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INTRODUCTION

In this work we will talk about communication, writing about the different types that exist according to what several authors of books that talk about this have studied and from where we will get definitions about what communication is and how important it is for our lives.
Then we will talk about the three different communication models that exist, providing detailed information about each of them and finally explain how we should communicate in our workplace and how important this is in that area. We will also leave a conclusion of everything we have done so far, for example, the task that we have worked in class or the exercises that we have finished all with references about the data that we have been adding to the work.

COMMUNICATION

Communication is an activity that we do for sharing information in which the voice tone, words, body language and volume of voice tone are part of it. The information is only effective if the recipient understands the meaning and can express it again, because if he does not understand it he communication would be ineffective (Perry McIntosh R. L., 2008). 
Communication is a system where people interact to create and interpret meanings, different modes of communication that may have also affect what happens between people when they are having an interaction. 
[bookmark: _Hlk38907179]The symbols are a very important part of the communication since they are in all languages (Angelo, 2014).

IMPORTANCE OF COMMUNICATION

Communication is very important because we are social people, it allows us to share information and ideas. It is also important in different areas of our life, for example when creating relationships between people. It is the most basic element to connect with others and work together to have a better society to expand ideas and organize as a group (Nicotera, 1993).
Communication could also be very important when running a business. One of the main things you should do is be clear about your goals and communicate to others how you want to work to achieve them because, among many other things, communication is also very important for the organization of the team and that would help a lot to get results (Angelo, 2014).

Communication is important in all areas of our lives, especially when we are working, because we can differentiate ourselves from the rest if we have good communication, attracting customers by making them buy our products and not those of other competing companies, connecting better with the customer knowing what they really need and thus gain their trust. Understanding what customers need is important if we want them to trust us to give them the best service. That is why companies look for employees who knows how to communicate in the right way, this will benefit the customer service and also the company.

[bookmark: _Hlk38904812]IMPORTANCE OF EFFECTIVE COMMUNICATION

Effective communication is important in a business because you always have to talk to the people who work with you and it is important that they really understand what we want to transmit to improve our work. We also need effective communication to communicate with clients because without them our business would not exist and we need their opinion to give them what they need (Fielding, 2006).

Most people do not have innate qualities to get effective communication and that is why many of them are in trouble communicating (M.A, 2013).

If we fail to have good effective communication, it can have very bad consequences if the people to whom we are transmitting the message do not understand us, especially if we are in a workplace or in an important meeting where we need the opinion of others. One of the things we can do to have effective communication is to be specific in the message we are transmitting so that there is no doubt about what we really want because if we talk too much in general, we can confuse the listener by doing it, understanding something wrong.
To have effective communication , one of the things we can do is be simple when we are speaking, being specific in the message and not giving too much unnecessary information, taking care of the way of speaking so that the listener understands everything perfectly (Annan-Prah, 2015).

THEORIES OF COMMUNICATION:



SHANNON-WAVER MODEL 

This model says that whoever has to send the message must understand it before sending it, so to understand the message, what we have to do is decode it first to understand what it means. It consists of: sender, encoder, channel, decoder, destination (Steinberg, 1995). 
That is why it is important that the person receiving the message has the ability to decode what they receive in the simplest and easiest way possible because if they could not do that, there would be no communication between the two parties because the recipient would not understand the message and the communication between the two parties would be ineffective even if the message has been sent.
[bookmark: _Hlk38903905][bookmark: _Hlk36465210]
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BERLO MODEL

This type of communication says that when a message is transmitted, the recipient can interpret what they have wanted to say according to their point of view and the situation (Annan-Prah, 2015).

Communication serves to influence other people to create certain responses and the elements that form it influence each other, so it is important that there is no noise.
The model also focuses on encoding and decoding before the recipient receives it. This model is made up of: the sender, the message, the channel and the receiver (Dwyer, 2012).
What this theory says is that in a conversation there are things that can change the result we expect because there are things that can change the way we understand a message, so it is important to know the things for which this happens, because it will be more easy to communicate with many people. 

