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         INTRODUCCION

      The report is helping us to understand better communication with its definitions, examples of types and models of communication and its barriers. I will write also what could happen when the communication is poor and give some recommendations.
      Communication is a pack of actions that have in common the transmission of informations as messages, news, signs or symbolic signs, written texts, between two people: sender and receiver.
      The concept of communication it is very closed to our existence as people and society because us, the humans and communication, are interdependants. Our life will be no reason for us, as social humans, without speaking and communicate. 
     Our emotions, the medium that involves it, our location and even the cultural situation could affect the transmission of the message between the sender and receiver. Because of the complexity, good communication skills are considered desirable by employers around the world. Unambiguous, effective and accurate communication is very hard.
     Communication is more than simply the transmission of information. It is a dinamic process changing all the time. Society is made of the communication between people and It means human community. It is looked as a process that involves all members of an society participate on it. 
     Models of communication are conceptual models used to explain the human communication process. The most there  important types of communication model are : 
· Linear model of communication ( It is a simple one-way communication model. The message goes from sender in a straight line to the receiver.)
· Transactional model of communication ( In this model, both senders and receivers are known as communicators and play equally important role in the communication. It relates communication with social reality and has three different models following it: Barnlund’s, Helical, Becker’s Mosaic transactional model.) 
· Interactive model of communication ( Named also convergence model, It is similar to the previous one, as they are both two way communication model. It is mostly used for internet where people can respond to videos, news, etc. Schramm’s interactive model follows the interactive model of communication.)
        LISTENING  
     The ability to receive and interpret messages in the communication process is called “listening”. It is key to all effective communication. Without It, messages will be misunderstood. As a consequence, communication breaks down and the sender of the message could be frustrated. Listening is the communication skills we should aim to master.
    Many top employers provide listening skills training for their employees. This can lead to better customer satisfaction and greater productivity. Many successful entrepreneurs credit to effective listening skills their success. 
    We are having more benefits in our personal lives due to good listening skills. These are including a greater number of friends and social networks, higher grades at school and in academic work , better health and general well-being too. Whereas speaking raises blood pressure, attentive listening can bring it down , as studies have shown. 
   Listening is not the same as hearing. Hearing It is a physical process that reffers to the sounds that enter our ears. It happens automatically and It requires concentrated effort both mental and physical.
     First, listening means paying attention to the story, but It is also important the use of voice and language and how the other person uses the body. On the whole, It means being aware of both verbal and non-verbal messages. The ability of listening depends on the degree to which we perceive and understand these messages.
     The purpose of listening will depend on the situation and the nature of the communication.
     Adults spend an average of 70% of their time in some sort of communication. We are spending a lot of time listening. Research shows that an average of 45% is spent listening compared to 30% speaking, 16% reading and 9% writing. The average person remembers between 25% and 50% of what they hear. (Crockett,2011). 
     When we are talking to our family, friends, boss, colleagues, they are likely to have retained less than half of the conversation. We need to know when is the good time to make us understanded.             For example, if we are talking to our son but he is watching his favourite movie, he may not understand our message. We have to wait for the end of the movie, so he will give us all his attention. That’s why sometimes the person who we have already sended a message is not remembering , sometimes, nothing.
     The ability to be a good listener is important in professional communication. Listening is vital for companies of all sizes.
          ACTIVE LISTENING
      It is a skill that can be developed with practice. It will take patience and time to develop. As the name ‘active listening’ suggests, It means actively listening. 
     Active listening involves listening with all senses. Even if is giving full attention to the speaker the ‘active listener’ should also be ‘seen’ to be listening. Alteranatively the speaker may conclude that what they are talking about may not be interesting to the listener. Interest can be shown by using verbal and non-verbal messages, mantaining eye contact, smiling, nodding the head, agreeing by simply saying ‘yes’. Giving a ‘feedback’, the speaker will communicate more honestly and easily.
    There are few steps that active listening also involves: 
· Motivate ourself to listen
· Motivate the speaker 
· Be aware of the concentration curve
· Avoid interrupting
· Use positive questioning 
          TYPES OF COMMUNICATION
      More than one, from a wide range of ways in which we are communicating, may be ocurring at any given time. Four are diferent ways of communicating. These are :
· Spoken or verbal communication ( Includes face-to-face, talking by phone, television  or radio communication)
· NON-verbal communication ( Includes body language, the way we are acting, gestures, the place we are standing, or even our scent. In addition, the tone of the voice can give clues of the emotional state, while hand signals and gestures can be added to a spoken message. )
· Written communication ( Includes books, letters, social-media, magazines and e-mails.Today we can publish our ideas in writing online, which has led to an explosion of information and communication possibilities.)
· Visual communication ( Is the act of using photographs, drawings, charts, graphs and charts to convey information. )
       Interpersonal communication is a process that involves participants who negotiate their roles with each other, whether consciously or unconsciously and can not be regarded as a phenomena that simply happens.
