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WHAT IS COMMUNICATION?
Communication is commonly used in the workplace, organisation and the environment. This is the way of exchanging information in the form of messages, signs, opinions, thoughts and eye contact. Communication of information like messages, opinions and speech can be done in a modern way through the internet, telephone and mobile. The way by which we can communicate to each other is speaking (Kinnick and Patron,2005).
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Methods of communication:
verbal communication includes sounds, words, languages and speaking. Good communication in the work place is about effectiveness in making ideals clear. Most workplaces require those who are competent in writing, computer literate and able to read etc. Verbal skills are an inseparable part of business communication. In a company or business, you come across people from various ages, cultures, and races. Fluent verbal communication is very essential to deal with people in business meeting. Moreover, in a work place self-confidence plays a vital role because fluent and clear communication skills can lead to success.
Non-verbal communication: This communication involves physical ways of communication such as tone of voice, touch, smell and body motion. Also, symbols and sign language are also including in non-verbal communication. Body language is also non-verbal; this contact conveys a lot of information by communicating verbally to someone. Another example of non-verbal communication is physical contact, like, shaking hands, pushing, eye contact, facial expressions all these are different ways of communication. 
Written communication: Written communication is writing the words which you want to communicate. Good written communication is essential for business purposes. This communication is practiced in many different languages like E-mails, reports, articles and memos which are some of way of using written communication in the workplace. Moreover, written communication is also used for informal communication purposes like mobile SMS.
Visual communication: Visual communication is the visual display of information e.g. topography, photography, signs symbols and design. This kind of communication is used in advertising. Communication work effectively with Management and employees on the purpose of respect. Good communication at the workplace must identify the different methods of communicating with others, observation skills can overcome certain barriers in communications by listening. Use appropriate verbal and non-verbal communication skills. We consider ourselves a visual communication, because we really like to focus on telling our story through visual content, we personally believe that visual storytelling is an balance of visual communication or a product of visual communication in fact, there are 2 main products of visual communication visual storytelling, information visualization visual storytelling is about providing a full narrative through visual content where you really taking somebody through a beginning middle and end. Information visualization is about presenting the information in a visual way without providing any conclusions and instead of letting the viewer come to their own conclusions, but what is visual communication in the 1st place, visual communication graphically represents information to efficiently and effectively create meaning, now here's the real key with visual communication when necessary limited text is used to explicate the meaning what we mean by that is you should not have to rely on the text to understand the visual, instead the visual should always speak louder than words, so for example think about the caution wet floor sign that sign on its own without the words caution wet floor, let you know immediately you could slip you could break your back, you could hurt yourself really bad if you go across that floor that's wet just by looking at the image you know that you do not have to read the words caution wet floor to understand that is visual communication, now when you combine that very good icon that ends up being a universal image and you combine that universal image with short form text like caution wet floor you actually can increase understanding by 90 percent, and This is why visual communication is so powerful infographics take universal iconography and combined that iconography to tell a story or to get information across motion graphics that are produced very well through the exact same thing, any type of visual communication that you are focusing on should rely entirely on telling the story with visuals. 






