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Introduction:
[bookmark: _Hlk17752995]Communication is a means of conveying one’s emotions and thoughts to others. It is the art of letting others know about the matters going on in one’s mind and create a bond through delivering the message (Roy, 2010). The act of communication may be done either verbally or non-verbally. It can be indicative or expressive, written or spoken depending on the person’s choice. Communication is the pathway that clears the bridge between individuals by expressing their words. Therefore, making a clear communication and knowing the proper means of communication is of utmost importance. An understanding of proper means of communication makes life easier both in personal and professional lives. Thus this course conducted on communication helped me in understanding how to picturize my thoughts into words and convey it to others. This also helped me in my workplace, Willow Bank Residential Care Home, a care home for people with dementia. In dementia people tends to forget things, thus they need to be handled with care and a proper communication is the best way to help them recall things and maintain a normal life. Thus learning about the different ways of communication from this course and using them in my real life helped me really do better in real life. 
Types of Communication:
The messages one wants to convey can be delivered in many ways. Communication is of various types based on the way the message can be best delivered by the person delivering and understood by the recipient. Thus a proper choice of the mode of communication is very important in real life and specially in the workplace. There are three main types of communication. They are:
1. Verbal Communication
2. Non-verbal Communication 
3. Written Communication




Verbal Communication: 
Verbal communication is the communication between individuals by delivering speech. Here the thoughts, ideas, perceptions and knowledge of the sender is delivered by speaking (Collins, Anne, Diamond and Burke, 2011). It is the most common way of communication. Our class lecture gave us a clear elaboration of verbal language where it said that verbal communication is simply the things we say. Some great personalities like, Nelson Mandela, Martin Luther king and John F Kennedy were great at verbal communication and made it their strength throughout their lives in order to achieve their goals. It is very important in workplace. In Willow Bank Residential Care home, I need to use verbal communication. My class lectures helped to make my verbal communication better in my workplace. For example, Whenever, I talk to a new client I greet them with a very polite tone. I talk in a very friendly and welcoming manner in order to make them feel comfortable in the care home. Not only that, I also follow the things learnt in the class while talking to my seniors in the workplace. I have to report the daily works to my seniors every day and they had chosen me for this for my confident way of verbal communication with everyone. I try to convey all my messages in clear and simple way that is understandable by all. Not only that, the knowledge of proper communication helps me to distribute duties to my juniors in the workplace. Mostly, I always keep in mind the tone I need to use while communicating. And a good communication skill made a very good leader in my workplace and I can smartly explain their duties and assign them with their daily rosters. 

Non-verbal Communication:
Non-verbal communication is the way of delivering one’s message, thoughts and ideas without actually saying anything. It is a way of communication through signs and signals. It can be through facial expressions, eye movement, body posture and so on (Ekman, P., 2003). . This is one of the most important and used means of communication. In non-verbal communication people conveys their emotions without making a noise. When a baby is born they first learns to make nonverbal communications and then gradually learns verbal communication as they grow. Non- verbal communication was beautifully explained in our class and this helped me to a great extent in my workplace from the very beginning starting from my interview. In class I was taught the importance of my body posture and that it would speak for me. And to my utmost wonder this proved to be right. As I learned dressing beautifully and formally, and a having confident smile with a smart look would convey the message that I am not scared and ready for the interview, I did so on that very day. I sat with a formal posture and without saying a I was praised for my gesture. Before starting to question me, my interviewers were already impressed and then I understood how important non- verbal communication is. 
Not only this, this is the language understood by all, even by animals. Animals can read expressing even though they cannot understand our language. I have a pet dog named Snowy. Whenever I wave at him he understands that I am calling him, if I narrow my eyes he understands that I am angry. Such non-verbal communications were also taught in class with picture visualisations. It helped us to understand different expressions and emotions without any spoken or written words. But there are also some drawbacks of non-verbal communication. Many times we tend to trust expression way too much. In class we were taught that a person speaking lying will not look eye to eye, will sweat or tremble. But in many cases it does not occur. Thus a clear understanding of non-verbal communication and evaluating it before accepting it completely is extremely important.

Visual Communication:
Visual communication is the communication conducted by showing various gestures. It is a way of expressing thought through visual representation and understanding through the signals received. For example, the traffic signal is the best representation of visual communication. In workplace a thumbs up to the patients makes them feel positive and a hug makes them feel like home. These gestures, without even saying a work does my work in the workplace and helps me acquire a better place there.

