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[bookmark: _Toc37104893][bookmark: _Toc37876555]1-Introduction: 
In this report, I will be discussing what is Communication, how important is the communication for our day to day. We also are going to see the different types of communication such as verbal and non-verbal communication.
 In this assessment I will be going to explain the more important theories of communication they are the following three:
· Shannon and Weaver model.
· Schramm model.
· Berlo’s model of communication.
And as last I will be going to demonstrate how I communicate in my workplace. 

[bookmark: _Toc37104730][bookmark: _Toc37104894][bookmark: _Toc37876556]2-Communication:
2.1- communication: I can define communication as the process of send or receive an information 
2.2- Schramm defines communication as “a toll that makes societies possible and distinguish human from other societies”. (Youssef, 2005)
2.3- “Communication can be defined as the process of understanding and sharing meaning. To communicate well is to understand, and be understood. This can be achieved in the following ways:
· Verbally - your voice
· Visually - e.g. images, graphs, maps, infographics
· Non-verbally - e.g. body language, eye contact, gestures
· Written – e.g. books, websites, emails”. (Beqiri, 2017)

[bookmark: _Toc37104731][bookmark: _Toc37104895][bookmark: _Toc37876557]3-Importance of communication:
 Communication is one of the skills more important for our life, we can use verbal and non-verbal communication in our day to day. I will explain in three different points way the communication is important.
Communication is very important because it helps us in our job, how to communicate with our manager and also with the clients. The communication also can help us with problem-solving with another person. And as last, the one that I think is the more important point. Communication can help us to socialize with others, no matter the background or the culture of the people, because even if with do not speak the same language we can use non-verbal communication such as body language, gestures, and eye contact.  

[bookmark: _Toc37104732][bookmark: _Toc37104896][bookmark: _Toc37876558]4-Importance of effective communication:
At this point, I will explain why is important to have good communication.
In the first place, we need to keep in main that to having good communication we also need other skills such as listening, body language, respect, confidence, and open-mindedness. 
With good communication, we can reduce the conflict in the workplace, for example, if you work with different personalities you must require excellent communication skills, we know that everybody has  different methods of communicate if you are having a conversation with a second person and you said something that the person interpret in a different way than you, can create a conflict between them.
Effective communication is also important when we are talking about managing employees, to play this role one of the most important skills that you need is definitely excellent communication, because you need to give instruction to others, also you can tell them what you are expected  from them, and definitely you can create a good relationship with your employees.

[bookmark: _Toc37104733][bookmark: _Toc37104897][bookmark: _Toc37876559]5- Methods of communication: 
We have two methods of communication, verbal communication and, non-verbal communication, in the next paragraph, I will explain both of them.
[bookmark: _Toc37104734][bookmark: _Toc37104898][bookmark: _Toc37876560] 5.1- Verbal communication: when we need to define verbal communication, most of the time we think just about talk, but verbal communication can also include writing. I can define verbal communication as any process that we use word and writing to transmit any information.
Written communication can include: newspaper, reports, memos, and letters 
Oral communication includes dialogs, monologs, mobile phone calls. 

[bookmark: _Toc37104735][bookmark: _Toc37104899][bookmark: _Toc37876561]5.1.2-Element of verbal communication:
In the verbal communication, we have some basic elements such as: 
Language: Language is important because if you know more than one you will have the capacity to communicating with more people.
Grammar: if you try to send a letter to somebody but you do not have good grammar maybe the communication is not going to be effective.
Vocabulary: the vocabulary is very important in verbal communication because if for example, you need to write a letter for your boss and you have never met him before; your vocabulary will be your presentation letter.
Voice tone: if the tone of your voice is too high, we understand that you are angry with the person you are talking to. 
Voice volume: when the volume of your voice is so quiet, we can interpret it like a secret.
Voice speed: if your voice speed is too fast, we deduce that you are so excited about this conversation.
[bookmark: _Toc37104736][bookmark: _Toc37104900][bookmark: _Toc37876562]5.1.3-Types of verbal communication:

Interpersonal: this is the verbal communication that you have with yourself, have a sender and receiver but both of them are the same person. Intrapersonal: I can explain as a conversation between two people one of them is the sender and the other one is the receiver. Public communication: is the communication between one sender and multiples receivers. 

[bookmark: _Toc37104737][bookmark: _Toc37104901][bookmark: _Toc37876563]5.2- Non-verbal communication: 
Non-verbal communication is the process that we use to send a piece of information and communicate with other people through different types of forms such as body language, eye contact, facial expressions, gestures, and touch.
[bookmark: _Toc37104738][bookmark: _Toc37104902][bookmark: _Toc37876564]5.2.1- Types of Non-verbal communication: 

       Body language: when a person is biting his nails that mind “nervous”.
Eye contact: when you do something wrong and you are with your mom, if she just looks up you then you already know that you are in trouble.
Facial expressions: our face always says that what we do not say with our word. With our face, we can express emotions such as happiness, sadness, and surprise.
Gestures: if we raise our hand and we shake it, that mind “hello”. 

