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· INTRODUCTION

In this assignment I will discuss communication. First, I will give it a definition and then explain why it is so fundamental for human being to develop this set of skills. I will follow by explain some of the methods and theories of communication, with my opinion on it and before the conclusion I will talk about the communication in my workplace.

· COMMUNICATION 


“Communication is the exchange of thoughts, information or ideas that results in mutual understanding between two or more people.”(Maund, Schriek, Tinkler, 2017).
The ability to communicate is an essential skill to develop if an individual desires professional or personal success. (Kinnick & Parton,2005). 
Communication skills are more often than not, listen as major qualities that help assess people applying for jobs. In fact, interpersonal skills were the set of abilities acknowledged more than any other type of abilities in 10 massive city newspapers.(Maund, Schriek, Tinkler, 20017)
It comes to no surprise that the U.S department of labor classified communication and interpersonal skills as fundamental assets in future job-seekers.



The first member that comes to scene in the communication system is the sender that wants to deliver the information, the second part receives the information to then process it and then there’s the receiver who the message was planned to be for.
Just an example: Parents don’t have the tools to help their kid if it is in a position of danger if the kid doesn’t cry or let the parents see wounds. Crying is a way to communicate, in this scenario, that the kid is hurt. Showing wounds is a sign that the kid needs medication. (Managementstudyguide.com, 2015)
Or it could be jack that has an interesting idea but how is the idea going to be listened if jack keeps it in his head? In order for jack to be heard he needs to communicate, not just speak but communicate effectively.
It is definitely important to communicate but chances are, that the message could be misunderstood if we don’t use this skill efficiently. 
“Communication is directly proportional to the choice of words or its content. The more precise and crisp the content is the more effective the communication would be.” (Managementstudyguide.com, 2015)
The individual that wants to send the message has the responsibility to choice their words wisely, and express the message with clear meaning. The sender also needs to know what kind of person or organisation the receiver is. If for instance, the sender wants to communicate to a bunch of college students, there would be no need of vast vocabulary terminology as it might actually make the receivers, in this case the college students, as if they cannot relate to the message the sender expressed, maybe using some “slang” or making some jokes between the message could create a comfortable audience.
It also key to make sure that the receiver is understanding you, occasionally asking “can you hear me?” or “ do you understand?” Could possibly make the conversation flow better. Eye contact and small pauses in a conversation is a good habit for an impressive communication other than effective. (Managementstudyguide.com, 2015)
On the other hand, the receiver should also be responsible enough to ask questions or give feedback on the message.
Being able to communicate effectively gives the chance to correct unclear information and minimise arguments.
Examples:
 Sender (employer): I want the report.
 Sender (employer): I want the report by the end of our shifts and the first one that gives it to me will have a beer on me at the bar.
[image: ]
Each case is communication but in the first one the message was not entirely transparent; in the second one, however, the employer gave a deadline on the task and specified what the employees could get in return.
In conclusion, do not only communicate, do it effectively. Give meaning to your words, do not complicate the message and most importantly do always check back on the receiver.
· METHODS OF COMMUNICATION

· CENTRALISED AND DECENTRALISED COMMUNICATION

Groups researchers took notice of the fact that centralising the conversation is an important factor in achieving effective group communication.(Brown & Miller, 2000).
If one or two individuals take charge in what to say in a group meeting and give the rest of the group members answers, the team has appropriately adopted a centralised communication structure (Huang & Cummings, 2011). Oppositely when in a group meeting, everyone involved begins talking with no organisation behind it, the group displays a decentralised communication structure. In a decentralised communication structure, the team components have part in both advocacy ( discuss their opinion) and inquiry ( analyse the opinion).
So, it becomes clear that, who speaks and to whom are both very crucial aspects in a communication format, the level of centrality in a group is defined by the project the group need to work on and the personality of the people involved.(Maund, Schriek, Tinkler, 2017)
Group work often adapt a more centralised approach when the duty given is more elementary and tend to have a decentralised approach when it comes to more complicated things. (Brown & Miller, 2000).When a team starts interacting, every member would consider their position in the group, compared to others. If there is more than one dominant character in the group, it will be most likely that sharing tasks would be implied.


