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Introduction 

 

Since the most distant past, man's life has been managed by communication. A 

family life, the relationship between friends, colleagues, etc. Man is managed by 

the need to express himself and also to understand others, we are social because 

we communicate. A simple gesture, a simple movement of the head, a simple 

posture is already a way of expressing himself, of communicating.  

Communication – is the transfer of information from a sender to a receiver. The 

sender forms an idea or the subject (the encoding process), and transmits via a 

channel, to a receiver that receives and process the information (the decoding 

process), each receiver decodes the message on them on way. The 

communication can be face to face, or via others channels (Maund, Schriek, 

Tinkler, 2017).  

Communication is very important, day by day the human being is guide by 

communication, the communication is used to share ideas, information, to create 

and support relationships, delineate responsibilities etc. A good communications 

skill, allows to improve yourself, to improve at work, improving your career and to 

maintain a good relationship with others.  

This report will focus mainly on communication, the different types, the models of 

communication, their importance in the workplace and for the business and some 

aspects that may affect it. 

 

Types of Communication 

 

Verbal communication  

 

Verbal communication is the transmission of message using words, in a dialectal 

form. This can be through a face-to-face conversation or via a phone (Chandler 

& Munday, 2011). According with Doyle (2019), an adequate verbal 

communication is not just talk, but the way you pass the message and the way 

the receiver receives them.   

 

Nonverbal Communication 
 

Nonverbal communication is a transmission of message without using words, 

sounds or speeches. It is the most frequent in the world and in this case the 

sender transmits is message through a body language, a face expression, an eye 

contact, etc. (Hall, Horgan, Murphy, 2019). 
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Written Communication 
 

Written communication is a way of communication through written. It can be 

written bay hand, typed or printed and it can have as well figure and some 

graphics.  Written communication can be as well by instant messaging, 

synchronous communication, postal mail and email, asynchronous 

communication or by a text messages and similarity to verbal communication is 

also a form of communication through language (Chandler & Munday, 2011). 

 

 

Visual communication 
 

Visual communication is the transmission, analysis of message in visual pattern, 

it includes images, the body language (body gestures and posture, the facial 

expression, proximity, orientation). It also includes some non-linguistic forms in 

written texts (example: as typography and emoticons). There are two parts of 

human body fundamental to visual communication, the eyes and the brain. The 

eyes see and the brain interprets the visual information received (Lester, 2012). 

 

According to the definition of communication, transfer of information, it seems to 

be a very simple process. However, it is a very complex process that involves 

many variants and that is important for school, for work, for business, etc. There 

are some models that explain the communication process, and there are some 

strategies that helps to improve this skill. 

  

Models of communication 

 
Before start to innumerate the models of communication there are some concepts 
like: sender, receiver, encoding, decoding, channel, message, that needs to be 
defined. 
 
Sender – the person who sends the message. 
Receiver – the person who receives the message.  
Encoding – the conception of the message in the mind of the sender. 
Decoding – the way the person that receives the message ear and understand 
the message. 
Channel – the route used to carry the message. 
Message – the information shared between the sender and the receiver. 
 
 

The Shannon-Weaver Model 
 

In this model the sender encodes the message, chose a channel and send the 
message through the channel to the receiver that decodes the message. This 

https://www-oxfordreference-com.ezproxy.uwtsd.ac.uk/view/10.1093/acref/9780199568758.001.0001/acref-9780199568758-e-2868
https://www-oxfordreference-com.ezproxy.uwtsd.ac.uk/view/10.1093/acref/9780199568758.001.0001/acref-9780199568758-e-854
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model is known especially because they had considered the factor ‘noise’ in the 
channel that might difficult the transmission of the message, and the receiver 
response, that they named as a feedback. 

 
 
 
 
 
 

In this model they assumed that communication is made between two people and 
that they are similar, that is, they did not consider the variants, such as culture, 
the level of knowledge, etc. that may defer booth of them. 
 
 

Berlo’s Model 
 

In this module, similar to the Shannon-Wiever model, the sender encodes the 
message and sends it to the receiver that decodes the message. The message 
is transmitted through a channel. However, in this model the author takes into 
account all the factors that may differs the sender from the receiver. 
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This model, assumed that the transmission channel cannot affects the arrival of 
the message to the receiver, in other words, in this model there is no “noise factor” 
which is very important. In this model the author also considers that 
communication is done linearly, there is a sender that transmits the message to 
the receiver without any feedback. 
 
