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Introduction
By all accounts, communication is a very important aspect of man’s life, for it is by means thereof that we convey our feelings and relate to one another. We are taken through facets of effective and engaging in team effort throughout our academic lives. We are additionally guided on improvement of communication skills during the course of our academic life. As a medium of conveying messages, communication can be undertaken through diverse means. In our communication, we apply almost all ways of communication in expressing ourselves (Bhatt, 2011). In an organisation, effective communication is the key to individual progress of an employee. This discourse will be centred on varying models of communication along with other factors that help shape one’s communication skills. In this regard, the Hungerford Care Home has been chosen as a case of study and will define the workings of communication in this workplace and impact thereof in structuring an effective teamwork and ensuring efficacy of the same.
Models of communication

By definition, model of communication refers to the methodical illustration of the process that relates to how communication is undertaken (Knox, 2015). Before zeroing in on a particular communication model, the method, the purpose and channel of communication must be thought over. In the next segment, the communication models and their applications in the Hungerford Care Home can be seen.
Shannon & Weaver model

This type of model is effective for an environment that requires person to person communication rather than among groups.  The model is known for its unique communication style. Here, an encoder sends the message using a channel to the decoder and the decoder channels the same messages to the receiver (the destination). Sometimes, the channel is interjected by a noise. This being the case, I prefer to communicate with the employees and it makes the feedback procedure easier.
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Process of Shannon and Weaver communication model

Source: (Davis. 2019)
At the Hungerford Care Home, they operate under a culture that dictates for all activity to be undertaken on an individual basis as opposed to team. Once undertaken as their system stipulates (on individual basis), then it means that this model of communication is employee driven, and applied on account of ensuring effectiveness of communication from one individual to another.
Barlo’s S-M-C-R model of communication
David Berlo introduced Berlo’s Sender-Message-Channel-Receiver model in 1960. Therein, he explained the individual factors that positively influence the communication model as to make the communication process fruitful. He also touched upon the encoding and decoding which occurs before the message is sent and received.
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The process of Berlo's S-M-C-R communication model.

As illustrated, the model consists of four components. The sender, message, channel, and receiver. In this particular model, the sender transmits the message through a channel and the receiver receives the same.  There is however an element of encoding and decoding at both ends. The message is encoded before being sent and again decoded before being received. One shortcoming is the model is linear by design and therefore offers no option for any feedback from the receiver. I use email for communicating and email fits into this category of transmission because it has encoding and decoding systems. Besides, in the case of sharing confidential information, One is required to follow a special security system that Barlo’s model of communication avails. This model of communication is used by the Hungerford Care Home when the information to be shared is one-sided and calls for no responses from the other side. It is specially used by the managers when they give directions to low level staffers.
Active listening
 This is an important skill for any employee to attain because it leads to an understanding of peoples’ expressions in meetings. It avails clarity with regard to others thoughts as pertains to a particular matter (Rogers and Farson, 2017). Active listening is a process by which individuals secures information from other individuals and groups. It includes taking out the details from a conversation that otherwise might not be shared. Active listeners study the body language, draw summaries from verbal exchanges and transmit what they have heard. The art of active listening is a soft skill. While in the interview room at the Hungerford Care Home, using active listening techniques, I demonstrate to the interviewers how their interpersonal skills can add to the value of exchange. I use the active listening technique because it helps me redirect my focus from my inner troubles to the expectations of my prospective interviewers. Active listeners are always taking interest in taking organizational challenges. They are ready to help others in problem-solving activities. I play the role of an active listener while any conflict arises at Hungerford Care Home. I arrange for a conversation and ask all to share their thoughts. I carefully observe their body expressions, gesture, eye expressions and ask for clarification if necessary.
Assertiveness
Assertiveness is of great significance in a company. It is reliant upon effective communication skills. Here, it is believed that by respecting the feelings of others, one remains assertive and respectfully share their opinions with others (Gillen, 2014). From the intellectual perspective, the assertive people experience fewer anxious thoughts whereas, from a behavioral angle, these people remain firm without being rude. They react to positive and negative situations without being aggressive. Individuals with high assertiveness, do not feel shy to defend their points of view. They are open to both compliments and criticisms which are constructive. This is why the top management of the Hungerford Care Home emphasises more on hiring the assertive people as the employees.
Assertiveness does not infer to be aggressive. Here, one people can show his point of view to others but cannot demand of others to agree with him on the same point of view. They need to be welcoming to the decision of others also. The benefit of being assertive is huge to the Hungerford Care Home as it inspres managers and it leads to a win-win situation. It makes one feel less stressed and leads to a better problem solver.
Different forms of communication
In a company the size of Hungerford Care Home, communication can occur in mayday take place in many ways. Based on its different ways, there are various forms of communication through which one can express his feelings to others (Kakhbod and Loginova, 2016). The pit various form of communications are:

· Verbal communication

· Non-verbal communication

· Written communication
· Visual communication

We are now requested to familiarise ourselves with all infrastructure and all of these modes of communication.  I am using it in my workplace and everyone should have knowledge of various forms of communication.

