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Communication Introduction
According to Key differences, (2019).Communication refers to the transmission of a message that may contain opinions, feelings or reflections from one individual to another. which can be verbal or non-verbal sent through in medium.key difference, (2020)
 
Good communication example at work
My first meeting at work they welcomed me and we started talking about the new products of the company. we were all listening and asking questions about new things. In this episode there was a perfect conversation.
 


Bad communication example at work
A week ago my colleague was really sick, and she asked my boss if she could go home, he said yes. he sees her walk out the door, asks him where he was going, and she told him at home, he didn't understand, and my colleague reminds him, that he gave the permission, he apologised, but he wasn't completely listening to her, because he was doing the next day's orders.
With this we see bad communication.
 
 
 
Three Models of Communication
● Shannon and Weaver(1948)
They were American mathematician , electrical engineering and cryptographer.
● Schramm(1954)
Was a scholar and authority on mass communications
● Berlo (1960)
Was an American communication Theorist.
 
 
 
 
 
 
 
 
Shannon and Weaver Model of Communication
According to Alex L.,(2017).This is one of the simplest modules. We have a sender (the person with the information to be transmitted), encoder (the transmitter),channel (the object used to transmit the message), decoder (the receiver) and the noise (physical disturbances). 
In this module, communication occurs when the message has been sent and received. As with any module, we have positive and negative sides.
Negative                            
● Noise
● Nonverbal communication
● Feedback
● Interpretive dynamics
● Face to face
Positive
● Explains how the message is transferred
● Communication is taken as quantifiable in Shannon Weaver model. Alex L.(2017)
 
EXAMPLE at work
I was working with my colleague, I asked him if he could empty the dishwasher and pass me the glasses. To make it more "fun", he asked me if he could throw them at me, and I had to catch them on the fly. Ironically I said yes (my back was turned), and he tossed me the glass.
obviously without feedback and seeing the expression on my face did not understand that I was joking.
If he had asked me for confirmation, he probably would have understood.
 
 
Schramm’s Model of communication
According to Chubbienog Channel, (2019).At the end of the 1940s, another model of communication was developed, that of Schramm.
The main subject of Wilbur Schramm's role in his model was in the mass media.
The model of it sees communication as a process that is carried out through a encoder (the sender) and a decoder (the receiver). 
Within this diagram we will find a message and a medium that will convey the message. 
The person receiving the message can send feedback to confirm that the content is correct.
Within this diagram the problem we could find is interference.
For example if we communicate through a phone the interference could be the internet connection.Chubbienog Channel,(2019)
 
EXAMPLE at work
When there are so many people at the coffee shop, many times the drinks are not understood, and we ask the person to confirm the drink he has chosen.
● encoder: colleagues
● channel: the voice
● message: what drink do they want
● decoder: customers
● feedback: confirmation of the drink
 
 
 
 
 
 
 
 
 
 
Berlo's Model of communication
According to Patricia J., (2013). In 1960 Berlo builds a simple communication module, which has the ability to send and receive information. He speaks of a message, (the idea to be sent) that is created by the sender (person who has the information also called encodes), which through a channel (the way in which the message is sent) reaches the receiver (the person who obtains the information also called a decoder). communication can be visual and oral. The important elements are (SMCR): sender message channel receiver finally we can understand that this module consists in the transfer of a message in one direction only.Patricia J.,(2013)
 
EXAMPLE at work
My boss had asked my colleague to bring him some take away cup, which we had finished in the cafe shop.My colleague said okay.
When my boss calls my colleague to find out why he didn't bring them, he told him he thought he meant it for the next day.
At this time there was a misunderstanding in the communication.
 
 
 
Communication in Skills
According to Skillsyouneed, (2011/2020). Communicating correctly is one of the most essential things in life, it allows us to convey content, understand and share it.
It can be verbal or non-verbal. For example, speech, drawings, maps and newspapers or tone of voice and body language.
obviously communicating correctly is difficult, but there is always room for improvement to make sure we send, receive and listen correctly.
It helps us to create a perfect everyday life (in the school, work and school fields).
Each person, expanding his communication knowledge, will be able to speak and write in a satisfactory way.
Skills that you need:
● Interpersonal skills
● Verbal communication
● Non-verbal communication
● listening
● personal skills
Skillsyouneed, (2011/2020)
 



EXAMPLE at work 

At my place we have to listen to customer orders, have pictures of drinks (and they have to be written on the billboard), and there is a good conversation between me and my colleagues. We must try to communicate with the customer and make them feel comfortable.
 
 Verbal Communication 
According to Skillsyouneed, (2011/2020). Is the oral terminology (which occurs face to face) or written, (through letters, emails and messages) to send information with one or more mass. The important concept that is conveyed with this communication is the way in which words are chosen, heard and interpreted. They will help your verbal communication:
● Education
● social rules 
● keywords 
● Concentration
● Listen
Skillsyouneed,(2011/2020)
 
EXAMPLE at work

When the company has to give us important news, it sends us a (formal) email, with all the necessary information.
 
 
 
Non-verbal Communication
According to Skillsyouneed, (2011/2020). When we talk about non-verbal communication we refer to:
● facial expressions
● body language
● tone of voice
● eye contact
● touch
● appearance
They can make you understand the information you learn from a person without the full help of verbal communication. Estimates represent that 70/80% of the population uses non-verbal communication. It helps to understand:
● the emotional state of people
● provides feedback
● how to keep the conversation going
● Vocalist
● Haptic
Non-verbal communication needs a lot of attention to fully understand what the other person is expressing.
how to improve non-verbal C.
● learn to manage stress: Stress impairs your skills
● develop your emotional awareness: you need to know how your emotions affect you
how to read body language:
● trust your instincts: you may feel a lack of correspondence between verbal and non-verbal signs.
● pay attention to inconsistencies: non-verbal language should confirm verbal communication.
 
