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				     SUMMARY
 

        The report presented it is made to explain the importance of communication between any group of persons 
       As learned in class the communication it is a very important process not only at work but on day to day life.
      The four types of communication existing in present Verbal, Nonverbal, Written and Visual have helped the humans to send and receive messages between themselves in the most accurate and effective way possible.
        In the modern world communication, it is the most crucial action happening as nothing can happen without communication, at work place and in all levels off societies!
    Concentrating this report on communication at work place I have discovered that in my case the type of  Shannon and Weaver model is the most used model  to communicate and spread information throughout the company in order to send and receive messages in real time and to be understood exactly as it have been sent. Due to noises that sometimes can obscure the message we as a team have come to agree that we always have to double check the message with the sender and the answer have to be checked as well in order to avoid any confusion as in most cases can be crucial for the job.
	How to communicate with my team members trough emails it is an big win for me as in class excesses have guide me on how to redact and send an professional email.









					METHODS

    The methods used to write this report its various, most of information it comes from class exercises and teacher lessons and my understandings about communication and some individual lecture on the web.


					RESULTS


     The most important result of the report is that before joining the class I did not know how many models of communication are  existing, how to use them in order to avoid any confusion or mistakes.
Verbal, Written, Nonverbal and Oral types of communication used by any person and except the written one all of them was used by humans since thy existence. 
	The class have helped me through professor examples and dedication on how to communicate efficient and how I can become more professional at my work place only by changing few things as body language for example where if you are know how to use it or to decode the message can hold important information about the sender or the receiver and this can influence any decision or the answer that you can give back to the sender we can look at the example of in class exercise “ A Day with the Chief” where Mark completely misunderstand Mrs Brown body language and becomes very relaxed and it is losing the opportunity to look more professional by complaining about his supervisor and start giving advise on how he will do it much better overall relaxing way too much in reflection with who he was having conversation with . Or the Shannon and Weaver model where as in-class example shows Maria and Pedro case where Pedro misunderstood Maria message due to background noises that he was facing, on his situation a different way of communication (like written he could ask for a text message) could have a different end. 









				            DISCUSSION

	In our modern world communication has been constantly changing along the epochs and is continually change right in front of our eyes.
	Communication is the most important action happening in our community! There are four communication types, verbal, nonverbal, written, oral and visual.

[bookmark: _GoBack]                                     [image: ]
   Verbal communication is the usage of a language to transmit the message it’s the most often used type of communication in the history, although this type cannot transmit the message through the generation very accurate but for life messages it’s the most successful type used in all sectors to transmit messages with immediate effect. Together with body communication, the message verbally send it has to be accompanied by specific body mimics, for example if an person when asked if it is alright and the verbal answer it is yes but the body language shows that is not by only looking at the face and see crying or upset it is explaining that the verbal communication can be wrongly understand if the receiver cannot see the body language as well.

                                        [image: ]
     Nonverbal communication is the use of mimics, facial expression, gesture, Body Language, this is used often with verbal communication together and it can approve the verbal type for example if the person it smiling or making eye contact when and positive answer is giving or disapprove is when the sender it is lying, for example if the person answer positively bot the body language shows different not making eye contact looking downwards, scratching his head, sweating.

    Written communication is the most used method to send an message such as letters, emails, reports, books, text messages  where the receiver is not in immediate approach, it have been used since the human invented  hand writing  even if it is under the form of paintings or hieroglyphs, despite being the most efficient type off communication especial in time the massage transmitted can survive for millennia .In modern days written communication is used special at work when is not uncommon that the employee have to communicate between themselves through emails or text messages, or outside work between any individuals in any situation for example when we send anniversary cards or talking trough text massages with our relatives. Written communications such as letters in order to be more efficient has to follow some rules such as clarity to make reading clearly and to be able to make the receiver able to understand the message must have the appropriate layout depends on who we address the letters example if it is for an close friend we are not necessarily starting our letter with Dear Sir/Mrs we just simple write his name , have to be redacted into an polite manner and to leave the impression that the reader have to give an response to it.