 

Schramm’s Model  
 

Schramm considers that the communication is circular. The sender encodes the 
message and transmits to the receiver to decode and understand the message 
received. After understanding, the receiver responds to the sender. In this model 
the sender who initially sent the message may become the receiver, the receiver 
receiving the message may also be the sender and they did not consider the 
“noise factor” in the channel. 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

Culture and communication 
 

Culture is a set of beliefs, practices, values, norms, language, knowledge and 

others that predominate or defer a society. People are governed by rules, values, 

norms, etc. since their childhood, these factors has directly influences in their 

behaviour, knowledges and so many others aspects that might be in their 

subconsciously (Goman, 2011). This makes it obvious that culture has a direct 

influence on communication. 
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Communication and culture are closely linked, as culture influences the sender 

(with whom he speaks and how he encodes the message), influences the 

message, and influences the way the receiver decodes the message. Culture 

also influences people's behaviour (Leonard, Scotter and Pakdil 2009), for 

example in some countries greetings are made by simple handshaking, others 

by two or three kisses on the cheek or other countries by a bow of the head. 

 

Effective communication in a business organization 

 

Everything in running a business is communication, it is necessary for dealing 

with employees and in between them, to deal with costumers and to deal with the 

providers.  

Effective communication is important in many aspects. It allows to create clear 

prospects for workers, as it influences directly their performance, costumers, 

allowing them to express their services issues. It builds a strong relationship, 

between the colleagues, between the manager and their staffs and between the 

organization and the costumers or with anything that is linked with the 

organization. It is an open way for new ideas and innovations, for both workers 

and customers (Richards, 2019). All these aspects are fundamental for the 

business organization development, to achieve company goals, to a strong team 

working and good environment, to the customer satisfaction and winning new 

ones.  

 

Importance of effective communication in a work place 

 

At work is necessary to communicate with the costumers, colleagues, manager 

and boss. For a proper functioning of a company it is necessary to have a good 

lever of communication between all the staffs, and each of them must have a 

good communication skill, especially if they have to interact directly with the 

costumers. To give an example, I will talk about my work.  

My work is split in two parts, the Deli shop and the kitchen. All the foods they 

serve is made at the kitchen, so every morning the manager at the shop as to call 

the head chef to ask the menu for the day to be able to inform the costumers that 

calls at morning to know about the menu. If the manager does not call the head 

chef, he will not know which kind of food he is going to serve that day and he will 

not be able to inform the costumers and it might lose a lot. He needs to call as 

well to say if he needs some specifically food that is not made every day at 

kitchen, this is very important because they might be without the item for one or 

more days. They serve a lot salads, and the chefs as to write a label with the 

name of the food and if it has some products that might causes allergies to 



7 
 

people, without this label is impossible for the shops workers to tell the costumers 

if it is save for them to have some or other salad.  

 

Managements and employee’s communication 
 

The communication between the managements and the employees, should be 

as clear as possible, with respect and in a friendly way.  It is impossible to conquer 

respect with fear, if you respects others, they respects you back, but if you do not 

they will not respect you, and they are probably just waiting for an opportunity to 

get a revenge, that can be leave the job or not doing a proper job at your back. It 

is essential as well to have some kind of distance between them, to they do not 

forget who is in charge. 

A very good example of this is my previous job, I used to work as a chef in a 

restaurant, the owners were not a very good person, but the head-chef the person 

who deal directly with us, was a very good person. He was very friendly, he spoke 

nicely and respects everybody. Although he was always on top of us to see how 

we work and if we do something wrong, he will call us reason but with respect. In 

the other end, the restaurant-front of house was always changing staffs, it was 

very difficult for them to stay more than two mounts and they were always 

complaining about the general manager, every week there was a new face. 

 

Effective communication strategies 
 

There are several strategies for effective communication: Active Listening, 

SOLER, Keys Strategies for Nonverbal Communication, etc. But given the 

previous example on management and communication, the best way for the 

general manager to avoid constant employee loss is to use the keys strategies 

for nonverbal communication and the active listening. 

The keys strategies for nonverbal communication will allow him to evaluate his 

performance as general manager, by first knowing himself, evaluate the 

professional context, to evaluate is communication with others and to step back 

and think. All this will help him to understand himself and to find out rather the 

problem is with him or not. 

