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What is communication?

Communication is simply defined as the transfer of information from one place to another.It is the
sharing of information between different individuals,It includes de sharing of
ideas,concepts,imaginations,behaviours, and written content. Communication is the way that living
beigns used to understand others,to give directions,advices,exhange ideas,feelinngs...

Why is communication important?

Communication is so important because it is what enables us to pass information to other people and
to understand what is said to us removing misunderstanding and creating clarity of thougths and
expression. Beign able to communicate effectively is one of the most important life skill to learn also
communication is too important because, without the ability to communicate we cannot do anything
because everything in this world requires communication,skill, good communication skill can help
you succeed in your career, make you competitive job candidate and build your network.

What are you going to explain in your report?

The purpose of this report is to different types of communication,the importance of effective
communication,relevant theories,strategies. This report will provide an analysis of communication
skills in the workplace, This report will analyze one by one method of communication,how some
communication skills could impact in our social environment,how can we improve our
communication skills with others.



What are the different types of communication?

There are two types of communication: Verbal and No Verbal

Verbal Communication:Verbal communication refers to the use of sounds and language to relay a
message refers to the form of communication in which message is transmitted verbally;
communication is done by word of mouth and a piece of writing.The effectiveness of verbal
communication depends on the tone of the speaker,clarity of speech,volume.

Excellent verbal communication is key to maintaining successful business relationships.Effective
communication causes productivity to increase,errors to decrease and operations to run smoother.

Verbal communication takes place through face —to-face conversations,group
discussions,counseling,interview,radio,television,calls,letters,reports,notes,emails...

Verbal communication may be two types:written and oral communication:

Written Communication:Refers to the process of conveying a message thorugh the written symbols.In
other words,any message exchanged between two or more persons that make use of written words is
called as written communication.Written communication means the sending of messages,order or
intructions in writing it is a formal method of communication and is less flexible.

Examples of written communications generally used:email,letters,postcards,advertisements,reports...

Oral communication:it is an exchange of words between individuals that involve speaking and
listening

In oral communication the sender and receiver exchange their throughts or ideas verbally either in
face-to-face discussion or throuhg any device.Oral communication is the way of expressing
ideas,information by word of mouth.

Examples of oral communication:Public speeches,telephone conversations,face-to-face
conversation,radio broadcast,classroom lectures and business presentations.

Non-verbal communication:ls the exchange or transmission of messages or signals such as eye
contact,facial expressions,gestures,postures between two individuals or two.ls communicated without
using any spoken or written word is known as nonverbal communication,sending messages without
using words either spoken or writing.




Examples of non verbal-communication:Facil expressions,gestures,body language and
posture,apperarance,eye contact.

How communication can be made effective in a bussiness organisation?

As the report mentioned above communication is the most important skill that people can
learn,communication is important to any organization and it helps in many ways for example in
customers relations,business plan and operetions.

Effective Communication helps employers whith their manager to have a clear expectations and
achieve a positive feedback.when employers know about the company that they are working for ,they
can lead and contribute with new ideas and innovation in a number of areas,effective organization will
create a strong team work skill to achieve comapny goals together

Shanoon weaver model of comunication :argues that communication can be broken down imto key
concepts:sender,enconder,channel,noise,decoder and receiver,this method says that the sender
encodes the messsage and sends it to the receiver through a techological channel like telephone ans
telegraph.The sender converts the message into codes understandable to the machine.

Concepts in shanoon weaver model:

Sender: this is the person who sends the message and chooses the channel.
Enconder: this is the sender who transform the message into signals.
Channel:is the medium used to send the message

Decoder: this is the machine who translates the message from signals.

Receiver: this is the person who receive and gets the message and provides feedback according to the
message.

Noise:is the distraction like environment,people...



Schramm Communication model:

This is a cyclical communication model it believes that communication is a two-way ,there is a sender
and a recipient,both sender and the recipient have to enconde and decode the message to interpret the
message correctly.

