal communication unites workers which promotes cooperation and teamwork. Formal communication happens when person in the organization communicate utilizing formal channels formation along the lines of power established by the management. Whatever disadvantages formal communication may have, informal communication has an advantage to support it
Nonverbal Communication
[image: ]Non-verbal communication is that part of communication that includes all aspects of a communicative exchange that do not concern the simply semantic level of the message, but the literal meaning of the words that make up the message itself, which concern body language, posture i.e. unspoken communication between people. For example, a smile or frown conveys distinct emotions that are difficult to express through verbal communication. Some studies and research done by Albert Mehrabian estimates that body language, including facial expressions, accounts for 55% of all communication. (Mehrabian, 1971)


Visual Communication
[image: ]The third type of communication is visual communication through visual aids such as signs, typography, drawing, graphic design, illustration, colour, and other electronic resources. Visual communication with graphs and charts usually reinforces written communication and can in many cases replace written communication altogether. expressing visual communications much easier than before. (Louis, 2005)
Signals and channels 
[image: ]We now want to delve into these concepts by providing some more precise guidance on channels and signals.  
Let's say, to begin with, that the signals can be conveyed by different channels, as many as there are senses: the signals constitute the perceptible face of the sign, which can be particularly, road, help and do not give signals without "perceptual doors" that allow to identify them.

4. Models of communication

Once the fundamental concepts for a study of communication have been clarified, it is possible to illustrate some models that try to describe communication as interaction, as a series of institutional behaviours. In the following paragraph I will present some models that describe the communication process and highlight the concept of communication that underlies each of us. We will start from the model of Shannon and Weaver to the more recent model of Schramm and Berlo.

Shannon and Weaver's model 
The first models of the communication it is to the American scholars Claude Shannon and Warren Weaver who illustrated it in a book published (Weaver, Claude E.Shannon and Warren, 1964) under the title of Theory Mathematical of Communication.  
It essentially considers communication as passing data from 
I. a source 
II. an encoder element, 
III. a channel,
IV. a decoder element,
V. a destination.
[image: ] (Weaver, Claude E.Shannon and Warren, 1964)

This is a representation of the communication phenomenon, which focuses mainly on quantifiable aspects of the process of data transmission from a system.
The transit of encrypted data can be disturbed by disturbances induced by the nature of the channel or by external agents; such disturbances, which hinder and may make impossible the passage of information, constitute line noise.
The architecture of the model deserves some consideration: 

(1) The source, in the description of the two Americans does not appear as a sentient figure, becomes, in subsequent models, a person who emits messages to a specific person;
(2) The coding element has the function, in some way, mechanically, to transform the source information into a negotiable and transmissible format; that is, it becomes the capacity to use a code, above all, a language code;

(3) The message is, generically, the subject of the communicative exchange; it appears in the later models as the conceptual reality rendered object of exchange by a symbolic code in a sequence of signals object of interpretation;

(4) The channel is represented as the physical medium that makes the transit of the coded signals possible; it returns in later models as something distinct from the pure and simple medium, i.e. the environmental, cultural and psychological factors that are able to condition the nature of communication;

(5) The decoder element, in the "engineering" model, is the transformation of the transmitted signal into one analogous to the initial one; it becomes, in subsequent models, like that encoder, a cognitive instance. That is, starting from ordered sequences of signals, through the knowledge of a code, a sequence of signs then subjected to interpretation; in this sense, decoding is only the simple mechanical prelude to the much more complex work of attribution of the meaning of making explicit implications of various kinds, of taking into account circumstantial and contextual factors;

(6) The destination system is like the source, the point of arrival of the signals emitted by the latter. It can safely be a mechanical or electronic system that has similar characteristics to the one that originated the flow of signals.