Written Communication: 
Written Communication is the means of delivering message in a written format. Here the sender writes the message, their thoughts in various ways to express themselves and the receiver reads it to derive its meaning. Written communication is very important in workplaces thus our class lectured emphasized deeply in written communication and taught us the best way to communicate in written form. Examples of written communications includes our class lectures where our professor beautifully conveys his knowledge to us in class. Not only this, in workplace, it is the route that helps us get the job. That is, a professional and impressive CV along with a good cover letter helps us get a call for the job. Further, in my workplace, the Willow residential care home, I need to communication by writing every day. I need to send e-mails to the suppliers about new products, post advertisements on social media, write formal letters, applications and mostly maintain a register to keep a record of all the daily activities. All this means of communication was taught in our class.
The various types of written communication are used every day and each have their own type of representation and unique type of use. The materials provided in class help me learn how to do it correctly and what materials to include in my written communication. Written communication can be formal or informal write for external or internal recipients. Thus the choice of type of writing is made based of it. I often use letters and applications for formal communication in the Care home, make reports of the monthly activities of the care home and make memos for the daily works. To make my communication I use simple languages, paragraphs, proper grammar and punctuations as taught in my class. I also avoid tautologies and clichés in my writing to make my communication clearer and easier to understand.

Formal and Informal Communication:
Formal communication is the via of communicating in an official way. It can be through written communication like letters, emails, reports or verbal communication in the form of meeting. It is most used in workplace while setting policies or among strangers. 
Whereas, informal communication is a casual form of communication. Advantages of informal communication is that it enables people to communicate freely without any boundaries. It is an open door communication.


Models of communication: 
Conveying a message follows some a general cycle that is a sender send the message and a receiver receives the message and sends a feedback. Models of communication have been made to make understanding communication easier. There are three main models of communication. They are:


· The Shannon-Weaver Mathematical Model 1949:


This model is considered to be the mother of all communication models. Here, an encoder (sender) sends the message through a channel (the medium used for sending message) to the decoder (machine)to the destination (the receiver) (Littlejohn, S.W. and Foss, 2008). The channel is sometimes interrupted by a noise (sounds from environment) that interrupts the message to be send to the receiver. But it is more useful in person to person communication rather than among groups. For example, in my workplace, the Willow Residential Care Home I need to communicate with many clients every day, using this model I always care for the external noise and take feedback from the clients to be sure that they understood all the messages I conveyed.
· Berlo’s Model of Communication
[image: C:\Users\HP\AppData\Local\Microsoft\Windows\INetCache\Content.Word\Berlos-SMCR-Model-of-Communication-Berlo.png]
This model has 4 main components. It has a sender, channel, message and a receiver. The sender sends a message through the channel and it is received by the receiver (Schulz, Peter and Paul, 2013). It mainly focuses om the fact that the message is encoded by a source before it is send by the sender and decoded by a channel before received by the receiver. The drawback of this models that it has no scope for feedback.
· Schramm’s Model of Communication

According to this model the communication is a two-point pathway. It is made up of a receiver and a sender and an interpreter (Schulz, Peter and Paul, 2013). It picturizes the communication in a more practical way. But the drawback of this system is that it does not focus on external noise that would interrupt the interpretation. While I send emails I use this model the message is encoded by the computer before sending and the decoder from the other side decodes the message before the receiver receives it. 
The lectures discussed in class helped me understand the models of communication well and use it efficiently in my workplace for the best employee outcome.

Method of Successful Communication:
We all know that communication is a means of conveying message but in order to convey the message correctly and to make the receiver receive it correctly knowing the ways of making a communication successful is a must. A good communication can make oneself a good employee and help to obtain a good position in a workplace. Making a communication successful requires only 5 basic steps as taught in our classroom. First, it is important to tell everything about a brand to the employees as they can communicate about it to others (Nageshwar and Rajendra, 2014). A clear discussion about all the features to the clients is also very important. Secondly, we need to use the right tone with the right person. Thirdly the message should be conveyed in the simplest and in the easiest to understand format. Next, and the last two most important parts of a successful communication is to take feedback from the opposite person and be a good listener while the other is conveying their message. All this knowledge obtained in class help me in the Willow residential care home. Thus once the discussion is over it is important to take feedback. Like, in the care home, as soon as I have completed speaking to a new client about our residential home I ask them about their opinion and try to understand from their expression the nonverbal feedbacks they have on their face (Ekman, P., 2003). Not only that, I consistently talk to the residents of the care home in a very gentle manner to give them a homely feeling and take their feedbacks which helps me understand if everyone is getting the best service or not. These communication skills helped me make the care home a better place for its residents.