Skillsyouneed,(2011/2020)
 
 
 

EXAMPLE at work

Once, I served a dumb deaf person. I remember that not being able to speak or listen, he showed me the drink he wanted. We used a communication through gestures.
 
 
 
 
 
 
 Differences Between Verbal and Non-verbal Communication
According to Key difference,(2018)
	Verbal
	COMMUNICATION
	Non-verbal

	Use of oral and written words to communicate.
	DEFINITION
	Use of body language and facial e expression to speak.

	The message is received quickly (if there is no interference)
	SPEED OF THE MESSAGE
	The message must be interpreted and it takes time

	There are more opportunities that the message does not always arrive complete (for the noise)
	CLARITY OF THE MESSAGE
	It is much less likely that you do not understand non-verbal language (obviously if you pay attention)

	Is not required
	PRESENCE OF THE PERSON
	It is essential


 
Listing Skills

According to Alex L.,(2017). Listening helps you improve your communication. Most people in a spoken language do not listen.
What can help you?: 
● non-verbal feedback: to encourage the person who is talking to you to let him know that you have received the message. (example eye contact, had nods and facial language.
● give verbal feedback: for example I'm listening to you, I understand, yea and I understand.
● listen for the big picture: don't get lost in the details, stay focused on the key topic. 
● keep the conversation on them: don't carry the conversation on you.
● take concise talking turns: you can express your opinion and then you should ask theirs.
● take action and follow up: give them signs you understand and ask them questions to show your interest.
Alex L.(2017)
 
 

EXAMPLE at work
I happened to have misunderstood the drink that the customer had asked for (a cappuccino instead of a latte).
This is because I wasn't listening carefully. Because I was into something else. Sure it could help me stay focused.
 
 
Interpersonal Communication Skills
According to Skillsyouneed, (2011/2020). Are the skills we use in a face-to-face conversation to interact ideas and feelings through verbal and non-verbal information. 
the exchange of connections takes place through these factors:
● body language
● tone of voice 
● expressions 
● the words spoken 
Without the help of the word a language can be verified through:
● clothing 
● posture 
● emotional state
 

THE COMMUNICATION  
As we have already said it happens between two people sharing info, with the support of a feedback (to be sure that the other person has understood). but many people don't listen because they are distracted. 
 
FEEDBACK
It allows the sender to understand if the receiver has understood the message. Through verbal statements for example:
● I do not understand 
● can you repeat 
● Sorry, i did not hear
And non-verbal for example:
● facial expressions 
● posture 
 
CONTEXT
It is important. We need to realise where (room, office or school), the role (manager, teacher or family) and the affectional climate (happy, sad or angry). 
 

CHANNEL
is the physical means of communication, which transmits advice from one person to another for example:
● Phone
● Computer
 
NOISE it is a factor that disturbs the exchange of ideas, that is, anything that disturbs communication. Physical noise for example:
● background sounds 
● Trains
● connection problems 
Non-physical noises for example: 
● Disinterest
● I do not listen
Skillsyouneed,(2011/2020)
 
EXAMPLE at work
 
Many of these skills I learned at work. We cannot let the customer see us as listless, tired, see angry or in some way show us against them.
 
 
 
Emotional Intelligence
According to Lawrence Robinson, Jeanne Segal, Ph. D., and Melinda Smith, M.A., (2019). It is the ability to understand your own emotions and those of others. it is an important skill if you want to take a significant role in life, for example the manager.
they can help you build good relationships, achieve your goals, and understand what's crucial to you. Among the most famous we have:
● self management: you can control your impulsive feelings
● self awareness: you know how to recognise your emotions and how they can block your thoughts.
● social awareness: you can understand the feelings of others and help them
● relationship management: you know how to have productive relationships and help your skills.
 
Why is it important ?
it is indispensable because it helps you to control stress and feelings.
it can address for example:
● school and work: they can improve the relationship with your colleagues
● your physical health: not knowing how to handle our feelings, makes us stress, which leads to damage to physical health
● your mental health: can ruin your mental health by creating a feeling of loneliness (depression)
● your social intelligence: helps you connect with the people around you
Lawrence Robinson, Jeanne Segal, Ph. D., and Melinda Smith, M.A., (2019).
 




EXAMPLE at work
In my field of work I find myself working with a boss without these skills. I believe that not having the ability to understand emotion intelligent creates a rift in the working camp. I think a person must take a course to learn these skills before taking on an important role.
 




10 Ways to have a better conversation 
According to Celeste H.,(2016).It has been approved that the population is more divided than ever during this historical Era. This means that people are no longer able to listen to each other.The new generation, the one that was born, and is growing up with technology, is more inclined to interact through the telephone than to talk face to face with their friends.
To improve your communication and listening you must: 
● do not multitask: when you talk to a person you have to be present and not think about anything else.
● do not pontificate: listen to the opinions of others to learn something new.
● ask questions: don't hold back questions, you may think about it all the time and not be focused on the conversation 
● go with the flow: if you think something bring it out 
● if you don't know what you don't know 
● do not equate your experiences with that of others
● Do not stay on the details
● do not repeat things (also because it leads to be boring). 
● listener: it is really important not to get distracted and to stay focused on the speech 
● be brief: interested in other people.
Celeste H.(2016)
 
 Conclusion
Personally this subject has helped me so much to discover and improve my communication skills. I think it is important to know the way we converse, how we listen and what impression we give and more importantly to have the possibility to improve them.
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