Schramm’s Models
The main line followed by Wilbur Schramm in his research was the media. In fact, all his publications are about communication, media and journalism.
 The model proposed by the author is clarified in what he called "Schramm's tuba". In summary, he created that the process began when the broadcaster collected specific statistics that occurred.
After that it must and finally encode them in the form of news, so that the final message is distributed to a prospective audience.
After receiving the news (the message), the recipients must decode it and interpret it. Once this is done, they will discuss with their surroundings and, in many cases, establish feedback (response to the broadcaster).
Within this model, one of the theoretical novelties is the decision of how the recipient chooses the messages to pay attention to. 
In turn, messages that may directly affect you, even if objectively less important than others, have priority. (Schramm, 1960) [image: ]
[bookmark: _Hlk38749672]
Berlo’s SMCR Model

In 1960, David Berlo postulated Sender-Message-Channel-Receiver (SMCR) mode from Shannon Weaver’s Model .He described factors affecting the individual components in the communication making the communication more efficient. He published a book entitled The Process of Communication. (Berlo, 1960)


S -Sender
The source of the message is the sender or the person who creates the conversation, by sending the message to the recipient. Below is the sender factor and is the same for the recipient. (Berlo, 1960)
· Communication Skills
· Attitude
· Knowledge
· Social Systems
· Culture

M-Message
What is sent from the sender to the recipient and a message. In the form of voice, audio, text, video, or other media. (Berlo, 1960) The message is affected by the following factors:

· Subject is the thing that is in the message. 
· Components are the nonverbal things like actions, signs, language, etc.
· Treatment is the way in which the message is delivered to the receiver. 
· The composition of the message or the way it has been structured or planned.
· Code is the shape in which the message is delivered. It might be in the type of language, text, video, etc.

C-Channel
In general communication, the five senses of a human being are the channel for the main communication flow. Channel is the motor vehicle used to send the message. (Berlo, 1960)
· Hearing – Is where the message is received
· Seeing – We perceive through seeing. We also get non-verbal messages by seeing.
· Touching – Many of the non-verbal communication happens from touching like holding hands.
· Smelling – From where we collect some information.
· Tasting – Taste also gives the information to be sent as a message.

R- Receiver
The thinking model and all other factors must be in sync with that of the sender for communication to be effective. If the recipient and sender are not similar, the message may not have the same expected effect. The receiver must also have a good listening ability. factors are similar to the sender. (Berlo, 1960)


5. The Important of effective Communication in a Business 
Efficient and effective business communication is essential to ensure the best operation of a business. However, the statistics state that not all companies pay too much attention to outlining a corporate communication strategy and this in most cases leads to the failure of the new business within the first two years of life.
Communication plays a fundamental role in our daily lives.  But if you can't communicate effectively, you may lose the chance to get the job of your dreams. I’ll explain what made these situations positive and negative, the role each individual had, and how I handled both experiences.
I work as a supervisor at H&T Pawnbrokers, London. In this I want to tell you about my experience of communication at work. I was in the retail department when a middle-aged lady of Egyptian origin approached me to buy her a gold ring. I welcomed her well, showed her the ring and thought there would be nothing different; how wrong I was. She informed me that the price of the ring was £30. I explained to her that it was the wrong price and that the price corresponding to that ring was the one indicated above, £60.
 "Will you give me this ring for £30?" she implied, asking for a discount. Unfortunately for the policies we employees do not have the power to change prices or give discounts, as our central jewellery office in Liverpool decides the currency price of the products. I remained calm and explained the actual price of the ring a second time and that we could not give discounts. However, this had no effect. It was as if I was speaking another language with a concentrated accent. "You're deaf, I'll take this ring for £30!" he said. In almost all the other scenarios I wouldn't have held back my anger a bit, but surprisingly I still managed to keep my temper and report this to my manager, who unfortunately declined the request to the lady. However, I felt a bit proud of how I handled the situation and was not at all impressed.
Another 40-year-old African American lady came to buy a jewelry set in my store. The difference between the two ladies is that the second one was in a completely different mood. Her body language was much more polite, and her tone was much more pleasant. She smiled constantly and spoke in an inviting tone. From the beginning she was in a good mood, and to my surprise she also offered me a great opportunity for my modeling career. She explained to me that her husband is the director of the Elite Management fashion agency in America and that she was looking for a model to help him with projects. Music to my ears. She was happy to give me his contact information and told me to get to her as soon as possible. Shortly afterwards I completed the transaction and moved on to the next one.
Both situations polarize and give depth to the levels of communication and the factors that are part of it. Body language, or non-verbal communication, was very important in the way each person approached, but what also contributed to how each scenario went was my ability to remain calm and maintain my neutral mood. Learning the importance of good communication skills.