[image: ]      Different communication models: 
The Shannon-Weaver Mathematical Model,1949, explained the fundamentals of communication and other messages, the first element is the sender. The second element is the message, now the message is the information that needs to be transmitted the third element is encoding, this could be the language choice of words or even speech and clarity. The fourth element is the channel, now this is the medium on which the messages is transmitted, in the user services environments, this could be over the telephone over online chat or even via email before the message gets to the recipient's it needs to be decoded. Now this is the fifth decoding is the understanding that the recipient places on the message. The sixth element is the recipient, now in order for the message to be received by the recipient in the manner in which it was intended to be sent by the sender, there needs to be a feedback loop and this is the seventh element, the feedback loop is continuous and happens from sender to receiver and back from receiver to sender, also take note that it is the sender's responsibility to be understood in a manner in which they have intended to be understood. This will then in turn alive with the receiver who will then become the sender and on and on the process goes (Weaver,1949).
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[bookmark: _Hlk17093557]         Schramm’s Model of communication explained the model of communication made by Oscar and scrapped, for example you want to text your friend, hello you want to eat out later? inviting him for lunch is the message we want to tell him, second is the encoder, the encoder is a person who sends the message and where the message originates from, raising the previous example since you are the one who sent the message you are the one who is entitled to be the encoder, the decoder  is the person who receives the message. In this example if your friend is the person who received the message as the message was addressed to him, he is the decoder when your friend replies to, you become the decoder. Lastly, we have the interpreter is the one who tries to analyse an understanding, as you may be wondering why three rules are there when there are only two people talking. This shows that communication is circular in modern nature (Schramm1954).
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Berol’s Model of Communication by David Kenneth Berol (1960), this model of communications suggest that the speaker is the one who drives the entire communication, the Berol’s model of communication considers the emotional aspect of the message the variables models operates on the SMCR model. David Kenneth Barlow wrote the process of communication in his book, he focused on the purpose and objectives of communication and creative Berol’s model of communication, which he developed from Shannon and this model includes verbal and non-verbal communication, it also considers the emotional aspect of the message here's, Berol’s SMCR model of communication you have the source, the message channel and the receiver. 
           The 4 factors of the SMCR model Berol’s (1960), The Sender-person who originates the message. The Message-the content that is being communicated. The Channel-the medium being used to transmit the message. The Receiver-The person who the message is directed to.  the sender he's the one that transfers information through the receiver after putting thoughts into words how does the source transfer is information to the recipient, it's done with help of communication skills attitude knowledge, social system and culture, next to your message when an individual converts his thoughts into words and a messages is created the process is also , encoding, channel send through the medium of how the information flows from the sender to the receiver. All the 5 senses are the channels which help human beings to communicate with each other, finally we have our receiver with the message reaches the receiver he tries to understand what the listener wants to invade, and then response accordingly this is also called as decoding. The problem for this model, first there's no feedback, doesn't mention any barriers to communication, known or noise or it's a complex model because it is a linear model for communication, but it needs People to be on the same level of communication to occur (Berlo1960).
COMMUNICATION IN MY WORKPLACE
         The importance of effective communication. I was working with my supervisor one evening at a building site, and we are using the mobile tower to work on height level fixing some lights bulbs and cabling, He was on top of the mobile tower about Ten metre height and we are subsequently busy, we do not even have time for break. Because of the noise at the site communication was very bad and he came from different culture and country just like me. After more than two hours from our brake time, my supervisor said to me brake, that what I really heard, not knowing that to release the mobile tower it brakes so that he can move to another place of work. I did not receive the communication well or feedback, I just went to the toilet and wash my hands and I went to the shop, and I started to wonder why that my Supervisor told me to go break and he does not suppose to work alone because of health and safety reason at the workplace. He tried to call me on my mobile phone, but he cannot reach me because of the poor reception in the building, so when I returned to work, I did not see him at all, I to the Canteen and the smoking area he was no there. When I was coming back, I saw him towards the entrance very angry sad that you know you have to tell me if you want to go anywhere, I said to him, you told me to go for break. He said that “no I did not say that you have to go for break I said release the brake from the mobile tower” I said sorry to him because I only heard break, he accepted my apology with a verbal warning. I should have used the Shannon Model of communication the feedback loop.
     The Challenges or problems of communication in workplace. The words you use, the tone you express the words in, speaking in a high or low voice and extremes voice can have negative impact on communicating. Poor insight posture, position in body language, behaviour, not listening, having to conversation at the time and interrupting. Other people’s conversation in the background, notices such as music, TV, someone on his telephone on in the background and one or two people trying to attract your attention at the same time. Not actively listening to what is being said, not asking enough questions to clarify the information, different in preferred language culture, intimidating to make someone feel uneasy and uncomfortable.
       Solutions to solve the challenges/problems of communication workplace by make sure you aware of any cultural or religious practices of individuals before communicating, take your time when speaking, use language that will be understood and acceptable, speak calmly with an approachable tone. Do not swear, use aggressive or abusive language even frustrated, always ask if an individual has understood or happy with what you have said or if they have questions. And finally ask for constructive feedback from your managers, supervisors and your lecturers on your communication skills. Reflective practice helps to improve communication skills should similar situation arise in future.
Conclusions:
Good effective communication with your peers, family and your workplace, your skill contribution and actions can help to improve your organization and workplace. Communication breakdown as a result of many communication barriers that be credited to the sender or receiver. Without good communication nothing can be achieved, therefore, developing communication skills is a must. One must understand that all these forms or types of communication are very important, and one must develop communicative skills in all the medium. Communication is also important, because choosing the wrong medium undermines the message.   
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Ex.1. Read the following passage and answer the questions.