       A message (communication) is sent by the sender through a communication channel to one or more recipients. First the sender encode the message into a form that is appropriate to the communication channel, then the recipient decodes the message to understand its meaning and significance. 
        In the communication process, at any stage, can occur misunderstanding. Minimising potential misunderstanding and also overcoming any barriers to communication, these are involved by the effective communication.
         COMMUNICATION MODELS
      Also named as conceptual models, are used to explain the human communication process. In 1948, Claude Elwood Shannon published the first major model of communication with an introduction by Warren Weaver for Bell Laboratories. 
      Communication is the process of sending and receiving messages or transffering information from one part to another, from sender to receiver, following the basic concept. Traditionally speaking, communication process has three standard models:
· Linear communication model
· Interactive communication model
· Transactional communication model
      About the linear communication model there’s a bit of a debate, about how It recognizes or doesn’t recognize the concept of feedback. It is described as a sender encodes a message via a channel and the message is decoded by the receiver. It is actually a straight-line communication found in mass-media, television, newspapers, radio, etc. It does not have immediate feedback.
      The linear model of communication has been first presented in 1949’s, by Shannon and Weaver. The model has beed presented in the Mathematical Theory of Communication. The theory has become less relevant in inverse proportion to the advances of communication technology. Also, in the non-linear forms of electronic communication is not always clear who are the sender and the receiver. 
       Interactive communication model simply puts linear model and multiplies it with a quick flip of the return message. After a message is encoded and sent it takes reverse with the decoding receiver. This means a feedback element is not allowed. For instance, interactive communication model happens when sending a phone text-message or an email. While a message is sent it is also received and then the roles are changing. 
        The most sophisticated is the transactional communication model. It depicts face-to-face interaction, as a dynamic process that has no limits for a simple definition. In this, the sender and receiver are playing their roles simultaneously. Sometimes it appears chaotic and ineffective.  
         BARRIERS TO COMMUNICATION
      Interpersonal communications may fail from many reasons. Most of the times the message may not be received exactly how It has been send. It is very important to wait and check for a feedback as we can see how was the message understood. The communicator needs to be aware of the barriers to effective communication. In the communication process there are many barriers that may occur.  Not only  barriers  may lead to our message becoming distorted, but also we can waste time and spend money by causing confusion and misunderstanding. Effective communication involves overcoming these barriers and giving us a clear message. 
      Here are some common barriers to effective communication : 
· The use of jargon ( unfamiliar terms )
· Emotional barriers and taboos
· Lack of attention, interest
· Language differences, difficulty in understanding unfamiliar accents
· Physical barriers to non-verbal communication
· Differences in perception and viewpoint 
· Prejudices and expectations which may lead to false stereotyping
· Cultural differences ( the concept of personal space varies between cultures )
   -      Physical disabilities ( hearing problems and speech difficulties ) 
           POOR COMMUNICATION
         In the work place poor communications can result in frustration, confusion and a tense environment where in people are losing their motivation of being productive and are not inspired to collaborate. Then this lack of motivation is making people loosing their interest of how to relate  with clients . To be able to counter the effects of poor communication it is important to look in its causes. 
          Example of poor communication at the work place:
· Objectives are not clear ( Make sure to have a face-to-face discussion with an employee. )
· Poor leadership ( If people with managerial roles are poor leaders, communication in the workplace may deteriorate. )
· Cultural diversity in the workplace ( There are lots of companies with employees from different cultures, races and religious beliefs. )
· Demoralized employees ( When an employee feels unvalued or unappreciated it become demoralized and loose interest in his work. ))
· Personal issues and challenges of employees ( While they should be concentrated only at work, some of the employees may be distracted by their own personal issues. )
      I will give next an example of poor communication that had been place at my workplace.        
      I am working as a cleaning supervisor in a beautiful hotel in central London, where are coming numerous guests spending their holidays in it. Of course, communication is very important in my job and I’m speaking with lots of people which doesn’t speak English very well. Sometimes , because of the language we meet barriers that are having as a result a poor communication. Using the internet to translate and pictures or menus to show we are making ourselves better understood. 
      My colleagues who are cleaning the rooms are also from different countries and their English is on a basic level. One day, I was asking ine of them to clean a room that I made It known by its number that my colleague did’t understand. So instead of cleaning it, my colleague was cleaning a different room and when the guest arrived I went to check, I have found that I don’t have the room he had asked for, ready. The guest made a complain that but me in a bad situation in front of my boss.
      This has been a transactional communication model , in which the message has been received ineffective. This kind of situation has already been improved by myself , because now I am making sure that they understand exactly what I’m talking about asking them to show me the room I’m asking for and paying more attention in making myself understood. 

           CONCLUSION

        As humans, we need to express and understand each others. Human society thrives on communication. As well as that, risen and fallen of civilization is based on how good we are at maintaining sound relations with the rest of the world. 
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