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1. Introduction
In this assignment, I will be talking about communication and why communication is important in the workforce of the business. Also, I will be talking about the different theories of communication and the communication of the workplace.

Communication was being obtained by a Latin word “Communis” which means common means as a result of that common between two people that mean the communication sharing of thought between two or more people.
Communication is a great pact of human pursuit. Listing, speaking,  and creating images are all acts of communication. There are a lot of types of communication activities that may be conscious or unconscious, for example, body languages, gesture, non-verbal sounds. The process of communication has been the subject of study for many of years, in that time the process becomes appreciated with more complication.
This piece of writing will bring a diversity of definition for communication, and report some of the communication models that have been suggested over the years.

        2. Definition of communication
      Communication is a process of giving information and understanding from one another, in simple words, it is a process of transmitting and sharing ideas, opinions, values. Keen Shaw M, (2009)
       Communication is also the act or process of using the word, sound, signs behaviour to express your ideas thoughts. 
Communication is the process of sending and receiver, transfer of information encodes and decode according to Berol’s model (1960).
Communication is the exchange of ideas, information that outcome in reciprocal understanding between two or more people.in that process we need at least a sender and a receiver, and a message that pass on inside a communication. It starts with a thought in the mind of the sender. The person encodes the idea into relevant symbols in the form of words, pictures or gestures. The sender will select an average to transmit those symbols so the receiver can have good senses. Significant communication happens when the receiver has a full understanding of the message get from the sender. 
Although communication is omnipresent, it seems however difficult to define. We can see many individuals give their definition of communication in the ways depending upon their interests. Ruben (1984) says that communication is any “information related behaviour.”
Communication is an exchange of ideas, information that results in mutual understanding between two or more people. The process needs at least a sender and the receiver, the message conveys transfer. It begins with an idea in the mind of the sender. He or she encodes the idea in to meaningful.

Dale (1969) says it is the Sharing of ideas and feelings in the mood of mutuality. Theodor son and Theodor son (1969): “the transmission… by the use of information, ideas, attitudes, or emotion from one to one or a group to another.
Taken overall definitions in the general picture. They also show the effect that a person view may have on the way each other approaches a problem. all these definitions work in psychology, sociology, philosophy and teaching. they are influenced by the side of human behaviour. We going to see the same influences in the models of communication in the following section.

Verbal Communication
· Interpersonal communication. This form of communication takes place between two peoples and is thus a one-one conversation
· Small group
· Public communication
· Intrapersonal communication. This form of communication is extremely private and restricted to us…
Communication is sending verbal and non-verbal message thought to listen and observing and understanding both the content and intent of the message. The communication process involves three channels of communication: vocal, visual, and verbal 
(2014)
Examples of verbal communication 
· Giving discipline to all employees in a person and dutiful of manner.
· Giving credit to others.
·  Giving advising on any appropriate to other regarding course of action.
· Acknowledge and Resisting objection.
· Showing a confident and forceful personality.
Non-verbal communication
Before early humans developed spoken language, they were still able to communicate with one another. They may not have had words, but they had something just as expressive – facial expressions and body movements that allowed them to “speak” with those around them. Even after developing language, human beings continued to use movements to express themselves. Experts who study these movements refer to them as non-verbal communication. The majority of the non-scholars simply call them body language. Humans use body language from the earliest moments of life. 
[bookmark: _GoBack]Long before they can speak, babies communicate with their families with their movements and expressions. Body language involves just about everybody part, literally from head to toe. It includes head movements, facial expressions, hand gestures, posture, torso shifts, and positioning of legs and feet. Eye contact, tone of voice, and even the amount of space between people in a conversation are also considered part of nonverbal communication. Whether standing or sitting, if some part of your body is in motion, you are communicating through body language[footnoteRef:1]. [1: ] 

Nonverbal communication as more importance on our society today, as it can improve a person’s ability to relate and establish meaningful in everyday life. In that type of communication may lead people to develop a stronger relationship with others.
Example of non-verbal
· Body language. Such as facial expressions, posture and gestures
· Eyes Contact. Humans habitually seek information to get information in ayes
· Behaviour.
· Use of the voice such as a sigh