6. Conclusion
The objective of this work has been to contribute, albeit to a minimal extent, to the deepening of a communication tool already widespread among us human beings and companies around the world, regardless of their sector. In the current context, those who are unable to use an effective and efficient communication process, capable of reaching all stakeholders, are unable to communicate their created value and, above all, the new value they will be able to generate in the future. For this reason, the company cannot afford to have discontinuous, fragmented, and sometimes inconsistent communications with its stakeholders. Corporate communication is a constantly evolving discipline, from the dawn of its birth until today the needs, aims and underlying logic that guide the willingness of companies to transmit information have changed.
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t normally contain the following:

1. Written academic English will no I 5
4 d instead of it didn’t; ‘they have

a) Contractions (i.e. ‘it did not’ would be use
would be used and not they’ve.)
b) Hesitation Fillers (i.e. er, um, well, you know ..

spoken language are omitted.) i :
¢) Familiar Language that would not be appropriate in the academic context. For

. which might be common in

example:
FORMAL INFORMAL
conduct carry out
discover find out
investigate look into

2. Personal pronouns I, you, we tend not to be used in more formal writing (except
in letters etc.). Instead the style may be more impersonal. An introductory it or
there may begin sentences; passive tenses may also be used.

a) Compare the following explanations or definitions of economics: the first
informal and spoken, the second formal and written (from an economics
textbook).

Informal/Spoken

Economics? ... Yes, well, um ... economics is, I suppose, about people trying to
... let me see ... match things that are scarce — you know — with things that they
want, ... oh yes, and how these efforts have an effect on each other ... through
exchange, I suppose.

Formal Written
Emngmics is the social science that studies how people attempt to accommodate
scarcity to their wants and how these attempts interact through cxrme.

Exercise

The following sentences are mixed formal and informal, Write F (fomml) or |
(informal) next to each sentence. |

- )v'
a) The project will be completed next year, ¥

b) Ishowed that his arguments did not hold water. :\:
¢) I wonder why he put up with those terrible conditions for so long W

d) Five more tests will be necessary before the experiment can be c(;Hcludcl ~
e) Itis possible to consider the results from a different viewpoint, v ¥
f) It has been proved that the arguments so far are without thund;nion)("\:
g) Hg'll have to do another five tests before he can stop the cxpcrimer;tw's*

h)) ’!llhls not clear whhy such terrible conditions were tolerated ﬁ)r so long. oz,

i ere are a number of reasons wh > questionn: S i
e Coba ;X:y‘thg questionnaire should be revised., §=

D:\Formal and informal writing.doc




image10.jpeg
MARIA and PEDRO G ARG
Pedro works on a building site and Maria is his wife,
One day, Maria phoned Pedro. ‘
“Hello, Pedro, when you're coming home, see if you can get me|a chicken.”
‘Okay,’ replied Pedro. 1
When he got home, Pedro took off his boots and coat and went into the kitchen.
‘Maria, where are you?’ He said.
‘Here — in the sitting room,’ she said.
When Pedro went into the sitting room, Maria said, ‘Where is the chicken?’
‘What Chicken?’ Asked Pedro.

The one | asked you to get on your way home.”

0Oh, no! | thought you said when | come home | will see you in the kitchen!

Q: Why do you think Pedro misunderstood Maria?
Q: Whose Model of Communication explains this confusion and why?
Q: How could this have been prevented?

Q: Whose Model of Communication explains how it could have been avoided?
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