· VIRTUAL COMMUNICATION
“Virtual teams bring geographically dispersed members together through electronic information and communication technologies to accomplish organisational tasks.” (Powell, Piccoli & Ives, 2004)
Technology has taken such a big part in our personal and professional lives, so much so that some organisations don’t have the need to meet face-to-face.
With virtual technology comes a massive benefit: by mixing the right minds together, with no preoccupation as for the location in which the people are, it is possible to gain universal knowledge and skills. (Blackburn, Furst and Rosen, 2003).
Communication, however, is more challenging when we talk about virtual communication compared to F2F(face to face) one because unfortunately a virtual setting suffers from the poverty of non-verbal communication that can cause context misunderstanding, not even the most prestigious and complex technology device can seizure F2F exchanges (Driskell, Radtke and Salas, 2003).







· VERBAL AND NON VERBAL COMMUNICATION

“What is verbal communication? Verbal communication encompasses both our words and our verbal fillers (um, like).”(Maund, Tinkler, Schriek, 2017)
It is believed that verbal communication is one of the most alluring form of communication used in today’s world. Linguists often suggest to divide the idea of language, that works as a system itself and the use of language which is what an individual should develop to accomplish their goal. (Rocci and Saussure, 2016)
If we look up studies in communication, we can notice how verbal communication is not yet understood as a subfield.  For example, The International Communication Association (ICA) does not have a category for verbal communication. (Rocci and Saussure, 2016)
However verbal communication gives contexts clarity as informations said directly to a person or group are often absorbed better than non-verbal. Or perhaps, verbal communication enhances motivation throughout all types of environments, a simple encouragement or kind words from your employer can help you work better on shift.(Bizfluent,2018).

“What is non verbal communication? Put simply non verbal communication also referred as body language includes all those way we communicate without words.”(Maun, Tinkler, Schriek,2017)
Studies in fact state that 55% of interpersonal messages are transmitted by non verbal communication(Lavan, 2002). That seems about right if we think about our visual dominated society that makes people more inclined to trust visual evidence more than anything else (Sampson, 1995).
Non verbal signals are everywhere, anytime and that is why this system of communication guides conversations by 65 /95% (Birdwhistell,1970). Also, that is why according to Nolan (1975) the future of communication resides is non verbal aspects.
“Walk, stance, posture and footsteps are forms of non-verbal communication. What you wear and how you look, move and gesture as well as your facial and eye expressions you make all count as non verbal communication”(Ivy and Wahl, 2014, p.6). The reason why non verbal communication is crucial lies in the functions that it has.
The first use is in expressing emotion, is it very useful knowing how to demonstrate appropriate emotions in any individual’s workplace. The second purpose is to understand interpersonal attitudes, having a skill in observation could be tactful if you want to be a step ahead in your workplace. The third purpose is to define someone’s personality, such as sensitivity, qualities and negative traits.(Maun, Schriek, Tinkler, 2017).The fourth purpose of non verbal communication is to be the perfect mesh to verbal communication. According to Ekman(1965) non verbal communication can affirm what it’s being said verbally or can dissent all the same. Also, it can put extra meaning in certain parts of the conversation, speaking slowly or changing tone of voice could effect that.

· MODULES OF COMMUNICATION 


SHANNON AND WEAVER MODULE

The scheme created by Shannon and Weaver in 1949, was originally matured for phones and program technologies but it fiercely became the primary source for communication modules regarding instructional technology.(Ely, 1970, p.85)
Shannon and Weaver labelled communication as a consecutive and constant transmission involving external individuals.
The scheme follows 7 key points:


Information source: which decides the message that is going to be sent
Transmitter: which transforms the message into the signals otherwise knows as encoder.
Message: which is the purpose of the communication.
Channel: in which the message gets transferred to the receiver.
Receiver: which on the contrary of “transmitter” that switch the signal into message back otherwise knows as decoder.
Destination: which is where the message is meant to arrive.
Noise: which disrupts and adds unnecessary information to the message.
A quote i found to define what “noise” is, by the theorist and the engineer themselves is:
“If noise is introduced than the received message contains distortions, certain errors, certain extraneous material, that would lead one to say the received message exhibits, because of the effects of the noise, an increase uncertainty”(Shannon and Weaver, 1949, p.19).
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This module demonstrates how the source of information and the destination communicate. In this scheme, the “information” is not really attached to it’s original meaning but quoting Waever(1949) “information is a measure of one’s freedom of choice when one selects a message”. This “freedom of choice” to which they shape the module on, shines light to the entropy of this system, introducing uncertainty. When the “noise” or the informations given to construct the message are an elevated amount, the uncertainly in the accuracy of the message(once it gets to it’s destination), elevates consequently. In contrast when the source of the information lacks “noise”, the chances of sending an uncertain message lowers. (Januszewski and Yeaman, 2001)
One of the flaws noticed in this theory is the non existent connection between sender, receiver and the purpose of the message. There are so many aspects like age, gender, social class and workplace that can have an impact in the importance and context of the 
communication. (Shannon and Weaver model of Communication, n.d.)


SHRAMM MODULE

To Shramm it was clear that in order to have a more effective type of communication, we must take notice to culture, language and background that the sender and the receiver have in common. (Steinberg, 2007)
The insight brought by Shramm is about comprehending that if the indivuals involved in a communication do not share common background or same morals, the conversation could possibly lead to unwanted discussions or contrasting perception of the message by both members. (Steinberg, 2007)
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It became indeed a necessity to introduce feedback in the model of communication, in fact, the same Shramm(1954:9) affirms that “feedback tells us how our messages are being interpreted “. This way the sender can input more information or change their message if the receive did not understand the meaning of it. Shramm and fellow theorist of this model, in contrast with Shannon and Weaver, do not agree in the concept of a message containing one meaning only. They believe  that the meaning is labelled by who is interpreting the message. (Steinberg, 2007)
The Shramm scheme defines communication as an energetic interchange of purposeful messages between two parts. The sender and the receiver both encode, transmit, receive, decode and interpret the message, installing feedback in the model of communication, the conversation becomes  a two-way street. (Steinberg, 2007).





BERLO MODULE

Berlo’s model of communication, also known as Sender, Message, Channel, Receiver (SMCR) was created in 1960 by David Berlo, which was based from the Shannon and Weaver’s model and it is actually the most elemental scheme of communication that we exchange, it is used in television, newspapers and kinds of social media. (Diagrammo, 2016)
The SMCR theory is defined by four fundamental components

Sender
Message
Channel
Receiver

Sender
The sender is who starts the communication and encodes the message, those elements weigh heavily on the shoulders of the sender but of course, the receiver and the “noise” play a massive part too. (Diagrammo, 2016)


Message
The importance of the message resides in the non-verbal and verbal parts in regards to language committed by the sender to the receiver. A verbal message is communicating with words while a non-verbal message consists in communicating with body language and/or behaviour, there is no speaking involved. (Diagrammo, 2016)


Channel:
The channel is that space in which the message navigates.
When we talk about about personal communication, our five senses: seeing, touching, smelling, hearing and tasting are “channels” that we manipulate. 
Oppositely the channels can be face-to-face interactions, emails, phone calls given the option of a verbal message or body language in the interaction of a non-verbal message. (Diagrammo, 2016)


Receiver:
The receiver is decoder of the message, standing at the end of the line in this model of communication. The sender is not aware of the meaning that, this part of the scheme could retrieve from the message, by decoding it the receiver would    develop their own significance. (Diagrammo, 2016)

[image: ]


· Thoughts: 
Unfortunately I think it might be impossible to describe and control any kind of interpersonal skill as they are private, personal and special in each conversation an individual might undertake. Out of the three model that I described, I agree with the Shramm model most, adding feedback in the equation was brilliant.


WORKPLACE COMMUNICATION

The communication in my workplace is at the moment nonexistent due to the pandemic. However, when working was a possibility, everyone in our team knew how to communicate, not always effectively due to language barriers and cultural differences, but every person in charge of the restaurant I work in, understands and helps team members with issues. I believe that not only my restaurant but the company (Leon Restaurant) has a policy to be kind to one another. In my first day of training how the people from the restaurant head office would make a point to not see the people in  in charge as bosses but as mentor and that managers can always learn from team members








· CONCLUSION

In conclusion, after analysis various types of communication, I would hope to have made it clear that owning communication skills should be indispensable for everyone. Not only to get points across but to understand the message and meanings of what we listen to or see everyday.
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