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Communication is essential in our day to day lives. It is how we interact with family, friends, colleagues, strangers and everyone in between. Communication can portray our moods, intentions and feelings on various subject topics. Communication is our method of gaining information and knowledge from other entities and has navigated humanity throughout history. It has built and refined the social structures we see today. It is even more interesting how communication is used in these social structures and how it is refined to efficiently navigate the social structures and communication within the 21st century workplace.
[bookmark: _GoBack]1.Different types of communication
1.1. Verbal Communication
Verbal communication can be described as a way of interaction between two or more entities by using their voice. It is a process of exchanging information between different entities in a cycle of giving information, understanding the information and replying to the given information by explaining their understanding and views regarding the information given. 

1.2. Non – Verbal Communication
Non – verbal communication is a way of interacting between various entities which are usually human but not limited to a single species, using body language and facial expressions. The process is a cycle of communication through the various senses of the entities. The most common sense used in non – verbal communication is the visual sense. A large constant feed of information is received by our visual sense and entities start the cycle of processing the other entities body posture and physical actions to better understand the intentions and thoughts of the other participants. An excellent example of non – verbal communication is sign language used by entities who cannot use verbal communication methods.  The second sense which is used in this type of communication is touch. Communication through touch can be very difficult to judge, as to when it is appropriate to use. One of the socially accepted guidelines is dependent on the social relationship level between the different participants. An example of appropriate body language communication through touch is by petting a dog with the intention of showing affection to this entity. The example of bad non – verbal communication through touch which would be socially unacceptable is to hug a completely unknown entity without the consent of the other entity.
1.3. Paraverbal Communication
Paraverbal communication is how we emphasise on our current emotional state in the message conveyed to other entities. It is portrayed by our tone and choice of words. An example of this interaction can be when we communicate with babies and use a high-pitched tone during the communication process. Another interesting example is when we scold children on unacceptable behaviour by raising our voice and talking faster to emphasise on our mood and emotions regarding the situation. 




1.4. Written Communication
Written communication in my opinion is a very interesting topic because of how the information is independent of the physical requirements needed for communication between people. This means a person can give information to others without the need of him to be physically present. Ancient Sumerians have the oldest writing system discovered by humanity so far. It was used to record goods, wealth, laws and other various day to day exchanges in society between humans. (Gabriel, 2018)
Cuneiform is an ancient writing system that was first used in around 3400 BC. Distinguished by its wedge-shaped marks on clay tablets, cuneiform script is the oldest form of writing in the world, first appearing even earlier than Egyptian hieroglyphics. (History Extra, 2015)
This writing system is seen as the great grandfather of the systematic documentation that we have today. At the workplace we produce various types of reports and documents. The purpose of these documents has not changed very much since ancient times, it has adapted to the needs of modern-day society. 
2.Communication in The Workplace
The importance of appropriate communication in the workplace is vital to retaining a job. If there is an occurrence of inappropriate communication, you can find yourself in a very bad situation and can even lead to trouble with law enforcement. It is also vital to your overall performance within the company and your chances of climbing the company stepladder. By having effective communication in the workplace, you can demonstrate your knowledge and work ethic in a professional way when communicating with colleagues and customers. Skills in effective communication can have a vital part to the growth of the company and the overall staff enthusiasm and motivation. “Depending on the attitude of your target audience at any moment, the receptivity of your message is going to be affected.” (Perkins, 2008, p. N/A)













3.Communication Models
There are many models which describe different methods of communication. Some models show communication in a simplistic loop between the two people communicating. Others go in depth describing how effective the communication is with various outside elements which are considered as barriers in a conversation. Culture, language and knowledge of each participant in the communication can be considered as barriers within the conversation itself. Here are three different types of communication models:


3.1. Shannon and Weaver
[image: ] 
(Communication Theory. N/A)
This model demonstrates a simple way of understanding how communication works. There is a “Sender” who is the person giving the information, “Encoder” is the method of communication the “Sender” has chosen, “Channel” is the means by the information transported from the “Sender” to the “Receiver” and the “Decoder” is the method used by the “Receiver” to understand the information given by the “Sender”. The “Noise” is the possible interference that can distort the information in the “Channel” and finally the “Receiver” gives “Feedback” to the “Sender”.









