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Introduction
Communication is the process of transmitting information by speaking, writing or body language from one place, person or group to another. Each communication requires (at least) one sender, a message and a recipient. These involve our emotions, the cultures, the medium used to communicate and the location. Communication skills are important and beneficial in management because it helps to achieve the success in all jobs and provide a functional planning. The value of managerial choice depends upon the quality of communication. (SkillsYouNeed , Accesed:28 April 2020)
In this report I will show the importance of communication skills in the workplace and I will include relevant theories who support this skill with few class exercises. 

Effective communication in business 
Effective communication is important in business organisation because it can improve productivity, reduce potential for mistake and facilitate understanding between colleagues. In business employees must be free to share their feedback, interesting ideas, criticism and those things will help to develop open communication within colleagues in order to achieve the goal. Relationships between managers and employees are extremely important because they can make or break the business organisation. Building and maintaining a strong relationship it will increase productivity and motivation among employees. Another important key aspect of communication is to involve strong connection with clients and providers. Being in touch with the customers will improve the sales and loyalty in business. Effective communication in customer services are via e-mail or voice-mail. Effective communication also allows companies decision to be made faster, increase business activity and award a competitive edge for the business. 
The keys of a successful business are innovation, creativity if those things are affecting the progress will stop in business. Brainstorming sessions and team meetings are a good way to analyse people and share ideas. Effective communication keep progress in business, provides excellent service and potential for development. The benefit of effective communication in the workplace are infinite and should be a primary focus for managers of all organisations. (Effective communication, Accesed:29 April 2020)


Relevant Theories about Communication 
Models of communication are used to explain the human communication process. In 1948 was created The Shannon-Weaver Model of Communication by Claude Shannon (engineer and mathematician) and Warren Weaver (scientist) and they are  trying to find  a solution in order to simplify communication in to a model for engineers .The Shannon-Weaver model divided communication in 6 key concepts: Sender(is the person or object who has the information), Encoder(it's converting the message into signals sent from sender to receiver), Channel(the medium used to send the message) Noise(the message can be affected by external noises: horn sounds, thunder) Decoder(the reception place who transforms signals into message)and Receiver(the recipient of the message from sender and he can give feedback to sender in order to check if the message was received). The 7th concept is Feedback and has been added by Weaver's. 
[image: ]Shannon-Weaver Model of Communication (1948)
(Businesstopia, Accessed:29 April 2020)
This model is demonstrated how messages can be distracted from external noises. For example: if there are any problems occur in network which can affect the mobile phone communication or distract the message. (Businesstopia, Accessed:29 April 2020) 
A good example of this model communication is the case study in class: Pedro and Maria. Pedro misunderstood Maria because of the noise from building site and this confusion is analysed by Shannon-Weaver in his model of communication: if the message is affected by the noise, the receiver can’t get the correct information. This problem can be prevented if the receiver (Pedro) are given a feedback to the sender (Maria). In Pedro and Maria, the Sender is Maria, Encoder: telephone, Chanel: cable, Noise: external sounds (noise from building site) Decoder: telephone and Receiver: (Pedro). In this example the feedback is not present. 


Model of communication by Wilbur Schramm (1954)
[image: ]In 1954 Wilbur Schramm find a two-process circular communication between sender and receiver and is inspired from Osgood Model who gave a circular form a communication. This model doesn't discuss about noise and it assumes the moment of   encoding and decoding the message. (Study Rotunda, Accesed:29 April 2020)
(Study Rotunda, Accesed:29 April 2020)
An example of model communication by Schramm from daily life: Maria and Jessica are going to the park to practice some fitness exercise. Jessica decide to go on the corner shop for buying some sandwiches for her and Maria ask: “Please Jessica buy for me a hot drink because I have problems with my throat!”. Jessica went to the shop and she bought for Maria some warm water with lemon but Maria wanted a cup of chocolate coffee. In this situation Jessica has a different interpretation because she wasn't on the same thing as Maria and Jessica failed to understand Maria information. In this case it was Maria fault not Jessica but actually the differences in both their circumstances are to criticize.


