(Robinson & Garton, 2007)[image: Description: :::::::Desktop:In progress desktop:TRINITY SAINT DAVID:logo:TSD_logo2010.jpg]                                                                                                                                                                                                                                                                                                                                                                                                                                                                       







Effective Team Work and Communication
(BMSW4002)






MODULE LECTURER´S NAME:  Afzal Munna
STUDENT NAME: Analius Jose Mendoza Silva  
STUDENT IDENTITY NUMBER: 1916664



Contents

1. Introduction
 
2. Communication

3. Importance of Effective Communication
      
     4. Methods of Communication
4.1 Verbal 
         4.2 Non-verbal
    
5. Theories of Communication

5.1 Shannon and Weaver Model of Communication
5.2 Schramm Model of Communication
5.3 Berol’s Model of Communication

6. Communication at my workplace

7. Conclusion
  
8. References 
      





Introduction 

When talking about communication there is many thing that can come to our mind, this method is used for everyone to communicate any kind of news, and we use communication practically for everything. We can use this procedure in many differents ways but using it in the right context will help you to have a good and understanding communication with the receiver of the message. 
In this report we will talk about the importance of communication and the differents methods and theories of this and the impact that have in our daily basis, and how we can communicate properly in the workplace.

Communication

Communication is the act of sharing information to one place, group or person to another, when we communicate we need minimum one message one sender a message and the recipient. This can look simple but the trasmission of the message for the sender can be affected by a large range of things such as our location, the way we use to transmit the message our emotions among others. (need, 2011-2020)
While defining communication we found many different types of ways to describe this very complex skill. Authors like Schramm describes communication as instrument that makes societies possible and he make differences between humans from another societies also Berelson and Steiner say that communication is transmission of ideas, information, belief, abilities using words, pictures, figures, symbols among others. The author Rogers consider that communication is a process in which we transmit ideas, information and attitudes from sender to a receiver with the intention of impact with. Moreover Kar says communication is “all those planned or unplanned actions in which one person can be influenced the conduct of others individuals”.
In other words we define communication as the process of sharing information, ideas and attitudes between senders and receivers in which they interact in a given social context. (Andrew Maund, Michaela Schriek, Paul K, 2017)

Importance of effective communication 
Effective communication is a process of exchanging ideas, knowledge and information in a way that the purpose is connected in the best possible manner. This is to say in simple words, it is the message given from the sender is in the best way to be understood by the receiver.
There are characteristics that can describe the importance of good effective communication such as a clear message, this means that the message that the sender is given must be simple, easy to understand and it has to keep the meaning content in order to preserve all the meaning of the message. Another factor we can find is correct message, the information communicated must be real, also must be free of grammatical errors also the message must be fully completed to avoid misunderstanding, as well have to be precise, in others words have to be shot to maintain straightforward  interpretation. (M, November 7, 2019)
It is well said that an effective communication in the workplace can help any type of organization to have a satisfactory and friendly enviroment, if the organization is have the    enviroment where they encourage to communicate theirs ideas regarding work, motives the employee work more efficiently . Having an open communication at work can help to prevent many conflict or miscommunication. Among others effective communication in the workplace is the most important factor for the success failure of a company or organisation an open communication between managers and employees leads to a better professional and personal progression which will promote a good relationship which motives to work. (Akua Ahyia Adu-Oppong1 & Emmanuel Agyin-Birikorang, 2014)

Methods of Communication 

There are a few different methods of communication but we can difference them in two main forms:
· Verbal

This involve the using of words, the medium in case of using this kind of communication is oral, we can have verbal communication via phone but having the person in front helps to understand person by looking at the body language. Verbal communication includes oral, visual, electronic and written communication. 

Oral communication such as talking, discussion between two people, dialogue or even telephone calls. When we refer to visual we talk about, signals or graphics among others. Written communication we found a large range of different communication such a memos, reports, letters, text messages what is more electronic communication it is facilitated with an interface like a computer, telephone or email.

· Non-verbal communication 

Non-verbal communication is the transmission of messages or signals through a non-verbal platform such as body movement, facial expression, gestures, voice or even the distance between two individuals. There is differents way of this type of communication perhaps even unintentionally, for example the voice can give ideas of the attitude or feelings of the message deliver, non-verbal signals can also give clues to and additional information to the message sent.