Verbal communication

Verbal communication is in simple terms; what we say. This particular type of communication takes place between individuals. For example, it is considered as verbal communication when two people engage in a simple exchange. It is undoubtedly a continuous process (Rogers and Shoemaker, 2016). For one to have abundant knowledge of verbal communication makes them equipped with one of the most basic of skills. This is what is required of the workforce at Hungerford Care Home as they possess the ability excel in performance, individually and collectively.
Non-verbal communication

This is effected by way of signs and signals. It is the delivery of messages, ideas and thoughts without use of words. It can be eye contact, body posture or facial expression etc. It is a mode of communication without utterance of word (Eisenberg and Smith, 2015). At Hungerford Care Home, it becomes far more important as having a good sense of non-verbal communication, makes one can greatly appreciated an employee. 
Written communication
 This is the most formal way of communication. Here, the message is in written form. Written communication is most applied in work environments for purposes of formal communication. In case of solving any business problems at the Hungerford Care Home, a letter is written to the concerned party. It is a very useful and good way of communication (Allen et al., 2017). In every case at Hungerford Care Home, the verbal or non-verbal communications may not be possibly utilised, but written communication grants ease. As a sales manager, I need to communicate with other employees, customers, and seniors. As such, I use written communication such as email, for my communication. 
Written communication exists in various forms and can be formal or informal and also for internal or external purposes. It is important to learn to perfect the art of written communication. In my professional life, I am much careful about improving my written communication skills. 
Visual communication

The best representation of visual communication is the traffic signal. It is the modern way of communication by use of images or videos to deliver a message. The PowerPoint slide presentation is another form of visual communication. At the Hungerford Care Home, we use thumbs up which is considered to be a positive sign and employees can get relief by such gesture. 
Working with conflicts
Conflicts are very common occurrence in organisation even if it is a Care Home like Hungerford Care Home. It arises when people fail to respectfully share the same opinion. Consequent to making business decisions, organizations may face conflicts. In such a case, effective communication plays a key role in mitigation thereto.
The worst conflict arises when someone is going through a bad time. One needs to make such vulnerable minds feel comfortable while engaging in conversation. At the Hungerford Care Home, we need to empathize with the situation one goes through.  Avoiding some common mistakes like unsolicited advice or blaming others unnecessarily for the mistakes of the other may create conflicts (Personal relationships at work, 2013). 
Possible ways of improving communication skills

There’s simply no phase of life where effective communication is net required. It is important in a workplace like Hungerford Care Home where an employee has to deal with various mindsets. Good communication skills help the employee reach the peak of success. One can easily enhance one’s basic skills by starting with listening. Listening, speaking and reading are three foundations of effective communication (Bhatt, 2011). A person needs to develop each section and work on every section equally to get a positive pack of communication skills. 
Conclusion

It is always important to focus on various types of communication as well as                                    improving communication skills in our lives. In the academic life, we come to know of various forms of communication. The most used communication form is verbal communication. Then, the written communication media is widely used.  Apart from these two types of communication media one should also focus on assertiveness and active listening.  The report also shows the model of communication and guides to a proper communication framework. It further relates to how one can act wisely in case of conflicts. So, everybody should focus on developing communication skills.
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1. Read the cases and answer the questions that follow
CASE 1: Mary was working on some paperwork when her daughter came into the room upset.
As the child told Mary what was wrong and how she felt, Mary kept typing on her keyboard and
said, “It'll be OK,” and ‘Everything will be all right.” She was confused when the child only
continued to become more and more frustrated. Just then, Mary’s phone rang and she was all 1
excited when she heard her friend’s voice. They spoke for fifteen minutes and when the call ‘
|

ended, she turned and said to her daughter, ‘Oh, darling, that was Susan. I'm so excited about
| seeing her tomorrow!". The child broke down and cried.
1. Whv Wi ren't Mary s cal ing words havmg any ef\‘ect on her daughter?
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CASE 2: Steve was exhausted from work when his wife, Sally, came home. So he was quite
annoyed when she began telling him all that went wrong about her day. He interrupted her and
said, ‘I'm so tired, can’t it wait?’. The next morning while they were in the kitchen making
breakfast, Steve said, ‘Did | tell you what happened at work yesterday?. Sally said nothing, but

walked out of the kitchen.
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1. Why was Sally upset?
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2. What could Steve have done to q\elp the tension that had develop
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Exercise2: Writing an e-mail.
You are a teacher of Communication and have received this e-mail from one of your students:
| Dear sir,
| I am writing to you because | am confused about Communication.
| Could you please explain:
1.What Communication is:
-2. The Shannon-Weaver model.
3. What is meant by non-verbal communication and why it is important.
Many thanks,
Lucy Mars.
Reply to the student and answer her questions. Use a diagram in your answer, if necessary.
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