The professor and the village people

‘A Professor of nglish st a well-nown Welsh University ived ina lrge house not far from a e vilage. He
never went ino the viage, bur shopped inthe town near the University because he had nathing in common
with the ilage people, who were largey uneducated and did manual jobs, One ight, the professor fel
asleep while smoking his pipe and the ipe ell onto the carpet and staced a firc

When the professor awoke and saw the house on fire, he rushed into the vilage,screaming:

The edifice is being consumed by agreat confagration!

The edfice is being consumed by agreat confagration”

‘The vilage people looked at him and continued doing what they were doin.

Donft you understand?” He sad. “The edfce i being consumed by 3 great confagrationt”

“They ignored him.

‘When the Professor retumed home, he saw that his house had been comletely destroyed. He sat down on
the ground and wept. The next day, he went nto the villsge crying. ‘Why, oh why did't you help me? My
ome has been destroyed by the ire. | come and begged you last right” He wept.

“But Professor, why did't you say that your house was on fre? We would have helped.”

Q1: Why didn't the village people help the Professor?

Q2: What should he have done to get them to help him?
Q3: Whose model of communication do you think can explain thissituation?
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Ex.1. Read the following passage and answer the questions on the next page.
Case Study: A Day With The Chief

Mark is a top-performing salesperson at a pharmaceutical supply company. As 3 reward for his
performance, he s treated t0. trp to the corporate offce in California to meet the chief executive
officer, Ms. ils, Mis. Mill is known around the offce as the "Wicked Witch of the West” because

of her short and sometimes abrasive demeanour

Marks co-workers share "hortor staries” of thelr encounters with her, stating that e rarely makes
eye contact, never smiles, and disikes being approached unless she intiates the conversation.
Although he s excited to travel, he is lsa nervous about what he and Ms. Mils might talk about.
He prepares by thinking about how he can share his sals srategies and techniaues. On the day of
the meeting hewaits patientlyfor Ms. il asistat to call i nto heroffice, When he's escorted
in to meet her, he s shocked to see apetite woman behind the large desk smiling back 2t him with

Kind eyes. He approaches, shakes her hand, and wats for her permission to st

M. Mils i nothing like the horrible person they made her out to be. Ms. Mills asks Mark several
thoughtul questions about why he i successful, ways the staff can be supported, and how the
company fitsin with his professional goals. Mark feels more and more comfortable as she leans
forward to lsten intently o wha he i saying. Mark loosens his tie, crosses his legs, and begins
sharing stoies of how he feels his immediate supervisor has droppe the ball on more than ane
occasion and that the team would be better i more money were alocated to incentives and
bonuses. Mark immediately sees Ms. Mils” eyes begin to squint and her brow furrow. She stands

up abruptly and says ina gruff voice that their time is up and that her assistant willshow him ou,
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In-class exercise 2

L. Given the professional context, what would you have done the same and/or differently if you
were in Mark’s position?

2.D0 you think Mark accurately evaluated the context? Why or why not?

n factors led to the change in the chief executive officer' disposition?
rove his communication skils?
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In-class exercise 1

£x2. Read the following brief and write a business email according to the instructions.

You are Difector of Communications at your company and you would ike an employee, Jack Danils, o join
your Communications Traning team.

~Tell 10 why you are writing
~Say what you have observed and like about his communication sils

~Tell imwhy you tin hs would be sn asse o the tearn '.J‘q
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Berlo's Model of Communication
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A Source encodes a message for a channel to a receiver who decodes the message:
S-M-CR Model.