[bookmark: _Toc37104739][bookmark: _Toc37104903][bookmark: _Toc37876565]5.2.2- Non-verbal communication codes:

According to (A Maund, 2017) those ones are the five important code: “Vocal expression: sometimes referred to as paralanguage. Space: the impact of the space on communication is called proxemics. Touch: is the most powerful form of non-verbal communication; it is also the most misunderstood and has the potential for severely negative consequences if not enacted appropriately. Environment and, Physical appearance”. 
 	
[bookmark: _Toc37104740][bookmark: _Toc37104904]
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6- Theories of communication:
In the next points I will explain the three most important theories of communication by diagrams: 


[bookmark: _Toc37104741][bookmark: _Toc37104905][bookmark: _Toc37876567]
6.1- Shannon and Weaver model of communication:
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6.2- Berlo’s Model:
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[bookmark: _Toc37104743][bookmark: _Toc37104907][bookmark: _Toc37876569]6.3- Schramm Model:
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[bookmark: _Toc37876570]6.4- My own justification about all the models discussed above:
Shannon and Weaver model:
 (Mother of all Models). This is the more important model of all of them, is known to be the most effective.
This model includes six key concepts:
Sender: The sender is the person who selects and sends the message. Encoder: this is the transmitter which converts the message into signals. Channel: this is the medium that the sender uses to send the message. Noise: the noise is an interrupt of the message between the sender and the receiver. Decoder: is the receiver too, the decoder is the machine that the receiver uses to convert the message from the sender into a signal. Receiver: this is the destination of the message from the sender.
Berlo’s model:
In this model of communication, Berlo’s said that the sender and the receiver have to have the same skills and the same culture for the communication to be effective.
In this model of communication, we have just four concepts:
· Sender: is who send the message but need to have some specific characteristic such as communication skills, attitude, knowledge, social systems, and culture.
· Message: the information from the sender to the receiver; the message is influenced by five different points: contents, element, treatment, structure, and code.
· Channel: the medium used to send the message from the sender to the receiver; the channel is the five senses of a human, vision, smell, touch, taste, and sound.
· Receiver: the receiver is the person who receive the message from the sender and need to have the same characteristic of the sender: communication skills, attitude, knowledge, social systems, and culture.   

Schramm model of communication:
in the Schramm model of communication, we have three key points; encoder, decoder, and message. Schramm said that for the communication be effective when the sender sends the message to the receiver, he must interpret the message how the sender wants to be interpreted and also the sender must receive a response from the receiver. In any conversation, if the sender does not receive any feedback from the receiver, the communication is not complete.
[bookmark: _Toc37104744][bookmark: _Toc37104908]
[bookmark: _Toc37876571]7- Communication at my workplace:
Now I will explain how I communicate in my workplace. At the moment I work as a waitress, in a British restaurant. I need to use verbal communication such as speaking and writing and non-verbal such as gestures and eye contact. 
In this job I learn so much about how to communicate well, and all the importance of have an excellent communication skill, I improve my listening skills too because it is crucial for good communication.
[bookmark: _Toc37104745][bookmark: _Toc37104909][bookmark: _Toc37876572]7.1- Verbal communication in my workplace:
In my work, I use verbal communication to communicate with the clients for example for taking the order of the drinks and the food. Is important that I have an excellent communication skill because sometimes is not just taking the order; also, I need to explain to them about the allergies, which food they can have and many more things.
Also, I need the oral communication with the manager, if I need to explain any issue with the customer or with anything else.
I need to use writing communication, to communicate with the chef and like this they know which dish they need to prepper.
[bookmark: _Toc37104746][bookmark: _Toc37104910][bookmark: _Toc37876573]7.2- Non-verbal communication in my workplace:
the non-verbal communication I use then more than what I imagine, when we are busy in the middle of the service, we do not have time to stop and talk we nobody, thus that, in those moments we communicate with eye contact and a lot of gestures.
For example, if I am busy and I raise my hand to one of my colleagues and I pointed to one specific table, they already know that I need help with that table.

[bookmark: _Toc37104747][bookmark: _Toc37104911][bookmark: _Toc37876574]8- Conclusion:
In this assessment, I focused in to explain everything that I learn in my first term about communication.
I explain what is communication in three different ways. The way the communication is important for our life and also way is important to have good communication.
I talked about two different methods of communication:
The verbal communication and the different types and elements that this communication has.
 Non-verbal communication and the codes and different types of non-verbal communication has.
By diagrams I explain all the three different theories of communication that we consider more important, they are the Shannon and Weaver model, Schramm model, and Berlo’s model.
And for finishing the report I talked about how I use the communication in my workplace. 
[bookmark: _Toc37104748][bookmark: _Toc37104912]
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