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       Introduction 
        Communication is what brings people together. It is the process of passing information from one individual to another. Communication is an important management function,  it is the bridge between person and groups through quantity of information and understanding of it.
         Tree Models of Communication 
         In 1948, Shannon and Weaver model was developed as the first type of communication. This first model was a linear one, but it was extended later to other forms of communication for example SHRAMM'S(1954) and BERLO'S(1960). 
         Shannon and Weaver Model
The linear model had four stages: S ( source )  M ( message )  C ( Channel noise) 
 R ( Receiver ).
          In the Shannon and Weaver model communication starts from the Source ( S )  who transmits a Message ( M ) through a Channel ( C ) ( for example: a phone ) to somebody, the Receiver ( R ). But with this model comes two problems: one because of the Noise, the message could be interfered by noise and second there is no feedback. To support this model, Maria and Pedro case study is a good example. Pedro working on  a building site, received a phone call from his wife Maria but because of the noise he misunderstood ‘chicken’ with  ‘kitchen’. 
A few years ago in my first job as a nurse, I had to go through a period of training, and I was assigned to another qualified nurse which was a foreigner like me. Unfortunately her accent was so strong that I kept bringing the wrong medication because I could not understand her talking. This could be very dangerous for patients and the team I was working with.
            Schramm’s Model
            In 1954, Schramm developed a circular model of communication which involves a sender, who encodes a message and a recipient, who decodes it. 
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This is a comprehensive model where sender gives the message to a receiver and the feedback is returned from the receiver to the sender.  To support this model, we mention again Maria and Pedro case study, where Pedro should step away from the noise from the building site and he should go in a quite place to give a call back to Maria and ask for a feedback. 
          Berlo’s Model                         
          In 1960, David Berlo created another model of communication which is also a linear model, but takes into account emotional aspect of the message and mentions that it needs to be transmitted on the same level of understanding.
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             In support of this model comes “The professor and The Village people” case study,  where the English professor lived next to a small village, but never went or talk to people from there because they were uneducated. But one night his house caught on fire and he ran to village people asking for help in a very academic language which village people didn’t use or know. So they didn’t understand the professors message and his house burned down.
                                               

             Communication skills 
 Communication is one of the important tools that help to connect with each individual,. Proper communication can help you solve a lot of issues and problems, either if you are a student or a working professional. Through communication we exchange information with gestures, words, signs and expressions. Communication can be verbal, nonverbal, written, also a very important aspect of communication is listening. 
Verbal communication is information shared through words. It can be spoken or written. There are many skills of verbal communication for example to speak clearly, tone of voice, confidence, enunciation and listening; examples of written communication can be letters, emails. Verbal communication skills are required in every day life; having a phone call  or conversation with someone, holding a speech, having a meeting. Also, proper verbal communication can make everything run more smoothly and efficiently. For developing a strong verbal communication skills everybody needs practice: choosing right words, speed of speaking, tone and clarity. There are four types of verbal communication: public communication,  group communication,  small group communication, intrapersonal communication and interpersonal communication. 
Nonverbal communication is the transmission of messages or signals through nonverbal platform such as eye contact, gestures, facial expressions and body language.         To support verbal and nonverbal communication we make referral to “A Day with the Chief" case study, where Mark a top salesman has the opportunity to meet the Chef Executive Officer Alana Brown. He heard that people describes Mrs Brown as a cold woman with a witch  attitude, so he is very nervous about meeting her. But despite all rumours when he meets the head of company, he sees a small, friendly woman. Mark relaxed his attitude too much and starts gossip about his supervisor and asks to be paid better, instead of answering polite to her question. As result to his attitude, Mrs Brown changed her friendly voice and asks him to leave the office. 
I remember once having an interview for a nursing job in one of the best lines of care homes from UK. I arrived there and I was so nervous that I made a lot of mistakes in the basic English test. But the manager told me to relax, smiled and gave me a glass of water,  therefore the interview went very well, they liked me and I got the job. 
Verbal and Nonverbal communication is very important in any circumstances of life, because the right words and attitude head us to succeed,  but inappropriate language and attitude can lead us to fail.
Listening is another vital aspect of communication.  It is the ability to receive and interpret messages in an accurate way. Without ability to listen effectively, messages are easily misinterpreted. Active listening is when giving full attention to person who is speaking. A good listener focuses on the message sent by an individual, expresses interest in what he is saying and engages in the conversation. Active listening is an important part of communication skills set because it encourages success, sincerity and fairness. Active listening involves both verbal and nonverbal communication. The case study “Max the Multitasker" makes referral to active listening. Max was a very good planner and organiser for all kind of events, so he opened a business, but because he didn’t have much money to invest, he did all the work alone and depended on satisfied clients telling others about his services. One of those customers was Tamara whose wedding was arranged by Max 2 years ago. Tamara called him to organise her parents' 50th Wedding anniversary. Max was very busy, but he took the event anyway. Few days later Tamara called back to ask him to move the event one week earlier because her father needed to go to hospital. Max being on another call with another client, forgot to make the change in his planner. As the date arrived Tamara, her parents and the guests went at the hotel but there was another party, so she calls Max whose realising the mistake about the date. He apologies to her, but it is too late because Tamara was very upset and didn’t talk to him ever since. So Max lost a lot of  potential clients because he wasn’t an active listener on the right moment. Being an good listener is a skill that everybody should have it in their life and improve it all the time by practicing it. 
            Written communication is a tool used very frequently these days. Through emails and letters people exchange and share information any time with no barriers. Written communication doesn’t involve two persons being at the same time and place together to talk. The information can be past by source any time and the receiver can read the message at any time. It’s very important to know how to write formal and informal emails, letters. An email should be clear, short with standard structure which includes: greeting, a compliment, the purpose of email, a call to action, a closing message and signature. Formal emails and letters are used for jobs, business, education etc. and they are written in a more formal language; informal emails and letters are used in friendship and family relationships.
              Communication at working place is also vital. As (Giffiths and Dunham, 2015) say “Communication is the exchange of thoughts, information, or ideas that results in mutual understanding of two or more people”. For actual work to be done and effective is necessary clear communication with mutual understanding. To show this will make referral to Barry and Communication barriers case study. Barry is a manager at restaurant and he is in charge of kitchen and managing employees with different age group and diverse cultural and ethnic backgrounds. He knows the importance of hygiene and food safety, but is hard to implement all the rules because training of food safety is rushed or there’s no training because of high turnover of employees and busy environment. One day Barry comes to work in rush with dirt on his hands, tired and realises that he doesn’t even have a clean uniform. He goes in the kitchen, where he notices several hygiene and safety food rules broken; he gets very upset because he’s doesn’t know what to do more about this situation, he put in the kitchen signs written in capital letters with the basic rules and towels with soap and encourages everybody to wash hands. In this case Barry should set himself as an example first, by coming at work on time and presenting himself in a clean and tidy condition, also he should make sure that every employee gets proper training, he could put staff working together by their age group or language and he should put written signs in other languages. These actions can help him to overcome the barriers in communication with employers.
Conclusion
In conclusion communication is the greatest importance. It is important to share our thoughts and feelings to live a happier and fuller life, also to be successful people in every aspect of life we need to develop certain communication skills.
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