    2.1    Importance of communication
Communication according to Article share by Venkatesh is a very important management function. It paths the gap between individuals and a group thought flow of information and understanding between them. In place of work, the manager must collect, analyse and store the information the decision- making and day to day business, communication helps understand peoples better is removing misunderstanding and create a unite of though.
  2.2 importance of effective communication	
For effective communication, we need two parties the sender and receiver.
The communication becoming effective when the sender receives the feedback from the receiver and the proper effective communication is an important tool in the hands of management of any organisation to bring an overall change in the organisation. Procedures and policies make all the staffs, costumer to agree and respond positively. 
3. Theories of communication
3.1 Shannon Weaver model (1949) 
Is a simple often referred to as the transmission model of communication information message in natural language is sent in some form as spoken language from sender encoder to receiver decoder the model of communication is its simplicity and quantifiability.
This model is focused on information theory, and in particular, the transmission and reception of messages. The model introduces three elements not found in Aristotle’s model: a transmitter, a receiver, and sources of noise.in telecommunications, the sender and the receiver would be the hardware used by the sender and receiver in the act of communication. Noise may come from a source of unusual weather conditions or electron equipment that interferes with the signal. this model shows to be adapt strictly for telecommunications for example radio and television.
3.2 Berol’s model (in 1960)
The Berol’s model (1960)  process starts at the source. Is the part which determines the communication skills, attitude, knowledge of social system and culture of the people how are communication. The encoder process is where the skills take place by speaking or writing the message goes to the channel which carries the message by hearing, seeing or hasting then the decoding process takes place. In that time the receiver interprets the message. The communication receiver gets the whole message and understood.
Belo(1960) took a different approach to form a model.it to recognize elements of interest, and relationships between those elements, he created a model of the component of communication (pp.23-24). This model identifies a controlling agent for four identified elements of communication: message, channel, and receiver.the model is helpful. 
Criticisms of Berol’s Model
· Complex model/ no mind the effect
· No feedback
· Non-free space for noise
· It important for the people to be on the same equality for communication to occur but not true in real life.

3.3 Schramm’s Model
According to Schramm’s model of communication in 1954. Communication has to be effective encoding plays a very important role because of it the process of communication by sharing the thought into the content. When the receiver gets the message, he is the responsibility to undertint what the speaker intends to convey. Unless and until the receiver can decode the message information from the sender. At that time the message is of no use encoding and decoding are two very important factors of effective communication between two peoples.
Schramm believes that an individual’s knowledge, experience and cultural background also play an important role in communication. The feedback is very important in communication to make it effective.
One misapplication Schramm made was to consider the fields of experience of sender and receiver. The sender encodes the message, based upon the sender’s field of experience. The user’s field of experience control decoding. there is no change in the sender’s and the receiver’s side of the experience, the communication is not affected.
There are more ideas in this model should be test of communication in a wide diversity of situations.to exemplify this model.

Criticisms of Shannon of Shannon weaver Model
· The feedback is not necessaire token in comparison to the sent by the sender
· The model is laying hold of by some critics as a misleading exaggeration of the nature of human communication.
· It can be theoretical for interpersonal communication than assemble communication and abundance communication.
3.4 Justification about all the model 
The process of communication for multinational business must be respected to the interpretation of verbal and no verbal communication a cross-gender and different cultures. 

4. Communication at the workplace  
An example of communication at the workplace is when my son was working at a warehouse and they communicate verbally to each other by using walkie talkies and this saves them time instead of trying to find someone for help. Also, they use non-verbal communication such as sending emails to their clients from around the world and they send a text to their from employee to employee for some assistance at work and this helps them to work productively and efficiently.
Conclusion
In conclusion, I have learnt about the importance of having effective communication in personal life and the workplace so they can improve their efficiency and enhance their productivity. Furthermore, I have learnt about the different theories of communication which are Berlo, SW and Schramm and how each model differs from each other and also the drawbacks to each model.
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