     I work as an transport operator within an well-known container transport company in United Kingdom, in this industry communication is crucial and almost all the personnel it is constantly involved in sending messages 24/7 this is one of the most important part of the job, being able to send the message accurate to the receiver and to be able to be understood as well otherwise the whole operation it is an failure if the message it have been misunderstood.
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     Shannon and Weaver model off communication is the most used one in my work place and it have been so far the most efficient one if it is used correctly, professor have been well explain that this model can be an failure if one of the procedure is not follow as presented the message can be misunderstood as we have an in class example in Pedro and Maria case where the message was transmitted but the receiver misunderstood ( see appendix) Maria was phoning his husband Pedro wo was working in construction site and due to the environment being too loud he wasn’t able to fully understand the message and he got home without the well requested  chicken by Maria as he understood he will meet her in the kitchen. The same can happen in my industry where the office is very loud during day time and as every personnel is constantly on the phone the messages can easily be misunderstood if not take extra care and almost triple check the essence of the message, most off time I have to use Shannon and Weaver method as it is the very easy one and the message is send exactly how it is not using too many words to transmit! When the operators are phoning the drivers to inform them either the job have been changed or the location have been changed, or to simple ask what is the estimated time of he’s arrival on site ( this is requested mostly by costumers and have to be accurate in order to keep an good relation with them and to respect the contract and guarantee the continuities of it) if one of his messages is not send it  right and it have been misunderstood the situation is dramatically changing and the job can be an failure. I can give one real example happen to one of my colleagues in office where the message has been misunderstood as he did not double check the feedback and the job have been a disaster. The driver called him and inform him that he arrived on site and due to the yard too busy he was waiting outside, in same time some public personnel who wasn’t working for the company he supposed to delivery ask him to open the container as he will get tipped on the road due to the yard being very busy, this operation needs approval from office and when the driver have ring the office the operator did not understand correctly that the driver is getting tipped on the road in front of the yard not inside and as I stated the personnel who was tipping him on the road was not the one of the company in charge of goods inside of the container and from an little misunderstood message the whole operation became an disaster when they have realised that they could not find the thieves and total losses was around £25k due to high value off cargo. All this could be saved if the operator did double check the message and the receiver in this case is driver did same as well! And this is not an isolate case we are hearing this kind of incidents almost daily happening within the industry, clearly there is an need of training and improvement, thanks to the professor and the last term class I can see improvements on my way to communicate and to understand any situation developed through my shift at work and not only at work in mi day to day life as well by simply remember the Pedro and Maria 
Case.

                                              [image: ]
	The Schrammm model is mostly encounter where two unequal developed member of societies have contact between them, like the professor and the village people example in class (see appendix) where the professor clearly did not actively participate within his community and because of this he could not express himself on same cultural level as his neighbours so that the they can understand him, as his level of conversation it was too academic for the locals and his house was burned to the ground. This is a brutal example but this can happen anytime where those two societies interfere together and without a communication expert the example in class can become a real fact and clearly can be on a bigger scale as well. 
                                   [image: ]
The Berlos model it has four components as description of the communication process, SENDER, is the person who initiate the communication, MESSAGE is the material or the information content that have been send by sender to the receiver can be under form of text voice, video or other media formats, CHANNEL represent the tool that it is been used to send the massage such as internet telephone, television, by post etc. RECEIVER is the person who receive it, the message can be misunderstood if the receiver and the sender skills are not similar 
	 Overall communication if conducted efficient it is the most important action in our society no matter what level it is communication help everything happens in all life aspects and without it, we will not have no societies as we probably will not even exist.

	 
  

				  CONCLUSION

The conclusion drawn from above report is that the communication as I will probably repeat myself is the most important action happening to our species and it does evolve together with all entities on earth.
 And ill like to end this report by quoting one of the beigest I will like to say Irish playwriting George Bernard Shaw
“The single biggest problem in communication is the illusion that it has taken place”.

https://www.iqualifyuk.com/library/business-management-section/non-verbal-communication/

https://medium.com/@zarafshanasad11/verbal-communication-1cba3347ec71

https://www.communicationtheory.org/berlos-smcr-model-of-communication/
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£x.1. Read the following passage and answer the questions.

The professor and the village people

A Professor of Englsh at  well known Welsh Unrsity ied n 3 arge house no far rom 3 e vilage. He
never went nto the vlage,bur shopped i the town near the University because he had nothing n common
with the vilge people, who were lrgely uneducated and did manal obs. One nght, the professor fel
aseep whie smoking his pipe and the pipe ellonto the carpet andstrted a fire.

When theprofesor awake and saw the hause on i, he rshed o the wlage, screaming:

The ediics s being consumed by reat conflaration”

“Th edifce i being consumed by a great conflagration!”