Model of communication by David Berlo (1960)
In 1960, David Berlo recreate the Shannon-Weaver Model and in his case the process of communication is based on 4 components: Sender, Message, Channel and Receiver. Each component is affected by different types of factors: language, attitudes, feelings (the rest of the factors are presented in the table). His model is describing what is happening before sender sends the message and receiver receives the message. Berlo’s model contain verbal and non-verbal communication. (Businesstopia, Accessed:29 April 2020)
According to Schramm and Berlo noises created by different types of factors (social, educational, language etc.) can modified or distract the content of the message. During online lessons we discuss about an example who describes this model in “The professor and Village People “. This example is reflecting about communication between a teacher with a different culture and level of education and the village people which most of the time are working hard and the education skills are basic. In one day, the professor house has started to burn and, in that moment, he starts screaming for help but in different types of words which was impossible for the village people to decoding his message. The message couldn't be decoding by the village people because was a barrier between them and that was the language. When someone want to be understood by others the first thing is to use the same language otherwise it will be happening as in “The teacher and Village People “. The feedback is essential in communication because is a reaction of receiver to the sender message. After decoding message, the receiver sends his response to the sender in order to complete the process of communication. 
[image: ]

(Businesstopia, Accesed:29 April 2020)





The importance of Effective Communication in my life
Being able to communicate effectively is the most important of all life skills. I can't imagine my life without communication. That means no tone of voice, no body language or facial expression, no words and these can make our life extremely hard. When I communicate effectively, all the people can understand me and this can avoid the errors of communication. One of the best and beautiful examples of effective communication is mother and child relationship. As a mother I need to understand the language of my kids even before they become expert with verbal communication. Everyone can learn non-verbal communication by simply observing the mother and child.
Few years ago, I used to work as a medical receptionist in a dental practice and in this workplace, I have improved my communication skills even non-verbal communication as a body language, visual expression or vocal tone. Sometimes our patients become very aggressive with our staff because of the waiting times to be treated by the dentist. When someone becomes angry, usually they are shouting and I have to keep them in control by talking polite and listening to them. In other situations, I have to get in touch with the dentist and because it is in the middle of the treatment, I have to use body language to make him to understand what is happening in the waiting room. 


Methods of communication 
There are 5 types of communication in our daily life: verbal, non-verbal, visual, listening and writing. 
Verbal communication is the process when a person is speaking with others and this process can be face to face, over the phone. Some verbal can be informal when someone is chatting with a friend over coffee or formal in a meeting organisation. 
Non-verbal communication is including facial expression, eye contact, hand movements or touching. For example, when 2 kids are playing with the same toys and one of them wanted to play more and when is talking is using eye contact, facial expression in order to get that toys just for him.
Written communication is a formal process of sending messages, orders or instructions in writing via email, letters, reports etc. Informal writing is similar to a spoken conversation and can include slang, figures of speech etc.
Listening is the ability of each person to receive and interpret messages in communication. For example, a new student needs to be focusing on listening in order to development his academic and employability skills and if the listening is damaged and the student cannot achieve his goals. 
Visual communication is the process of delivering ideas and information in forms that can be seen. Visual communication can be used in office presentations, meetings, websites. (Five type of communication, Accessed:1 May 2020)
In communication if the message is not received exactly how the sender intends, in many situations the communication can fail. In communication are existing to many barriers and is important to avoid them: language barriers, psychological barriers, physiological and physical barriers, attitudinal barriers. 


Communication between Management and Employees 
In business communication are very important between managers and employees. This ability can improve considerate the productivity of each business. Most of the time, managers need to interact with employees on a personal level and keep explaining the conditions of the work in a good vocal tone just to make them familiar and positive in the workplace. In management it is also important to use the same language in order to get the same understanding and what is the expectation for each individual.  Having the same language, it can avoid the conflicts between colleagues and each employee work on his behalf and no one has to complete the work of others. The purpose of communication between management and employees are extremely essential to allow them to understand information quickly and perfectly. In contrast poor communication are affecting the business environment and relationships between colleagues. 


Conclusion
As shown in the report, communication is not just words, it is a combination of tone and body language. Anyone can use effectively the vocal tone and body language to deliver the message. Communication it is a complex process and is requires to be familiar with barriers. A positive aspect of communication is to bring people together and closer to each other and has a big impact in our life: family, workplace, colleagues, school. Also, communication has a huge effect in business because without this ability no one can carry out the activities between colleagues.
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MARIA and PEDRO

Pedro works on a building site and Maria is his wife.

One day Maria phoned Pedro.

‘Hello, Pedro, when you're coming home, see if you can get me a chicken.’
‘Okay,’ replied Pedro.

When he got home, Pedro took off his boots and coat and went into the kitchen.
‘Maria, where are you?’ He said.

‘Here —in the sitting room,’ she said.

When Pedro went into the sitting room, Maria said, ‘Where is the chicken?’
‘What Chicken?’ Asked Pedro.

The one | asked you to get on your way home.”

0Oh, no! I thought you said when | come home I will see you in the kitchen!

, Q: Why do you think Pedro misunderstood Maria?
i ot e
Q: Whose Model of Communication explains this confusion and why?
Q: How could this have been prevented?

Q: Whose Model of Communication explains how i) cou[d have been avoided?
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