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Individuals UN agency affiliate with teams and learn to work with different increase their probabilities of determination shared issues and meeting personal want.
Communication is that the exchange of thoughts info or concepts that lead to mutual affection between 2 or a lot of folks. The method needs a minimum of one sender, one receiver and a message that is transmitted among a communication medium. Communication also helps people to create clearness of what they are thinking. It also educates people. Communication can be written or oral (Griffiths).
I work in construction industry. My company starts from the beginning the building and needs to finish it within the contract time. To achieve that we must communicate effectively as a team to avoid incidents or accidents. 
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There square measure 2 form of communication, Verbal and non-Verbal. Verbal communication is that we tend to see or that we have a tendency to write. Non-verbal communication is that the visual communication, the garments we tend to wear, however we tend to move etc. Anything we tend to do except talking and writing. Each verbal and Non-Verbal communication are analysed on following pages.
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Verbal communication is what we say or write. Verbal messages are created via language. For a message to be clear and understood we need to use accurate interpretation. To interpret the message clear we need to improve the so we can use our language skills effectively.
If speakers are to be consistently green at conveying verbally their intended meaning to listeners, they must apprehend that meant which means might not be absolutely conveyed with the aid of a message and that many factors can result in a listener failure to recognize what speakers means.
‘’The symbols communicators use is abstract, vague and sometimes arbitrary’’. 
We need to explain the meaning of the symbols because symbols can make things in district. We manufacture the concept as we interact with other people via work in our head the information. Things never have been seen like feelings we can express pensiveness, wishes, emotions. 
Verbal communication concern communication rules shared understanding of what communication suggests that and what constitutes applicable communication given in context. (Quintanilla)
We have two kind of communication rules. These are regulative rules and essential rules.
Regulative rules describe once, how, wherever and with whom bring up bound things. (Quintanilla)
To illustrate professional and place of job excellence, you must be capable of monitor your personal appropriateness while communicating.
‘’Constitutive rules we learn what count as paying attention (e.g. eye contact) and showing attention (e.g. kissing, hugging).’’ (Quintanilla)
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Non-verbal communication is body language. Also are all those ways we communicate without words. Behaviour in the term of non-verbal communication are your walk, stance, posture and footsteps. What you wear, how you look, move, gesture, facial and eye expressions you make all count as non-verbal communication.
Purposes of non-verbal behaviour: First perform is to precise feeling, the second perform is to convey social attitudes, the third perform to gift one temperament, like a personality, disposition or temperament and fourth purpose is to accompany verbal communication.
Non-verbal write up regulates relationships and may facilitate or maybe update verbal communications in several conditions. Completely totally different genders and cultures use non-verbal communication in every various manner and folks’ variations can influence the character of social communication. Non-verbal communique will return to be a barrier or raze limitations to powerful conversation. In step with researchers, non-verbal rules may additionally choice as per the case and every determines its set of rules. Completely different sorts of folks have terribly one among a sort however superb gadgets of non-verbal conversation behaviours. This paper is a top-level view of numerous styles of non-verbal communication as well as visual communication, hand movement, facial expressions, and eye contact. Non-verbal conversation includes quite one channels, is non-stop and additional ambiguous in nature, and frequently contradicts the spoken phrase. Once non-verbal and verbal communications war, individuals tend to believe non-verbal clues as the way to interpret the that means of a communication (Deepika, P.  2015).
Non-verbal language can be supplement of the verbal message. It can happen for example if we want to give emphasis to some words, we use different tone on our voice. Depend on the circumstances people express themselves different. The level of our voice volume shows feelings, how confident we are, what we think and the cognition we have (Quintanilla, 2015).  
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We have three model of communication. First is Shannon Weaver model of communication. Second is Shramm’s model of communication. And third is the Berlo’s model of communication. 
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Shannon-Weaver model was created in 1948 from Claude Elwood Shannon and Warren Weaver, (Al-Fedaghi, 2012)
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In the idea of Shannon Weaver model, we have got the Sender which is the person who chooses the Information Source, the Encoder which is the that who transmit the message, the Channel, Decoder, Receiver which is the destination the message has to be sent and
the Noise.