The active listening method will help him in his communication with the staffs, 

because it has some factors like posture (the way the listener stands in front of 

the speaker), paraphrasing (to repeat what the speaker has said in the listener 

words), summarizing ( the listener makes a brief synopses, with the key point that 

was said by the speaker)  and probing (making more question to get deeper in 

the subjects or in what is bowering the staffs), that can make the manager to be 

more approachable by the staffs. There are some points in the SOLER method 
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like eye contact and open posture that can be very helpful as well, as they can 

make the staffs to fell heard and valued.    

 

Conclusion 
 

Communication is very important to man. Each gesture, each eye expression, 

each posture, each image is a way of conveying a message. As analysed in this 

report, it is a very complicated process.  

There are several types of factors that influence communication, from the 

characteristics of the person sending the message, as well as the characteristics 

of the person receiving it, also depends on the medium in which the person grew 

up. It is fundamental in all aspects of man's life, at work, in social life, at home, 

etc.  

Having a good communication skill, is very important for a person, and is a key 

factor in the development of the person himself, as well as the environment in 

which he lives and work and it allows him to have great news opportunities. It is 

important as well for a company/business, promoting a good relationship 

between employees and between the company and customers, and 

consequently the development of the company/business. Although not everybody 

as a good communication skill, but still there are some strategies that helps to 

improve the same. 

   

 

Bibliography 
 

Chandler, D., Munday, R. (2011) A Dicionary of Media and Communication. 1rst 

ed. London: Oxford University Press. [Online]. Available at: https://www-

oxfordreference-

com.ezproxy.uwtsd.ac.uk/view/10.1093/acref/9780199568758.001.0001/acref-

9780199568758-e-2910 

(Accessed: 22 November 2019). 

 

Chandler, D., Munday, R. (2011) A Dicionary of Media and Communication. 1rst 
ed. London: Oxford University Press. [Online].Available at: https://www-
oxfordreference-
com.ezproxy.uwtsd.ac.uk/view/10.1093/acref/9780199568758.001.0001/acref-
9780199568758-e-3034 
(Accessed: 22 November 2019). 

 

Chandler, D., Munday, R. (2011) A Dicionary of Media and Communication. 1rst 

ed. London: Oxford University Press. [Online]. Available at: https://www-

oxfordreference-

https://www-oxfordreference-com.ezproxy.uwtsd.ac.uk/view/10.1093/acref/9780199568758.001.0001/acref-9780199568758-e-2910
https://www-oxfordreference-com.ezproxy.uwtsd.ac.uk/view/10.1093/acref/9780199568758.001.0001/acref-9780199568758-e-2910
https://www-oxfordreference-com.ezproxy.uwtsd.ac.uk/view/10.1093/acref/9780199568758.001.0001/acref-9780199568758-e-2910
https://www-oxfordreference-com.ezproxy.uwtsd.ac.uk/view/10.1093/acref/9780199568758.001.0001/acref-9780199568758-e-2910
https://www-oxfordreference-com.ezproxy.uwtsd.ac.uk/view/10.1093/acref/9780199568758.001.0001/acref-9780199568758-e-3034
https://www-oxfordreference-com.ezproxy.uwtsd.ac.uk/view/10.1093/acref/9780199568758.001.0001/acref-9780199568758-e-3034
https://www-oxfordreference-com.ezproxy.uwtsd.ac.uk/view/10.1093/acref/9780199568758.001.0001/acref-9780199568758-e-3034
https://www-oxfordreference-com.ezproxy.uwtsd.ac.uk/view/10.1093/acref/9780199568758.001.0001/acref-9780199568758-e-3034
https://www-oxfordreference-com.ezproxy.uwtsd.ac.uk/view/10.1093/acref/9780199568758.001.0001/acref-9780199568758-e-2953
https://www-oxfordreference-com.ezproxy.uwtsd.ac.uk/view/10.1093/acref/9780199568758.001.0001/acref-9780199568758-e-2953


9 
 

com.ezproxy.uwtsd.ac.uk/view/10.1093/acref/9780199568758.001.0001/acref-

9780199568758-e-2953 

(Accessed: 22 November 2019). 

 

Doyle, A. (2019) Verbal Communication Skills List and Examples. [Online]  

Available at: https://www.thebalancecareers.com/verbal-communication-skills-

list-2059698 

(Accessed: 22 November 2019). 

 

Goman, C. K. (2011) How Culture Controls Communication. [Online]. Available 

at: https://www.forbes.com/sites/carolkinseygoman/2011/11/28/how-culture-

controls-communication/#7c2ab8e3263b 

(Accessed: 16 December 2019). 