The vilage pecpie ooked at im and continued doing what they were doing.

Don't you understand? He said. “The edice i being consumed by  great confagraton!

They gnored him.

When theProfessor returned hame, he saw tht his house ad been comletaly dstroped. H sat down on
theground and wept. The next day, e went ntothe vilage cyng. Why, oh why dic't you help me? My
ome hasbeen destryed by the fire. | came and begged you st nght He wept.

Bt Professor, why dd't you saythat your house was anfre? We would have helped.

Q: Why dida'tthe village people hlp the Professor?
Q2: What should he have done to get them to help him?
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MARIA and PEDRO

Pedro works on a bulding site and Maria s his wife.
One day Maria phoned Pedro.

Hello, Pedro, when you're coming home, see if you can get me a chicken”
replied Pedro,

‘Okay,
‘When he got home, Pedro took off his boots and coat and went into the kitchen.
‘Maria, where are you?” He said

Here - in the siting room,’ she sald

When Pedro went nto the siting room, Maria said, ‘Where i the chicken?”
“What Chicken?” Asked Pedro.

The one I asked you to get on your way home.”

Oh, nol I thought you sald when | come home | willsee you n the ktchen!

Q: Why do you think Pedro misunderstood Maria?
Q: Whose Model of Communication explains this confusion and why?

Q: How could this have been prevented?

Q: Whose Model of Communication explains how it could have been avoided?
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% Trinity Saint David Effective Team Working and Communication - Term 1
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Ex.2. Read the following brief and write a business email according to the instructions.

Write an email to a business contact or colleague asking for information.

Prepare the situation using the.questions below. The information can be real or imaginary.
« What is your company’s business? What products/services do you offer?

« What is your position in the company?

« What information do you want right now? Ideas: the status of an order that you are waiting for; product
information to give to a customer; market information about a new country where you are going to do
business; financial data to write a report; hotel information for a business trip you are going to make.

« Who are you going to write to, to get this information? Ideas: a colleague in another department/from
another country; a customer; a supplier; your line manager.

« Can you make your request for information more specific?

« Do you want to give any information to them? / promise action? / offer help?
Now write the email. -
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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 following passage and answer the questions.

I (Kelly Quintanilla, one of your co-authors) have taught many successful workshops to business
professionals over the years, workshops in beautiful locations with enthusiastic participants. | also taught
one workshop that appeared to be doomed to fail pefore it even began. The topic of this 6-hour workshop
was conflict management. The group was a department whose members were currently engaged in a battle
with one another. Literally, half the department was not speaking to the other half. Some of the best
department members had put in for transfers. Productivity and customer service were suffering.

Knowing all this in advance, | had carefully selected a large room with comfortable chairs, round
tables, and good lighting. | had planned for several breaks with food and drinks in an attempt fo foster
informal communication. The meeting environment was ideal. Unfortunately, an emergency water outage
caused the workshop to be moved to a room in one of the local museums. The meeting was scheduled to
begin at 8:00 a.m., but many people arrived late due to the Jast-minute change in location. Those who arrived
on time became increasingly agitated as they waited. Part of their agitation stemmed from the fact that there
was no coffee, no food, nothing. Despite several calls, the food order never made it to the new location. The
only place to get a drink or snack was a small, extremely overpriced gift shop that did not open until 10:00
a.m. To make matters worse, the room had about 40 mounted animal heads hanging from the walls. The
animal heads, most of which were in a growling pose, were very dusty, causing anyone with allergies to begin
sneezing and sniffling. The final problem was the furniture. The chairs were the small, metal, folding kind.
The tables were also small, and there were not enough of them, so the participants were crammed together.
| could not imagine a worse meeting environment forany group, let alone a group already engaged in conflict.
| needed to do something quickly.

Q1: What went wrong?

Q2: What would you have\if you had been in that position?

Q3: Could the situation somehow be used to your advantage? Why/ why not?
Q4: Could any model of communication help explain this situation?
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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).

x.1. Read the following brief and write 2 business emal according to the instructions.
You are the Director of Communications at your company and you would like a Supervisor, Mary.
December, to g0 on a training course in non-verbal communication because you have observed
that her non-verbalskils sometimes send the wrong message.

~Tell Mary why you are writing

~Say what you have observed about her communication skils

~Tellher how you think ths course would improve her skils and her elationship with her fellow
workers.
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