Conclusion: 
Lastly, it can be concluded by saying that, communication is one of the most important tools in our everyday life. No matter whether the communication is made verbally, non-verbally or in a written format only a proper understanding of communication can lead to a successful communication. The knowledge I received from class not only helped me understand communication but also helped me to become one of the best employees in my workplace.
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Ex.1. Read the following passage and answer the questions on the next page.

Improve Your Communication Skills

Successful leaders are able to meaningfully communicate with others. Steve Jobs inspired
his employees to strive for perfect hardware products. Jack Welch mentored the senior leadership
team of GE to new heights. Jeff Bezos is known for articulating the Amazon ethos clearly to
employees and the world. How can you improve your communication skills in order to become a
more effective leader?

One study found that nonverbal communication accounted for 55 percent of how an
audience perceived a presenter.That means that the majority of what you say is communicated not
through words, but through physical cues. As with most leadership skills, receiving honest feedback
from peers, managers and members of your team is critical to becoming a better communicator. If
you regularly solicit feedback, others will help you to discover areas for improvement that you might
have otherwise overlooked.

Engage the audience in discussion. Regardless of how compelling the speaker is, all
audlences have | Ilmlted attention spans. To become a ‘more effectwe commumcator»_make
presentatlons and dlSCuSSIOnS interactive. Ask the audience a questlon encourage people to call out
their thoughts during a brainstorming session or at the very least ask hypothetical questlons to~
stimulate the audience.

Master the art of timing. While some of their jokes might not be appropriate for the
workplace, stand-up comedians are certamly effective communicators. Comedians like Louis CK,
Chris Rock and Dave Chappelle are able to host compelhng 90-minute comedy shows, in part
because they are able to feel out their audience to determine when to move on to a new topic or
when to reiterate an idea.

A recent study revealed that people generally retain more information when presented WIth
novel, as opposed to routine, SItuatlons To help audience membérs retain information, “consider
injecting some sort of novel eventintoa presentation. This might be something funny, or something
that simply catches people by surprise.

Mge\thﬂ \f’uﬂk-" This is what Richard Branson tells business people who want to
connect with others. To communicate effectively, first listen to what others have to say. Then you
can provide a thoughtful answer that shows you have taken those ideas into account.
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1. In your own words, what is nonverbal communication?
2. According to the text, why is it important to engage the audience in discussion?
3. Which advice do you find most useful and why?
?
4. How could you improve your own communication skills? -~ #Cu ,/ a [k/ v M/{{,/

o ol by )
CE iy v\\mr\\ avug d
(-913“ S - \N\m‘)‘l‘]*mm\\ 40 @m&am@ "H’\'pauAlQhCe
LD CUNOY e

\n Ao Lol Weg we ,mp\ KA '

Wy fmpo,w;lm"f {o _commiuniake U{neqop@«?ef
i
L

)3 Haak Svoopun ™Me acdifwe v Arounyion
av-_ I w»mw‘ KFJ’W(/{]} f) \'Wrxulxp ew wer oan 1

\/ ‘Hre &UJMO\ L3iom 120Akand px&l/M\I\OV\ i /Jh"”FM MO
e ubd (AN 2 verd  ooasd aduies ko undesptod
and oﬁdfma 2o ‘rn%op@mﬁdl J

Commun k%)

people mugre xnaw JO
(90\1\4

Lecturer's comments: _V(bal  puand  Wong U ((IV . fo  wiHla lomm-

meekow 5 NI vabel 4 f%-

8Q OLW&IWW%MOI lon, we

Lecturer’s signature: \L/// e Date: ( f/t © ? ?é/ Jb

NV
& 2|Page




image6.jpeg
@ \estloal ¢ ~puticd fon -
%

Nl [ o 29 e (,xwr

3 ) hitley Commevic auv -

(/{ /r’y/md and 4'7 7V7<Z"

Visuad ( ?—'mm:m nafion .

40 communiaatl o,

N
o ,m\ lon can a&bo

t';V‘ "4“7&1] Tomminication »\L«m@ oan
e clled 1.5 /"hva@ commoniael fon, (T (3@ Am —\pqm
j communiaacion -ttt bappens md}c\ﬁ‘ﬂ e PE(\P_?Q

bnoen an verted) commumm(lmw Cwn o

vr.-—:'-i ,, vioe Whalbs o UBING F‘Mﬂv\o
{J!{l» pe*\wcm@ OLFdM o phene. Cmibﬂ
co ,CI/J uye * e evective and i
fnu"ln mose vwomen W ('cm the rveA)mF
5 '«Jcﬁjs VF“‘»! commonicat \o a\/\ \wx O?r nt
A%’rl and s gol(Pd ovsoke " a
'V%hé\“du’p Lromple pé‘opge ‘U\J\Ej uueae ‘ECA V‘“’v
VEHbd) é (ommu?{\\comom 59 : a
A Mavdelb: .
* Meortin  tother Koy
Sk, £ Memedl ) :
Mabatmer. Gomds =