SCHRAMM MODEL

This model says that communication is the intersection between the part that send the message when it is still encrypted and the part that receives it, even if the sender has not sent it well if the receiver correctly understands the message that counts. But, there is a limitation because the communicator and the receiver have to take turns to express and interpret messages, interpreting the message will be the most important part of communication (Steinberg, 1995).
This communication model gives special importance to understanding the message as the only thing that matters in communication. According to this model, what we say is useless and we would not be having good communication if the person to whom it is addressed does not understand it
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METHODS OF COMMUNICATION


· VERBAL: we use verbal communication when two or a group of people who are talking exchange information thanks to the word. For this we need words to be used, but it is not necessary to use them to speak because we can also use them in writing using signs (Walker, 2010). 

Verbal communication is very important for many things, especially to know how to teach, learn or to build relationships with other people. For a good verbal communication, we have to pay attention to what we are saying to say it clearly, because in verbal communication the way of giving a message and understanding it is very important.
The skills we have using this type of communication can help us improve our image as professionals (Walker, 2010).
 
· NO-VERBAL: non-verbal communication is the movements, sounds or gestures that we make when we are using this type of language. Sometimes it is possible to transmit non-verbally the opposite of what we are saying with our words and when our non-verbal language contradicts the verbal language, what happens is that people generally believe what the non-verbal language says (Sooriya, 2017).

This type of language gives us more information than verbal language because it constantly gives information about the intentions we have, what we feel and how we are, even when we are not moving or speaking with words, the gestures we make are giving information that speaks for us without realizing it..
Empathy will help us a lot in this type of language because it will help us detect the emotions of others in an easier way than someone who does not have much empathy with the rest and will help us to improve our non-verbal language because we will know what things we can do or not depending on the reactions of the people we are talking to.






HOW YOU COMMUNICATE AT YOUR WORKPLACE



It has two main categories:

· External communication: it is the people who do not work with you in the company. examples: customers, other competitors, other companies  (Thompson S. , 2002).
This type of communication is very basic in a company when we want to get objectives quickly and safely, because without the help of people outside the company, especially customers, it is practically impossible to obtain the results we need.
· Internal communication: this is the communication we have with the people who belong to the company where we work, for example: our colleagues, our bosses (Thompson S. , 2002).


To communicate in our workplace, we have to be focus about what the other person really wants to say and not only on what we are saying, but we also have to be focused on the non-verbal language we are giving because it can ruin what we say with words. 

Communication is important to talk to someone when we need them to do something to get what we are looking for when we start talking. In most companies during the employee selection process, one of the most important things about candidates is their communication power because companies place a lot of value on this (Andrew Maund, 2017).
Poor communication when we are working can bring us many problems that we could avoid if we solved this. Examples of the type of problems that we may have due to communication are: Making mistakes when we work, poor customer service, problems with our colleagues, delays ...
Something basic to have good communication in our work is knowing what to do in each situation. The work experience you have can help you a lot for this because you will have already gone through similar situations and you will know how to act in the best way doing what you learned in the past. That is why companies generally look for people with work experience because they are already familiar with many of the problems that we may have.

My own experience in the workplace:
Working in a restaurant with many colleagues in the same place and, in many cases, needing their help to have simple communication with simple orders is very beneficial if we do not want to make mistakes, it is also very important to have good communication with everyone in order to create an adequate work team that benefits us on a difficult day, for this the experience that we can have is fundamental to solve problems as soon as possible and having a good relationship with your bosses can also help you a lot  if you know how to listen to them and learn from them.

CONCLUSION

As we have seen in this work, communication is vital for all areas of our life, especially work. Learning how to be better communicators will make things much easier for us, so a deep study on the subject is essential to progress and to give us the opportunity to be better working as a team, getting to connect quickly and better with the people who work with us and who need us to be able to operate in a work environment in which we have to work in groups to achieve results because even if only some of them have been studying to know exactly how to do that and the rest will know by the experience they got during their lives in the different places where they have been.
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