3.2. Schramm
[image: ]
(Communication Theory. N/A)

The Schramm model of communication shows communication as a constant loop between two “Interpreters”. Each “Interpreter” thinks of how to give the information to the other “Interpreter” and this is shown in the diagram by “Encoding”. The information is then given from one “Interpreter” to the other via a “Message” which is basically the information. Once the information has reached the other “Interpreter”, a process of understanding the information is started. In the diagram, this is called “Decoding”. The loop can continue indefinitely.















3.3. Berlo
[image: ]
(Communication Theory. N/A)
Berlos model of communication is also known as SMCR. This is an abbreviation for Source, Message, Channel and Receiver. This model covers many different variables and situations which could occur within a conversation. It shows how every aspect of communication is influenced by different factors. Depending on these factors a conversation can reach many different outcomes. 
3.4. Advantages and Disadvantages
Shannon and Weavers model of communication is a simplistic way to portray the flow of information. Its main drawback is not informatively portraying the return communication between the participants. It is however, a very good model of demonstrating one-way communication for example a message from a government representative to the mass public. 
Schramms model is very good at showing the route of information in a conversation between two participants. It portrays how each participant gives and receives information back and forth between one another. But it is not very descriptive as to what influences the conversation. 
Berlos model extensively covers the flow of information and how each aspect of communication has an outside influence. Its main advantage is being able to explain how all the different factors in a conversation can affect the participants and why this is. 









4.Personal Experience
In this paragraph I’m going to write about my personal experience of bad communication in a non – profit organization for which I am the acting organizer. The non – profit organization is a Bulgarian modified car group. The purpose of this organization is to gather a variety of people which share the same passion toward the automotive community, regardless of their social status or class and organize social gatherings in a positive manner to give an opportunity for given members of the organization to share their own passion with other members and throughout various social media platforms and physical social events. I play a key role in the organization of given social events and how the organization is portrayed on the various social media platforms. I have personally made many mistakes in terms of relaying information inside and outside the organization regarding social events.  The organization now has a yearly social event at one of the most iconic automotive enthusiast locations in London. The location is called Ace Café and has a parking lot capacity of 50 cars in which members of the organization can park their cars on display for the event. There is also an additional parking on the street in front of the venue which can accommodate a further 150 – 200 vehicles depending on availability. This social event has been in place since 2018 and has had two events at this location with a date set for the third. The second event which was in 2019 was a huge success with over 200 people attending the social gathering. This was due to appropriate planning, organization and communication within the community. In contrast the first event which was in 2018 was a disaster due to improper communication and organization on my part. I reflected on the outcome of the first event and looked at what went wrong. After the event I gathered feedback from various members of the organization and instantly realised that I did not relay the information for this event appropriately and effectively. People did not know about the event taking place. 
This situation can best be described with Shannon and Weavers model of communication. In the situation I was the “Sender” and the members of the organization were the “Receivers”. The “Encoder” was written information and the “Channel” was social media platforms. The problems were however in the “Decoder” and “Noise”. The “Noise” in the channel was the efficiency and advertisement of the event on the social media platforms. Which means the information could not reach the “Receivers”. Furthermore, the information which reached some of the “Receivers” was not given to them in the appropriate time prior to the event, thus making them unable to attend the event. In the end however, I received “Feedback” from the members of the organization and was able to decipher where I made mistakes. Thus, helping me improve the event for next year.
In conclusion, I think communication is the hidden tool of society which isn’t often spoken of, even though it is used every day and has been one of the main building blocks for society throughout history. It is a very important part of our lives inside and outside of the workplace. Effective communication can impact a persons life depending on the skill of the person and how well they are able to communicate. On a personal level it affects relationships with family and friends and on a professional level it affects the opportunity for given person to grow within a company and how they are seen within the company. It is however a skill that can be improved over time with constant practice, as seen in my personal work-related situation. It is important to self-reflect on these skills and think about what could have worked better in various situations. 
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6.Appendices
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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.’

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

| Q: Why do you think Pedro misunderstood Maria?
2 Q: Whose Model of Communication explains this confusion and why?

3, Q: How could this have been prevented?

4 Q: Whose Model of Communication explains how it could have been avoided?
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