N
o « @tbﬂ/jﬂ@qp@w@ww <ﬁaqumn

Cammivniced o wilkovt wosd wf




image7.jpeg
A 3¢ Aelled
Dos Seciii Ay
2 Deavoye uape” @9 iy o
3 g i T e Dlvodd oo non etk
2 e % o <invdn ane  owe ol the est
C EXER O 9y ) ;o \
o =l 1031 won-vea Ul communteodion:

=y
SWatHeyy

2 ommu nfr\‘,,.L \Wﬂ,r e oy
on ol e Y, (ickon o oot ooy
% : numb e by i e; seaning

the e *ux s ever weuean)
‘“J.M \zr«o [as v.ﬁ ohon o - W’Ud\ T Ape O

e \m at the mon] commav)  {o%xmss ol
’E‘W\mumsu H‘W\. uped 1l A ‘/) J.',,,,‘i i
77 l,md(V\ I commun e Lo i PR

mwnﬁ v wm 1.

W Whales op - and alhesy vl ne
51) PP belve umed 'rv,ovmm} Al

é ) J)( \.‘7’\'*) commual r)n'\'\nr coav "J"ﬁ

°(7V"i ON W l‘l"«wd “The D,\\mw\ﬂ ol wnitlen ":‘f’\VVU"KV-l

Wb Aol AL sets an e RaalVisond ence o decision

| he> beev daken . fi puohlem with mefM comtmunies

\\Al‘"\ b\ ecomen Yoo Abpmal ovad W\“‘\\A‘\ W e

550 o wvouu polidiaal goaders wien wai \PV\
mmvman \cm vo uned - Newy CPENS e et

5@”&1 len p m;vy“@/\ wosidrs wieh csqem\f' aaﬂ'\“[‘\few\j

Fonmef m»ci Enlommall 157 Thesre !/>-]wo
el ion LU\II€V\ (‘owmdewm
_[ Htc commuicatiovt O (D: A
Q,,,,,dg an VF row\mw\\oa\\on qu\q
toy be @vmz Qfﬁg; A drs, meEmal 91 g%e;)e

ifen mﬂe\
1= mv@]&gﬁﬁ kouy docuwéwm‘w ewnderce Nl

ﬁﬂm Ao, &é b0 —\Ciﬁ, wﬁ\'\ \“er_v‘\b \}:’MUA

Y

Suolh M doc umeEn

%1 dgugbmv\\ﬂﬁ :
) Ao %&L&mmﬂg anm Qe
4_——4




image8.jpeg
N omd el | E

(rnadiz & 57 o). cormmmiatlis,

| .  adogle ! v
Rl = 3 5 .

e oo in calglishivg g

sl e >) A ‘

fommal  commonicdion j o ‘ e SEP ]

S 1 ennuatingy @

to
«yj w“v‘l’” W‘ o\';\/dl Y::vv(t P):'\

fw[ﬁa:md/ p:vmvmm'lou{]ow =

helpn The ! Open, ooz

| R Dl i Vealion
.“”’”"_jﬂ ':T_"igmﬂ«ﬂ[z)(’ Some conlident ond

.ﬂarw‘:m:\ with theist ideaAn and crea N’é.{‘
-ed94

Acanleder o

C/

Hi uJﬂrer fhmmuw?m‘flﬂw Aoern m‘f\ mc,\\e
wlo Yﬁp.po‘ PR

b Slormad Halls  ewouro ) to ghare
’Mﬂ??ﬂm?ﬁ"ﬁ\bp 5p i P-()e

@V;Amq Commumc«c\ \on - O o Haen

cderdlsien AW ok Wiy wu
mmmat%m s Meoe epiond A
Commum o] mvi s fesrs No an novi— b

ommonicdtion et o zeme o z" s
mu e ‘%«gft\ fEDAES o
aud c \OW —w\h Mv)-\
\/a91mu/> ;r€/>, SN @t op UIAEN m,
L(nmuyf ¥ " Aome awe@@' VV)UMQ g@ﬂﬂmmﬁ

‘ '3" i mille with tho el VIPNU'c
i I e




image1.png
T

FeenAce





image2.jpeg
| Encodes . [ 1 [ ] Decodes [
Source | Messase | | Channel | | Receiver
I | | I
Sk“'h ¥ Content Hearing x
Attitudes Elements Seeing Attitudes
Knowledge| Treatment Touching Knowledge
Structure Smelling ss;ifr'"
Culture Code Tasting Culture