(need, 2011-2020) (Andrew Maund, Michaela Schriek, Paul K, 2017)






Theories of communication

The origins of the communication theories beings in the 1920 with the need of develop information theories. (From Wikipedia, February 2020) .
Paul Cobley and Peter J. Shcluz said in the book of Theories and Models of Communication that many of this models have been borrowed from others fields mainly sociology, social physiology and political science to be adapted with the purpose to explain the communication science.
When we talk about the importance of these theories we talk about how communication provides with the extensive knowledge of the world we live in, how we interpret this at the same time. ( Paul Cobley and Peter J. Schulz, 2013)
We can found many different theories of communication we will discuss the next following models:

· Shannon and Weaver Model of Communication
· Schramm Model of Communication
· Berol’s Model of Communication 

Shannon and Weaver Model of Communication 
This theory is consider de “the mother of the all models of communication” because of is very popular. The Shannon and Weaver discuss that the communication can be divided in six important factors such as sender, encoder, channel, noise decoder, and receiver. This model is a linear theory of communication that provides a structure for analyse how messages are sent and received. (Drew, 2020)
This model is well known for the ability of interpret whether the message have being misinterpreted in the process of sending and receiving it. Shannon and Weaver theory follows a linear source from the sender to the receiver in the next steps:     Noise 

Sender
 Is the person, or any kind of source that possess the information, the sender begins the process choosing the message and to send, the person and the channel that it will be use to send the message. The sender can choose different way to deliver the message, it can be oral, written, via text, among others.
Encoder 
This is the person or technological system like a mobile phone that is use to convert the ideas into signals that can be sent from the sender to the receiver.
Channel
Is the medium that gets the information from the sender and transmitter through to the decoder and receiver.
Noise
The noise is the interruption between the message sent and the receiver while is being proceeded. This can lead of misinterpretation of the message.
Decoder
Shannon and Weaver made this model making reference to communication via devices like a telephone, so when we talk about decoding we defining exactly de opposite to encoder, in this model there is the need of the advice to decode messages, so the receiver can understand the message sent.
Receiver 
This is the final destination in the model of Shannon and Weaver, where the receiver is provide with the message.
(Drew, 2020)

Schramm Model of Communication
The theory of Schramm model of communication is the situation in which both sides, sender and receiver, must have an equal amount of effort to achieve a successful communication. Schramm made very popular the idea that the communication was circular rather than linear, meaning that requires two participates taking action in sending and receiving the messages. 
In the Schramm model the components for the communication are very simple such as:
· Sender: The sender is the person who encode and send the messages to the 
[bookmark: _GoBack]receiver.

· Message: This is the contents that is being shared between the sender and receiver

· Receiver: The person who interprets or decodes the message.

· Semantic Barrier: it makes reference to the background, belief or experience that influence the senders message and the interpretation of the receiver.  (Hendricks, 2003-2020)

Schramm Model of Communication


Berol’s Model of Communication
This theory is known as SMCR which stands for sender, message, channel and receiver. Berol’s model of communication, describes the different components of communication, this model makes reference to the importance of coding and decoding the message that will be use in a well-structured communication. (Janse, 2018)
In this model Berlo describes four important components that make impact to the communication process in which is affected for differents factors such as:
· Sender: here we found the creation of the message that after will be send to the receiver, the sender is the source that starts the communication and encodes the message, we can identify influence the origin of the messages such as:

a) Communication skills
b) Attitude
c) Knowledge
d) Social system
e) Culture

· Message: the message is the content of information that is sent from the sender to the receiver, the message can be sent by multiples channels like, audio a video, text among others. The message can be influenced by different factors that makes the message understandable for the receiver:

a) Content
b) Elements
c) Treatment
d) Structure
e) Code

· Channel: we use the channel as a medium to send the message, the medium must be able to send the message to the sensory system of the receiver it can be divided by the next ones:

a) Hearing
b) Seeing 
c) Touching 
d) Smelling
e) Tasting

· Receiver: this is the person who receive and the decode the message sent, in the linear communication the receiver is place at the end of the change to have a smooth and flowing communication, in the Berol’s model assumes that for a good and effective communication the receiver must have the similar thinking as the sender. (Janse, 2018)


Berol’s Model of Communication
  Decoder
   Encoder 



Communication at my Workplace
Working at Harrods, one of the most largest retail, for the past two years have help to develop a very important skills like it is communication, in my experience communication is one of the most important skills, I am constantly communicating at work with people all around the world and to avoid miscommunication the message between customer and sales associates, or manager and employee must be very clear and precise.
Working in a large team we have to be able to communicate and for that is very important to listen to what others are saying, working in an enviroment where you have been listen and you listen to others creates a good place to work, also with makes you feel you are being understating and makes more easy the communication between parties, such as the managers needs on my performance or me communicating with customers in that have need.
We use many differents types of communication like face to face at work, we also have meetings and briefing that helps in the daily basis to not miss any news or changes at the store, emailing is one of the other sources that I use the most while working, since everything is digital now, I use it to send repots or to announce or ask a petition to the line manager.

Conclusion
To conclude the report I may say that the many different types of communication are important, nowadays is imperative to be able to deliver and to receive a message in order to have a communication that can make sense, in my opinion communication is a very important skills because we need to be able to know how to deliver messages in a way that anyone can understand.
Communication is a skills that helps in the daily basis and if you know how to use and communicate correctly with other can be beneficial in the workplace, studying even in the familiar scope a good communication can lead to a great enviroment and successful careers.
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