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Introduction 
The report is focused primarily on discussing communication and its importance in the personal and professional life of humans. The meaning of “communication” will be described from the viewpoints of different authors to have a better understanding of the concept. The different methods of communication, as well as communication models, will also be described in the report. In addition to this, the communication process that is being followed at my construction place and its importance on carrying operations will also be discussed in the report.
[bookmark: _30j0zll]1. Communication 
Carlson (2010) have defined communication as a process of logical and meaningful interaction between human beings. In particular, it is identified to be the process through which individuals perceive meaning and reaches a final understanding. In addition to this, Haykin (2008) have defined communication as a process of exchanging opinions, facts, emotions and ideas by two or more than two persons. On the contrary to this, communication has been defined by Littlejohn and Foss (2010) as an act of transmitting meanings and information from one individual to another or one group to another with the utilisation of mutually understood symbols, signs or semiotic rules. Overall, the main purpose of communication is to facilitate ideas, information, emotions, feelings and opinions and create clarity of expression and thoughts among people. However, only talking and speaking is not said as communication rather that it takes place in different forms wherein people might communicate with others by talking about their emotions, thoughts and ideas while people might also prefer to communicate either through non verbally or written words. In general, all these forms of communication are associated with the transmission of a message to others.
[bookmark: _1fob9te]2. Importance of Communication 
Communication has a critical role in enabling interaction faster and making life easier. As a social being, people find communication to be the only way for solving their problems. Communication is important in every sector, including business, education, management and social life. In business, communication plays an important role in bringing people closer and together to each other; in addition, it also helps in motivating and inspiring employees. Communication is found to be an important business function as it supports the distribution of every single skill within the organisation (Karanges et al., 2015). The employer needs to know the way the job has been executed by employees, and thus the employer requires to communicate with every single sector in the organisation. Regular communication helps employers in inspiring and motivating employees as well as identifying the problems which are making employees not to perform adequately. As business is found to be based entirely on negotiation, good communication enables employers to better negotiate with suppliers, employees and customers, which in turn help business in achieving more revenue. Besides this, communication is helpful in preventing confrontment, successful brand messaging, establishing the relationship and inspiring team for innovative promotion (Dillon et al., 2008). Apart from business, communication helps people in being socially active. It helps in developing a good relationship with people in society. Communication also has an important role to play in management as it enables people to effectively manage a variety of professional work, home tasks, and other desired options of life. Communication is also critical in education for proper teaching and learning. The students and teachers are required to interact with each other not only for effective learning rather than also developing students listening and speaking skills (Betts, 2009).
[bookmark: _3znysh7]3. Importance of Effective Communication 
Effective communication is found to be much more than exchanging information. Rather than it is associated with understanding the intentions and emotions behind the message and information. This also involves being able to properly convey a message as well as listening to others in a manner to gain complete meaning of what has been said along with making others feel that the message transmitted by them has been heard and understood. Effective communication largely affects conversation at home, in the workplace as well as in social groups and one to one situation (Karanges et al., 2015). In the globalised work environment, communication occurs between people with different nationalities and ethnic backgrounds and therefore having skills to communicate effectively is critical for speaking and understanding the message of diverse people properly. Effective communication helps in improving leadership skills, preventing conflicts, getting work accomplished and advancing career prospects. Personal conflicts often happen because of misunderstanding, and many times conflict is found to be inevitable. In such a situation, effective communication prevents several conflicts and disagreements and help in repairing the relationship. Besides this, the social benefit of effective communication is that it enables people to function more actively in social and group situations. Overall, effective communication is beneficial in both personal, social and professional life (Suter et al., 2009). 
[bookmark: _2et92p0]4. Methods of Communication
[bookmark: _tyjcwt]a. Verbal Communication 
Verbal communication is associated with using the auditory language for exchanging messages or information with other people. It integrates words, speaking and sounds. The pitch, volume and tone of an individual all contribute to effective verbal communication. In particular, the exchange of information through words is known as verbal communication. It might be of two different types of oral communication and written communication. It takes place through group discussions, television, memos, conversation, interview, email, notes, reports, letter, calls and radio (Georgakopoulos and Guerrero, 2010). Verbal communication is found to be more effective than other methods of communication as many people retain information and message more easily and for a longer period of time when it is presented directly or verbally to them. Verbal communication is also important as it helps in transmitting a message in less time as compared to email or memo and also assists in clarifying the message more easily to others.  
[bookmark: _3dy6vkm]b. Non-Verbal Communication
The transfer of information and message is communicated and exchanged without the use of written and spoken words is referred to as nonverbal communication. Non-verbal communication is generally identified as a communication process that involves sending as well as receiving a wordless message (Zeki, 2009). It is found to be an effective arsenal in the encountering face-to-face communication and expressing messages consciously to others. Many of non-verbal communication is found to be unintentional, and even people do not know that they are exchanging messages. It usually takes place through facial expressions, physical proximity, eye contact, gestures and touching. This communication method does not follow any structures, rules and formality like other types of communication. Rather than in most of the cases, the information is exchanged by people unconsciously by unknowingly just by moving their body parts. Although nonverbal communication is easier than verbal communication and makes a quick transfer of information, it is often found to be vague as its meaning varies person to person as per the intention level (Wang, 2009). 
