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Communication is a skill that is used on a day to day basis, it is important that it is done effectively to convey the correct information to the desired recipient. Communication is defined as the process of sending and receiving information, during this process there can be different factors that determine the effectiveness of the information reaching the receiver the same way it was sent by the sender. The disruptions between communication channels is known as noise, an example of this is when a person sends a text message to another person but when the recipient  reads the message they have a misunderstanding and they end up with a different message then the one initially sent, this change in the information happens in the channel of communication and is known as noise. Effective communication skills within an academic environment as well as the workplace are vital because information and instructions are constantly being transferred between pupils and colleges. Teachers have the important role of insuring that the methods and teaching styles they use are receptive to the students that they are teaching, this highlights the understanding of different learning styles as not all people receipt and process information in the same way. Theories such as Shanon Weaver mathematical model 1949. teach the different learning styles such as verbal, audio and practical learning-based technics. 

Having analysed. Retrospectively the communication skills used within my workplace environment. It is evident the key role in which communication plays between completing tasks and carrying information from one source to another.  My job requires me to communicate with my supervisor as well as my colleagues daily. My team meets to discuss our daily aims and the goals which we set out to achieve and the structure in which we will achieve them. Clear communication Is important Within this process to ensure a clear plan is created I look through the plan which has been communicated through my supervisor and then I set on to complete the tasks outlined. My daily tasks usually include answering correspondence emails with various clients as well as Stocktaking and reporting back to my supervisor what products need to be ordered and restocked, as well as any queries that our clients would have sent to us via email. Communication is Vitaly used within the workplace. 

To successfully achieve the goals laid out during our team meeting I also work with my colleagues who are responsible for carrying out various tasks such as offloading deliveries sending out deliveries as well as the general maintenance of the work environment, which includes cleaning and repairs. I communicate with my colleagues about which products and orders have been sent out, If any have been returned by customers as well as various other queries. When I am answering correspondence emails, I use the information which I’ve received from my colleagues through our communication therefore I can successfully correspond and reply to the clients queries via email and phone call. If the communication is not clear between me and my colleagues and wrongful information is reported to me I can then go on to relay this faulty information to a client and this can cause an inconvenience as well as a disruption within our workflow, to ensure the communication channel is clear it is important to have both verbal And written correspondence between me my supervisor and my colleagues, to ensure that if one channel of communication has disruptions I can rely on another and therefore it can ensure the accuracy of information that is transferred from the Sender and the recipient.                    


There are plenty of theories that discus the means that we communicate In one of them is Berlo’s model of communication 1960, “David Berlo postulated Berlo’s Sender-Message-Channel-Receiver (SMCR) model of communication from Shannon Weaver’s Model of Communication (1949). He described factors affecting the individual components in the communication making the communication more efficient”.

Barlow’s model also focuses on the idea of Encoding and decoding which is the process that happens before a sender sends the message. To the recipient and before the receiver receives the message. The model consists of four components that describe the communication process, although there are also others.  The four components of the model are sender, Message, channel and receiver each of these components within the model Is affected by many other factors such as communication skills, attitudes, knowledge, social system and culture. The following component is the message this can be affected by factors such as Content elements, Treatment, Structure and Encode. The next component Is channel, and this can be affected by factors Such as hearing, Seeing, Touching, Smelling and tasting. The last component is receiver, and this can be affected by factors such as Communication skills, Attitude’s, Knowledge, Social system and culture. The acronym for Barlow’s theory Is called SMCR. The SMCR model proposes that a source Encodes a message for a channel to a receiver who decodes the message.

The sender is the source of a message or the person Who sends the message to the receiver There are several factors that can go Into the disruption Of the information being transferred from the sender To the receiver With the factor of communication skills If the sender Has good communication skills The message will be received better By the receiver If the senders have Bad communication skills Then the receiver might not be able to understand the message so the communication will be affected. Communication skills are comprised of things such as Speaking, presenting, reading, Writing and listening. Communication forms such as voice, audio, text, video. And various medias are key factors That can affect the message. Lastly the structure of a message and the way it’s arranged Can ultimately Determine the effectiveness of the message once it is received by the receiver.  

The following component is the channel a channel Is the means of which a message is sent so this can be through processes Such as telephone the Internet and various others. To have affective communication the channel needs to be reliable. Human beings Communicate through the five senses the first being hearing we receive information and messages through hearing the second is seeing we get messages through visualisation and they use of site the third is touching this can be contributed to things such as body language and nonverbal modes of communication. The fourth is smelling We collect information and can determine messages through smell. And the last one is tasting we also can receive and determine information through tasting, for example if we eat a piece of fruit and it tastes bitter We can determine the message is that there is something wrong with the fruit either it is unripe or it has gone off. 


Lastly The receiver is the final component of Berol’s model of communication. Barlow’s model Believes that all the factors previously stated as well as the thought process of the receiver Must be in line With the message of the sender For their communication to be affective otherwise if they are not In Sync the message Will not be conveyed In the manner it was intended by the sender It is very important for the receiver to have good listening skills as well as other factors to determine their effectiveness In decoding the message by the sender Such factors Include communication skills, Attitude’s, knowledge, social systems and culture. 

Communication is an important skill to have. Having assessed my own communication skills I’ve seen that they are of a good level they can always be improved. Communication Is a necessary skill in tasks such as leadership, Teamwork, Academic environments and workplace environments. There are various ways that communication skills can be improved such as Listening, Listening is important because during communication and conversations we not only send messages, we also receive them So through improving our listening skills we enable ourselves to be able to understand and successfully comprehend messages which we receive. Another way to improve communication skills Is to pay attention to nonverbal communication, this consists of things such as body language, Eye contact and more, this is important because. We communicate in more ways than one so paying attention to nonverbal communication Can help us to understand Parts of messages which are not Understood through Hearing And this can give us a better understanding of the messages that we receive As well as it helps us With using the skill to send the correct message Which will have The effect that we intend for it to have through practise and self-awareness and working with colleagues and pupils within my academic environment through carrying out various group work activities in Class I will be able to improve my communication skills as well as to help my Colleagues to improve theirs. 

In class activities that we did. To help us gain an understanding of affective communication skills. Include. Writing an email to. A person. Where we discussed a theoretical idea of a scenario. In which we are helping a customer. To resolve the matter, I chose. To Write an email. To help a customer. Resolve a query they had about an order on our online shop. The scenario that I created was that the customer had ordered an item that is no longer in stock, so I wrote an email explaining to the customer how the item that they purchased is no longer available and that we will be giving them. A refund and that once the item which they wanted to buy is available, we will contact them. So, they will be able to know, and therefore they can order it. The writing structure that we used was a formal one. And the structure which I wrote the email in first started stating. That we acknowledge our fault. Within this misunderstanding. As well as the fact that we can resolve the matter. And then Lastly. Informing the customer. That they are free to contact us to discuss any further questions they might have about the misunderstanding. And ultimately this email. Has the goal. To reach a resolution with the customer. So, both them and us as the company. Can resolve the matter. And. Achieve our desired goal. This practise. Helped us to understand. The Importance Of affective communication. In problem solving. 

Another communication theory. Is Shannon Weaver’s mathematical model 1949?  Their model was designed to create effective communication skills between a sender and receiver, they also created a factor that effects communication called “Noise”. The model deals with various concepts like Information source, transmitter, Noise, channel, message, receiver, channel, information destination, encode and decode.
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