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Introduction
Communicate effectively with colleagues; staffs or superiors are very essential for a person, no matter what environment one works in. Conveying and receiving massages via phone, email and social media have been a trend and very easy and effective. Each and every corporate office works as a team and for a common purpose and it is important to make communications within the teammates. One of the most important teamwork skills is ability to mediate problems among team members. To fulfill the skill, one needs to communicate. That means one has to acquire knowledge about proper and effective communication before work in a team. 

Communication
Communication refers to a wide range of verbal and non-verbal actions. There are varieties of ways to communicate with a person. But the skills someone needs to acquire to be a good communicator are listening, body language, clarity and conclusion, friendliness, confidence, empathy, open-mindness, respect, feedback and picking the right medium. Communication is a process by which someone can transfer information to another person. Communication is the exchange of thoughts, information or ideas that results in mutual understanding between two or more people. (Griffins, B.A. and Dunham, E.B.) The process of communication requires sender, receiver and information. The information transmission medium can be oral, non-verbal, written or electronic.

Communication at workplace
Communication at a workplace is very important to run the workplace. Most of the time an organization or corporate office which one may consider as a workplace; works as team. The team possesses many division and sub division. Whatever the numbers of divisions are, they all make teams under a team. It follows a chain of command, which maintain a protocol to reach the same goal. Team members need to communicate with each other to follow the team rules or works. The team coordination depends on a good and effective communication among teammates. 
As an example a practical life can be analyzed; a nurse who is a friend of mine. A clinic shows all the aspects of teamwork and communication among the team members. They have a nurse team, which works following a common rule. A group of nurse works under a senior nurse. The senior nurse leads them to work with co-operation. They build a schedule showing who works with which patient and how long one has to work in a shift. In that case they have to follow their leader and also have to show the skills of a good communicator. Otherwise the patient and the whole team may suffer. As the nurses have to show friendliness, open-mindness, empathy towards a patient, which are very significant skills of communication. They have to show confidence, clarity and respect towards the senior and fellow nurses as well. That means the whole process depends on good communication. Whenever a nurse play a role of bad communicator the team has to face some complications such as misunderstanding among some of them that may lead to bad terms among them. These misunderstandings make suffer the whole team. 
Effect of communication can be mirrored in just a small group of nurses in a clinic. Whereas a clinic has multiple groups of employee work together for a common goal; they all have to improve their communication skills to improve themselves as a member of a team.

Different types of communication
Communications can be of different types. People consciously and unconsciously use them to communicate. All of them have importance because the situation demands of the types. Five types of communication are important. They are
1. Verbal communication
2. Non-verbal communication/ Interpersonal communication
3. Written communication
4. Formal and Informal communication
5. Visual communication
Verbal communication: Verbal communication is also known as oral communication. This type of communication is easy and preferable for most of the people. Oral communication is a way, which can convey any information quickly and precisely. Though this is an era of online messaging using whatsapp or messenger; people still use face time and direct callsso that the speech does not leave any misunderstanding. 
In a clinic nurses talk with each other and with patients as well. Because it better expresses the message, which is trying to be conveyed. 
Non-verbal communication: Non-verbal communication refers to the gesture, posture, facial expressions and personality of someone. This type of communication is also called interpersonal communication. Because, it depends on someone's interpersonal skills. Oral communication without non-verbal exchange, sometimes draw misunderstanding. Non-verbal interaction refers as smiling, eye contact and facial expressions. 
Interpersonal communication is the main way of communication for deaf people. As they cannot communicate in oral way, they have to communicate non-verbally. 
In a healthcare organization the body language of a leader can motivate or demotivate the team members. A smile or motivating words can positively motivate an employee under pressure of works and it can gear up the team spirit. 
Written Communication:This type of communication is now a days is considered as outdated communication as people are being used to online messaging. Informally written communication may have been outdated but formal and office works still rely upon the written communications. 
In a clinic written prescriptions or case history of a patients are recorded in written. Written documents are safe and effective. 
Formal and Informal Communication: In case of formality there are two types of communication- formal and informal. Formal communication refers email, reports, memos and a very selective behavior at office.Informal communication is the style people use out of their work place. Social media, whatsapp and many more messaging ways are used in informal communication.
Formal communications are good for orders that are followed properly. It helps to finalize policies and easy to decide any course to adopt.
Informal communications give people freedom for creativity. It encourages one to share their problems.
In a clinic the communication among employees are formal. Communication between a patient and nurse is most of the time formal but it can be informal as well depending on patient's health condition and age.
Visual Communication: Visual communication is very frequently used communication. Medical industry is one of the industries, which prominently use this type of communication. New medicines are advertised to doctors to explain the qualities of medicines. In this case, the medical representatives carry informative pamphlets to doctors. Marketers use many elements such as design, colors, advertising, animations, illustrations etc. 

