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Meaning of communication
Definition of communication is exchange of thoughts, ideas or information through of common system such as verbal and nonverbal symbols. Company must be organized and get the best sharing of information to archive the goal of company (Burley, 2019). 
Verbal communication: In the business manager and the rest of employees need to covey important information through of “Work Meeting, Verbal presentation temple, Conversations between employees” which means that verbal communication is the thing that we are saying (Quain,2018).
Non-verbal communication: is the movement of doing when we are covey some ideas, emotions or business information. It can be through facial expressions, gestures, eye contact, touch, voice and body language. This kind of communication is essential to archive some goals which companies will have as a challenge (Contreras, 2019).
Types of non-verbal communication 
· Body language is the use of physical conduct, expressions and gestures to communicate no-verbal. This movements are done after and before of our communications.  It is very important because if people do not advocate the same expression and movement while they are explaining the communication can be wrong and negative to get an effectiveness in the workplace, interview or lifestyle “Since body language is a natural, unconscious language that broadcasts your true feelings and intentions, they’ll likely choose the nonverbal message” (Segal et al., 2018).
· Facial expressions: It is the principal way to transmit without word something that we want to communique. For example, the facial expressions for happiness, sadness, anger, surprise, fear, and disgust are the same across cultures these are universal communications (Segal et al., 2018).
· Gestures: This kind of non-verbal communications must be controlled because in most of countries our gestures can be negatives or positives since the meaning of it can be different and the meaning can be understood wrong (Segal et al., 2018).
· Eye contact: It is another way to transmit something within more interest, hostility, affection or attraction to someone when we are talking or explaining something. Sender can value if receiver has interest of explications or vice versa (Segal et al., 2018).
· Touch: For example, heavy handshake, a hug can be other way to transmit something (Segal et al., 2018).
· Voice: This kind of communication can be affected if it does not use very well because the tone of voice can show irony, irritation, warmth or assurance. Normally, people pay attention when people speak, they can decode your voice and understand the information different that the words (Segal et al., 2018).





What is effective communication
To define effective communication, we should describe how it is done through of some components. Active listening and assertiveness are the principal components that helping to archive one effective communication in the workplace or in our diary life. These components help us to get one processing information and more transparent (Maund et al.,2017).
Active listening
Each information received, and listening is analysing in our mind and after that we go and ask about that information collected to understand and create our conclusions. Evidence collected is enlightening to get true conclusion due to inform ourselves at the source. This would be called as active listening.  But every group work should work with attention with other because if one person of the team loses the conversation or distracted, he or she will not offer 100 per cent of her/his job (Maund et al.,2017).
Furthermore, there is a method called “the acronym SOLER” it describes 5 specific behaviour which are part of active listening through people can express their ideas within movements and together it will bring more details about what they are saying and explaining (Maund et al.,2017).
· SQUARE / OPEN / LEAN / EYE / RELAX
Using these kinds of approaches listener can feel more interested in what speaker are saying and speaker can feel more comfortable with its explications (Maund et al.,2017).
Finally, paraphrasing is the last one point of active listening. It helps to listening to express the information or problems that speakers are saying to him or her and without appearing defensive or minimizing the problem explain again with own word to understand correctly and clearly the information (Maund et al.,2017). 


Assertiveness
 It is other components to gain more effectiveness communication. Assertiveness means to advocate own ideas and emotions with responsibility and comprehensively. A team o group of job should have a leader who takes the best decision and express her or his of view and improving as a group. Assertive people can defend and to stand up her and his ideas and approaches to archive common goals and individual as well without bulling, patronizing or manipulating others. Everyone in the group must talk about problem and discuss together to arrive at conclusion (Maund et al.,2017). 
From my real case and real issues in the workplace I would like to say that both components are very important to increase and learn knowledgeable from others and archive goal`s business and benefit of employees however, most of  the time these components are not used  by managers in the workplace because they just want to increase their merits through employees and they not be able to use the active communication just use assertiveness to manage negative situation but felling of employees or problem which they have don’t mind.  
Furthermore, from a group of tasks suggestion and advice are important to learn and archive and pass the mark and to be the best task than the rest  but if someone does not involucre the project or don’t bring any information does or focus on their induvial  thought and does not  want  to receive any recommendations or advise project will affected because any conclusion there will be.
Finally, in both cases assertiveness and active communication must work as a team and everyone must be open to receive and give information or advise.   






