The person who makes and sends the message is the sender. The way he sends the message is via the channel. 
The encoder is the machine which the sender utilizes to convert the message into the signal. The medium which is used to send the message is the channel. 

The receiver is that the one who receives the message or places the message should reach. He must give feedback for the message he has received, so the message to be clear.

Noise from habitat, from people, disturbs the message to arrive at the receiver as the sender has sent it (Al-Fedaghi, 2012).
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Sender can be the brain, encoder can be the mouth, the channel can be the air, decoder can be the person who decode the message. Noise disturbs message to arrive, (Al-Fedaghi, 2012).
Ex. One of the students will arrive ten minutes late in classroom. He sends a text message to one of his classmates which says that he will be ten minutes late. Currently in classroom was big noise and his friend did not hear his phone. So, sender has sent the message, but it has not been received from the receiver.
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                        Image of Shannon-Weaver model downloaded from google chrome.
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After Shannon Weaver Model in 1954 comes another explanation about communication from Wilber Shramm called Shramm’s Model of Communication. According Shramm the culture, the religion, plays very important role in communication. Encoding and decoding is most important in communication. Is not enough that only the sender to send clear the message. Until the receiver understand the message the sender sends, the message is of no use. As soon as the receiver decodes the message and sends feedback, the message is complete (Jason, 2017). 
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After Wilber Shramm model, in 1960 comes Berlo’s SMRC Model. Factors moving a lot of the individual’s parts within the communication, creating the communication a lot of economical. The model focuses on cryptography and cryptography additionally.
The component Berlo has are Sender, Message, Channel, Receiver. Many components may corollary on each part. 
A Source encodes a message via channel which will be decode by the receiver (Stead).
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Sender 
The message is being sent from the sender. Good knowledge of the communication between the sender and the receiver makes the message more efficient. The sense of the message can be altering from sender or receiver attitudes. The variation on the meaning of the message can happen from the sender or the receiver attitudes. Knowing about the message makes the message more effective.
[bookmark: _GoBack]Social system as values, beliefs, laws, rules, religion etc, affect the way how the sender will send the message.
Culture differences makes message different. A person from one culture might find very offensive something which is very much accepted in another culture (Stead).
[bookmark: _Toc27590528][bookmark: _Toc27590635]
Message  
[bookmark: _Toc27590530][bookmark: _Toc27590637]The message is the essence which is being sent from the sender to a receiver. Factors may affect the message are content, elements, treatment, structure, code. Content is the message from the beginning to the end. Non-verbal language as signs, language can be the elements. The procedure message transferred from sender to the receiver is called treatment. Affects also the feedback from the receiver to the sender. Structure can influence also message productivities. The way how any message as text or shape of language will be sent is called code (Stead). The method we want to send the message is called channel. Machines may well be used as a channel sort of a phone, web etc.
The senses of the human which are sights, smell, touch, taste and hearing are the channel which may affect the channel effectivity (Stead).


Receiver 
The person who receives the message is the receiver. The receiver should have superb listening skills (Stead).
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                                 Image of Berlo model from downloaded google chrome.
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People need to be clear on what they want to say. This will happen if they have good communication skills, so they can express exactly what they want to say (Griffiths). Communication is important in our everyday activities. At work, with family, with friends etc. Communication is a bridge which connect people to achieve common goals. According Michael good communication is a main tool to put through productivity and keep strong working relationship in any organization. Employees who spend time to send clear lines of communication to build more trust for the employees, the main to will increase in productivity, output and morale in general.
Effective communication between employees or between employees with managers and costumers are always valuable assets for an organisation.
It is a skill which leaves people away from the competition when applying for a job.
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On the next pages are attached with pictures the in-class exercises with feedback from the lecture on writing an e-mail and communication a case study. Also, the last two pictures are the in-class exercise on communication and writing an e-mail with feedback from the tutor.  
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Ex.1. Read th? following brief and write a business email according to the instructions.
You are the Director of Communications at your company and you would like a Supervisor, Mary

December, to go on a training course in non-verbal communication because you have observed
that her non-verbal skills sometimes send the wrong message.
- Tell Mary why you are writing

- Say what you have observed about her communication skills

- Tell her how you think this course would improve her skills and her relationship with her fellow
workers.
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Exercise2: COMMUNICATION: A CASE STUDY

As you read their case, think about how you might help communicate with the employee to
remedy the conflict. Answer the critical thinking questions at the end of the case and, wherever
possible, say whose communication model is relevant.