[bookmark: _1t3h5sf]5. Theories of Communication
[bookmark: _4d34og8]5.1 SW Model of Communication 
It is identified to be the first communication model which came in the year 1949 and was provided by Shannon and Weaver, who explained the communication process of humans. The model was constructed on the basic concept which defines communication as a process of transmitting information or message from one person (sender) to another person (receiver). The model was structured on the basis of five critical elements of communication that includes information source, transmitter, channel, receiver and information destination. In particular, it has been explained by the SW model that communication takes place through five critical phases wherein “information source” generates information, “transmitter” encodes information into signals, “channel” are adopted for transmitting the message, “receiver” reconstruct encoded information and finally “information destination” is the stage wherein receiver process and understand the information (Al-Fedaghi, 2012). Some of the strengths of the SW model is its quantifiability, generality and simplicity. However, the model has been critiqued by many of the theorists on several terms. Firstly, it has been stated that the model assumes individuals to be isolated communicators. Secondly, the model failed to make allowance for varying purposes, differing interpretation and unequal power relationships. The model defines communication as a transmission of a message from the transmitter to the receiver; however, in the present media world, the information is stored for a longer time period, and many times they are modified before accessing others (Narula, 2011). Therefore, the model is said to be incomplete and does not fit in every situation.
[bookmark: _2s8eyo1]5.2 Berlo Model of Communication 
The Berlo model of communication was created by David Berlo in 1960, which is identified to be the improved and rectified SW model. The communication process as per the Berlo model is a simple application that defines individual-to-individual communication which integrates source of communication, encoder, information, channel, decoder as well as communication receivers. Along with this, the model also presents some additional factors which result in influencing the process of communication between people (Narula, 2011). Some of the factors described in the Berlo model include awareness level, cultural system, communicational skills, attitude and social skills. As per the Berlo model, the process of communication begins from a source that is identified to be a part producing message utilising its social system, knowledge, attitude, culture and communication skills. The message sent from the sender is then encoded where the process of writing, touching or writing takes place. The encoded message is further transmitted through a channel, and the decoding step by the receiver gets started. The receiver decodes the message by feeling, touching or seeing and finally the process ends with the understanding of the message by the receiver (Saud, Jufri and Rahman, 2014).
[bookmark: _17dp8vu]3 Schramm Model of Communication 
The communication process defined by Schramm model is circular instead of linear as other communication processes. The model has built on recognising communication as a two-way process. It has been defined that communication requires two participants wherein sending and receiving message keep turning in a circular manner. As per this model, message or information travel forth and back between the people in a manner that sender after delivering the message becomes the receiver and vice versa (Sapienza, Iyer and Veenstra, 2015). The model has both advantages and drawback. On the one hand, the model offers a simple and straightforward approach for communication wherein the sender and receiver keep engaged in trading roles forth and back in a circular direction. This communication process allows both the involved parties in communication to make an equal contribution to sharing their message and feedback. However, the model is also found to be affected sometimes from semantic differences, noise and differences, which in turn results in making message to be understood and interpreted wrongly as it was proposed. All the seniors at my workplace are found to be active listeners and communicators that are always found to be always ready in ensuring that everyone is clear on their roles; in addition, they also keep on motivating workers by using their effective communication skills (McQuail and Windahl, 2015). 
[bookmark: _3rdcrjn]6. Effective Communication at My Workplace 
My workplace has established an effective communication standard wherein communication is transmitted honestly, respectively and transparently from senior and to junior staff. There is a proper communication chain of command at my construction workplace wherein messages regarding work, roles and responsibilities and contract documents are transferred by project managers to workers. The architect has been made responsible for communicating verbally to its consultants as well as the general contractor has been made responsible for transmitting information to subcontractors and suppliers. All the important messages, including specifications, request for information, specification and drawings are communicated verbally by the project managers. In addition to this, the project managers at my workplace use verbal communication for motivating and inspiring workers as well as making the team better understand their roles and responsibilities. An open meeting is conducted frequently at my workplace, wherein the managers and workers communicate with each other to share both success and failures. The workers are also provided with an equal chance to present their views and problems regarding work. Besides this, as most of my colleagues are local, I do not find it difficult to communicate with them. My colleagues and I use both verbal and non-verbal communication methods for transmitting the message, whether it is related personal or professional; however, verbal communication is strictly followed at my workplace while communicating to seniors.
[bookmark: _26in1rg]Conclusion
It has been inferred that communication is critical as it helps people in dealing with different problems and concerns of daily life. On the one hand, the personal benefits of effective communication are that it helps in sharing problems with others and preventing conflicts. On the other hand, in professional life, communication assists in building credibility and healthy relationships with co-workers. Overall, it has been concluded that effective communication is required everywhere, including business, management, in social and personal life and education for transmission of the message.
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