Communication models
[bookmark: _Hlk7893986]The Shannon-Weaver Mathematical Model, 1949
This kind of model was invented by Claude Elwood Shannon (she was a mathematical) and Weaver (he was a scientist) in 1948. It was focus on technological that other linear models, but more later Weaver applied to whatever kind of communication to archive an effective communication (Nursing Society, 2018).
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Process of transmission of information: 
· Information source: Sender creates and makes the message and chooses the way to transmit the message and sends in folder (Nursing Society, 2018).
· Transmitter (Encoder): It is the sender who uses machine which converts message such as signals or binary data (Nursing Society, 2018).
· Channel: It is the medium used to send message (Nursing Society, 2018).
· Noise source: It is the physical disturbances like environment and people which does not let the message get to the receiver as what we said (Nursing Society, 2018).
· Receiver (Decoder): also known as the receiver the coder is the machine used to convert signals or binary data into a message for the receiver who translates the message from signals (Nursing Society, 2018).
· Destination: It is the person who gets the message or the place where the message must reach the receiver provides feedback according to the message (Nursing Society, 2018).



Berlo`s Model of Communication
It is focus on directly in each component to get more effectiveness in communication which means that takes more attention in encoding and decoding of message after and before of it. This model has four components essential. They are sender, message, channel and receiver (Nursing Society, 2018).
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Process of transmission of information:
· S-sender is the person who creates of message and this information is sent to the receiver (Businesstopia, 2018).
· M-message is the contents which is advocated to the receiver through of voice, audio, text, video or the other media. There are some components that affecting to the message such as content (it is of whole message from beginning and to end), elements ( it is non-verbal thing such as gestures, sings, language) treatment( it is the way of transmitting the message to the receiver) , structure and code ( it is the way which the message was sent like text or video) (Businesstopia, 2018).
· C-channel is the medium used to send the message. it can be through of telephone, internet, etc (Businesstopia, 2018).
· R-receiver is the person who receives the message which was sent by these processes before mentioned. This kind of model thinks that every process should be in sync to get an effective communication (Businesstopia, 2018).


[bookmark: _GoBack]

Styles of communication  
There are 4 styles that Mark Murphy has created and show how these can affect in different situations. He explains that if people choose a wrong style in any situation, they will advocate their information with certainty, but audience can down listening and can spell trouble. For that reason, to choose a specific style is the most important to transmit a good and effective communication (Mckay, 2019). 
· Analytical: As analytical communicator their information is define by number and specific language which means that they always want to show their information by real dates. However, they can transmit a wrong attitude or personality. Their communication is logical and unemotional (Mckay, 2019).
· Intuitive:  As intuitive communicator dos not bring real or specific dates to analysis just takes general ideas to allow to go directly to what is most important. However, this style can be excellent and quickly to some problem which needs an immediately reaction or answer but when manager need to solve a big problem which does not just choose a general fix they can not fix it because need a reals not general dates (Mckay, 2019).
· Functional: This kind of style can be useful to do a perfect task in the workplace or a inform with step-by-step with guides, details but it can be bored to audience. However, to our boss our big job can be of a lot of help to the company and they can choose to manage to employees because this ability to increase their incomes and improve the effective communication (Mckay, 2019).
· Personal: Finally, as a personal communicator the importance of relationships and emotional language are the way to archive an effective communication. They value more the emotion than logical and specific dates. They have the ability of great diplomat and good listener so that in companies this style is value as well as analytic style. They always maintenance together their team without problems because they can meet them not just continue with their business project. 

Improvements in strength and weakness to archive an effective communication 
Email, call, meet face to face in the workplace must be done with effective communication. Communication impacts efficiency, effectiveness, trust between employees, your brand ad how you come across as a professional. To archive it there are four essential communication skills that employees and employer must improve (Kramer, 2019).
Firstly, “Respect” is the principal way which employer and employees must use when they are advocating some message or business information. “Active Listening” is other point of improve. It should be used with responsibility. For instance, if workplace something is not understood very well because people don’t pay attention their classmate or workmate the future group task can be wrong done or creating misunderstanding among employees (Kramer, 2019).
On another hand “Display positive body language” is essential to advocate any information because non-verbal communication can give information which is not transmitted with word (Kramer, 2019).
In addition, “Be willing to ask questions” would be a verbal communication that employees, students or in meeting should improve and lose their weakness. They must do questions to understand and solve very well their doubts and then they could do positive and correct conclusions (Kramer, 2019).
However, leader or managers should work in their weakness as well not just employees. They can do questions to understand which problems have employees or improve their attitude and to manage their employees in a positive environment (Kramer, 2019).
Finally, “Understanding emails etiquette” is the last point to improve.  Employees and employer should know very well which kind of style to use. They must to be concise because information can be understood wrong if the structure has a lot of information and any bullet or full stop etc (Kramer, 2019).

Conclusion
Negative and positive situations are new learning to grow our effectivities and communication skills. For instance, in my workplace there are some situations which the communication or covering of rules are wrong done because manager does not have any patience to us and he does not know keep calm this is one example of verbal communication on the other hand, non-verbal communication will be when he expresses his frustration to us thought of body language  (his eyes change and he is puckered).
Use verbal and non-verbal communication are essential to continue with work and improve our weaknesses and keeping out threats.
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