Communication Models
Models are made to convey any idea, thought or concept. Through a model a concept can be easily explained. There are many models of communication. Such as
1.Aristotle model of communication
2.Berlo's model of communication
3.Shanon and weaver model
There are many more models. But this assignment will discuss about the above three models of communications.
Aristotle's model of communication: According to this model, the speaker plays the key role in communication. Speaker takes the complete charge of the communication. The sender prepares a content carefully to influence the listeners or the recipients, who then respond in the way, the sender want them to. The contents have to be very much impressive to convince the receivers easily. The model says that the sender must make his or her content strong and impressive that the receivers easily can be convinced.
The sender has to be very careful about his word selection and the content of his communication. He should prepare his speech according the basis of understanding his listeners. Making eye contact with the receiver is again a must to create an impact among the listeners. A politician can be an ideal example for this model. His speech has to be strong and influencive enough to make the listeners vote for him. His tone and pitch must be strong and clear and confident. He must avoid monotonous speech, blank expressions or nervousness in his speech.
Berlo's model of communication: Berlo’s model of communication deals with the emotional aspect of a message. Berlo’s model of communication operates on the SMCR model. SMCR model shows the full form of S-Source; M-Messenger; C-Channel; R-Receiver
Source: In other words a source is the sender who originates the information. He or she creates a massage putting his or her own words. Sender uses the skills of attitude, knowledge culture and social system.
Message: Conversion of a thought of a sender is called message or information. This conversion is also called encoding. A message comprises of element, content, structure, treatment and code. 
Channel: Channel actually is the medium through which the information flows from the sender to the receiver. The five senses are used as channels to convey or receive a message. The five senses are- seeing, smelling, hearing, touching and tasting.
Receiver: The receiver actually tries to understand the information conveyed by the sender and reacts according the message. This process of understanding is also called decoding.
The receiver has to be on the same platform as the speaker so that the flow of information goes smooth. Receiver must possess good communication skills to give a reply on senders message. The sender and receiver must know about the subject of the message. 
According to Berlo's model of communication sender and receiver must be on same platform and from same culture. But this scenario cannot always be possible. The communicator can be of different culture and country. So the limitation of the model is, it is not practical.
Shannon and Weaver model of communication: This model is the most welcomed model among all the communication models all over the world. The model proposes that, the information or message is originated in one person's brain and then it transmitted as a signal. The sender is called the source of information. The signal gets transmitted from brain to mouth and then it reaches to the receiver's ear. On the way the signal goes through many interference and disturbance. Then from ear it gets to the receiver brain, which is the final destination.
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Communication Style at Workplace
A person's communication style depends on his or her personality and the environment he or she brought up. One's workplace success depends on one's style of communication at workplace. Workplace communication most of the time encourages informal communication. But people use different styles at their workplace to communicate. Here are the different styles people follow at workplace.
Analytical Communication: This communication is based on data and numbers of a company. This communication is data driven. There is no emotional attachment in words. They do not mix personal life with professional one.
Personal Communication: In this communication process people mix their emotions and try to carry on the work in a different and friendly way. 
Intuitive Communication: Intuitive communicators bother a little about the details. They are very quick in decision-making and gets creative. So communication with them is generally positive and people love to work with this type of environment.
Functional Communication: This type of communication is neither too much painful nor joyful. The communicator tries to be productive while communicating.

Things need to improve at workplace: From the very beginning the assignment is analysing about a clinic. So from the experience of a friend who is a nurse the following facts can be written. It would be better if the daily schedules could be informed by an email. The relation among all nurses can be improved by some arrangements. For the relation with patients everyone has to be more polite. 
These initiatives can improve the environment of the workplace. The nurses will be geared up to work more happily and effectively. It will help to improve the work as a team.

Conclusion:
People spend a lot of time of a day in their workplace. It would have been easier for them if the workplace gives friendlier environment. But to create a positive environment in a workplace each and every person has to work on his or her communication skills. The better the communication skills are, the better environment for work and better possibility of success.  
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