 

Hall, J. A., Horgan T. G., Murphy, N. A. (2019) 'Nonverbal Communication', 
Annual Review of Psychology, 70, pp. 271-294. [Online]. Available at: 
https://www-annualreviews-org.ezproxy.uwtsd.ac.uk/doi/pdf/10.1146/annurev-
psych-010418-103145    
(Accessed: 22 November 2019). 
 
Leonard, K. M., Scotter, J. R. V., Pakdil, F. (2009) 'Culture and Communication: 
Cultural Variations and Media Effectiveness', Administration & Society, 41 (7), 
pp. 850-877. [Online]. Available at: https://journals-sagepub-
com.ezproxy.uwtsd.ac.uk/doi/pdf/10.1177/0095399709344054 
(Accessed: 28 December 2019). 
 
Lester, P. M., (2012), Visual communication: images with message. 6th ed. 
Cengage Learning. [Online]. Available at: 
https://books.google.co.uk/books?hl=pt-
PT&lr=&id=jWkJjiNq7ZMC&oi=fnd&pg=PR7&dq=visual+communication&ots=nd
aYaaEqCb&sig=_tfQAy2qIoVBySgm7ZxaxJFb5FM&redir_esc=y#v=onepage&q
&f=true 
(Accessed: 22 November 2019). 
 
Maund, A., Schriek, M. and Tinkler, P. K. (2017) Certificate in higher education: 

skills for the workplace student yearbook. London: SAGE. 

Richards, L. (2019) How Effective Communication Will Help an Organization.  

[Online]. Available at: http://smallbusiness.chron.com/effective-communication-

organization-1400.html.  

(Accessed: 16 December 2019). 

 

 

 

 
 

 

https://www-oxfordreference-com.ezproxy.uwtsd.ac.uk/view/10.1093/acref/9780199568758.001.0001/acref-9780199568758-e-2953
https://www-oxfordreference-com.ezproxy.uwtsd.ac.uk/view/10.1093/acref/9780199568758.001.0001/acref-9780199568758-e-2953
https://www.thebalancecareers.com/verbal-communication-skills-list-2059698
https://www.thebalancecareers.com/verbal-communication-skills-list-2059698
https://www.forbes.com/sites/carolkinseygoman/2011/11/28/how-culture-controls-communication/#7c2ab8e3263b
https://www.forbes.com/sites/carolkinseygoman/2011/11/28/how-culture-controls-communication/#7c2ab8e3263b
https://www-annualreviews-org.ezproxy.uwtsd.ac.uk/doi/pdf/10.1146/annurev-psych-010418-103145
https://www-annualreviews-org.ezproxy.uwtsd.ac.uk/doi/pdf/10.1146/annurev-psych-010418-103145
https://journals-sagepub-com.ezproxy.uwtsd.ac.uk/doi/pdf/10.1177/0095399709344054
https://journals-sagepub-com.ezproxy.uwtsd.ac.uk/doi/pdf/10.1177/0095399709344054
https://books.google.co.uk/books?hl=pt-PT&lr=&id=jWkJjiNq7ZMC&oi=fnd&pg=PR7&dq=visual+communication&ots=ndaYaaEqCb&sig=_tfQAy2qIoVBySgm7ZxaxJFb5FM&redir_esc=y#v=onepage&q&f=true
https://books.google.co.uk/books?hl=pt-PT&lr=&id=jWkJjiNq7ZMC&oi=fnd&pg=PR7&dq=visual+communication&ots=ndaYaaEqCb&sig=_tfQAy2qIoVBySgm7ZxaxJFb5FM&redir_esc=y#v=onepage&q&f=true
https://books.google.co.uk/books?hl=pt-PT&lr=&id=jWkJjiNq7ZMC&oi=fnd&pg=PR7&dq=visual+communication&ots=ndaYaaEqCb&sig=_tfQAy2qIoVBySgm7ZxaxJFb5FM&redir_esc=y#v=onepage&q&f=true
https://books.google.co.uk/books?hl=pt-PT&lr=&id=jWkJjiNq7ZMC&oi=fnd&pg=PR7&dq=visual+communication&ots=ndaYaaEqCb&sig=_tfQAy2qIoVBySgm7ZxaxJFb5FM&redir_esc=y#v=onepage&q&f=true


10 
 

Appendix 

 

 

 

 

  

 



11 
 

 

 

 

  

 



12 
 

 

 

 

 

  

 

 



13 
 

 

 

 

 

 

 

 



14 
 

 

 

 

  



15 
 

 

 

 

  



16 
 

 

 