Concepts in Schramm model:

Source(Enconder)This is the sender,this need to be clear when sending the message and has to be able
to reads it.

Recipient(decoder) This the person or group ho has received the message
Message:is the content that has been sent the information communicaated through words or symbols.

Feedback:this is the reply for the recipient can be verbal or just a sign.

Berlo’s Model of communication:

Berlo’s Model of Communication describes the different components that form the basic process of
communication. Because this communication tool also emphasises the coding and decoding of the
message, it can be used for more efficient communication.

Sender:the originator of message
Enconder:what converts the message into signals
Decoder:the reception place of the signals which converts signals into messages.

Receiver:the recipient of the message from the sender,he usually gives feedback to the sender to make
sure the message is received .

Noise:external noise like sounds,thunder and crowd noise.



The importance of effective communication:

Effective communication is too important in all environments both work and study,| remember once
at work | was working as a waitress and there was a big confusion that between employer and
customer,the waiter took the order correctly but forgot to tell the chef the client’s allergic and also
forgot to tell to the rest of the team this special case,so when the food was ready one of the team
member receive the food and delivery to the table,fourtunely the customer analysed the food before
eat it and saw there was the wrong ingredient in his plate so he was so offended and his reponse to the
restaurant was negative,and the wrost was because the manager and the cheff did not know anythiyng
about the customer’s allergic.This would not have happened if the waiter had communicated the
information to the rest of team because everyone would have know that this dish was a delicate case
and would have been careful.

Role of culture in communication:

The culture is important on the process of commumicationit it has a great influence because every
culture has a different way of expression and to think.Depending on some places certain
things,words,roles,customs,laws expressions will be considered wrong or foreign.

The culture of every individual influences the way they communicate,behave and how they interpret
other.Every culture has rules,values,customs,criterias that a group of people holds,this values affect
how you think and act and how you speak.

Cultural differences cuases behaviour and personality differences like body
language,thinking,manners,culture defines the way we think,speak,act ...

How does communication work between managment and employees and to what purpose:

Normally managers should have the ability of good communication and expression to be able to have
a good relation with their employess ,they should have a clear lines of communication within the
organization,know to respect others,listening skill. Managers are able to gain insight,and are able to
create processes that could potentially be more efficient and effective,they sould work in the way the
communicste with the employess they can engaged and motivated their staff members.

Communication in the worplace should have a caracteristic like communicate with authority without
control your tone of voice without losing yor temper or been disrespect,using a warm and sincere tone
of voice,giving the respect taht everyone deserves.



Effective communication strategies:

There are so many strategies to improve our communication in our work environment,if these
strategies ara applied in a work envoronment,it will help to achieve good communication.

Listening:Is the most important skill in communication is the ability to understand cleraly what the
ohter wants to say,with listening skills you can interpret effectively and better the messages received.

Body language:This skill let us understand the complete message of what someone is trying to say to
us,body language are used to express or convey the information.

Control emotions:control yourself your behaviour before start or continuing a conversation to have a
clearly response to avoid conflict and misunderstandings.

Respect:This skill teach us to pay attention and wacth what we are saying when we are
communicating with other,consist in elimiante negative words or phrases,do not interrupt when
someone is talking,show appreciation thoose who are sharing their ideas,consider others’feelings.



Conclusion:

This report analyse several communication skills,which | need to develop and the skills which | need
to improve.This assigment has taught me that never is too late to improve and learn new things in this
life,to be clear abouth the concepts of communication and the differents ways of communication these
can help you to have a better communication in the workplace.This report shows the importance of
communication and how to improve the ability to communicate with others.
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ymunication Skills — Self Assessment Inventory

Communication Skills - Self Assessment
Please tick the box under the score which you

L __feel best describes you 2
Exactly Like Very like Somewhat Alittle | Not like
me | me | Wkeme | fkeme | meatall

5 4

Statements 3 2 1