BARRY AND HIS STAFF

Barry is a 27-year old who is the manager of a restaurant. He is responsible for supervising and
managing all employees in the kitchen. Employees working there range from 16 years old to 55
years old. In addition, the employees come from varied cultural and ethnic backgrounds. For many,
English is not their primary language.

Barry has a Health and Safety (Food) Certificate and tries his best to keep up with food safety issues
in the kitchen, but he admits it's not easy. Employees receive “on the job training” about food safety
basics (for example, appropriate hygiene and handwashing, time/temperature, and cleaning and
sanitizing). But with high turnover of employees, training is often hurried, and some new employees
are put right into the job without training if it is a busy day.

One day Barry overslept because he had been working on his car until 2 a.m. He was rushing around
and realized that he didn’t have a clean uniform. However, he managed to find one that was not
very dirty. As he dressed, he realized that he needed a haircut and a good hand scrubbing, especially
after working on his car.

When he arrived at work, he dashed into the kitchen and noticed several trays of uncooked meat
on the work tops. They appeared to have been sitting at room temperature overnight. He called one
of the kitchen staff and asked: ‘Why did you leave the chicken out when | told you to put them in

the fridge?’

The man replied: ‘I heard you screaming but | thought you were trying to talk to the chef above the
noise of the food mixer he was using. | didn’t know you were talking to me’. Barry is frustrated and
doesn’t know what to do. He felt like he was beating his head against a brick wall in trying to get
his employees to practise food safety.

He has made many efforts to get them to learn how to handle food safely. He has put large signs
all over the kitchen: KEEP HOT FOOD HOT AND COLD FOOD COLD and WASH YOUR HANDS OFTEN.

Questions:
What are the communication challenges and obstacles that Barry faces?

1>
plain Barry’s problems?

2! Which communication models can you use to ex

3. What solutions might Barry consider in addressing each of these challenges or obstacles?
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned

to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1. Read the cases and answer the questions that follow
CASE 1: Mary was working on some paperwork when her daughter came i
As the child told Mary what was wrong and how she felt, Mary kept typing on her keyboard and
said, “It’ll be OK,” and ‘Everything will be all right.’ She was confused when the child only
continued to become more and more frustrated. Just then, Mary’s phone rang and she was all

excited when she heard her friend’s voice. They spoke for fifteen minutes and when the call
ended, she turned and said to her daughter,

nto the room upset.

‘Oh, darling, that was Susan. I'm so excited about
seeing her tomorrow!". The child broke down and cried.
Why weren’t Mary's calming words haying any effect gn her daughter?
2 nore Mo WS US1na Were

CASE 2: Steve was exhausted from work when his wife, Sally, came home. Sp he was quite |
annoye‘d when she began telling him all that went wrong about her day. He.mlerruptefi her and
id, ‘I'm so tired, can‘t it wait?’. The next morning while they were in the kl(chgn mak{ng
;arlea'kfast Steve s'aid ‘Did | tell you what happened at work yesterday?. sally said nothing, but |
d out of the kitchen.
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Exercise2: Writing an e-mail.

You are a teacher of Communication and have received this e-mail from one of your students:
Dear Sir,

[ am writing to you because | am confused about Communication.
Could you please explain:

1.What Communication is:

2. The Shannon-Weaver model.

3. What is meant by non-verbal communication and why it is important.
Many thanks,

Lucy Mars.

Reply to the student and answer her questions. Use a diagram in your answer, if necessary.
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