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INTRODUCTION  

 

 

 
This report will be analyzed how important is to have an effective communication between individuals, 
the importance of effective communication skill at the workplace also this report explain the different 

types of communication, different models with some exaples. In this report I will be talking about some 

personal experiences that I had at my workplace that reflects how communication can affect. 
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What is communication? 

 

Communication is defined as the action of creating sense by sending and receiving verbal and non-
verbal sign and symbols. (Frank E. X. Dance and Carl Larson)Communication is the way to exchange 

information between two or more people. Communication’s aim is to receive or transmitting a message, 

different opinions or information. 
 

As humans we can find communication everywhere we go, for example in our work environment we 

need communication between employees or managers to know what we have to do to carry out our 

work. Another way in which we can find communication is in our places of study such as schools, 
colleges or Universities. 

For me communication is the most important, being able to communicate effectively is the most 

important in our society. 

 
On the begging of the course, the teacher gave us a paper that contained a self-assessment where the 

score of the responses were evaluated on different scales from 1 to 5, each of us in class responded in a 

genuine way to acknowledge the state of our communication.  

 

 

 

There are two different styles of communication: 

 
Verbal communication  

 

Verbal communication is determined as the way to communicate spoken where the message or the 

information transmitted is verbal like spoken words are used such as face –to face conversations, videos 
,ratio… these are examples that we can found in our daily life but also we can found verbal 

communication at the workplace some examples are interviews, counselling helping college, meetings 

and conference (Wenbin Nah,2008)In addition to this other ways of verbal communication can  be 
written such as letters, emails, reports and notes. 

 

Non-verbal communication  
 

According to McConnell (2003) non-verbal communication is a behavior, conduct, action that a person 

uses where a person doesn´t use a word or language to pass the message. In this method spoken words 

are exchanged for attitudes, gestures postures and body language. On verbal communication consist is 
not talking with any words, some of the examples of non-verbal communication are facial expression…. 

 

 
Communication is a process where involve more than one person, it is a continuous flow of information. 

Communication process involves sender, message and receiver these helps with the process of 

communication. 

 
Sender: The sender is the person who creates or elaborates the message, the sender might be a speaker, a 

writer pictures. 

 
Message: A message is the element that is the transfer from one individual to another, the message is the 

information that the sender sends and the message is transported by words or symbols. 

 
Receiver: The receiver is the individual who received the information and the person who listen, read or 

observer the message. 

 

One example: 
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We can find one example of these in my university, for example like the sender would be my teacher, 

the message is the task that my teacher is telling to me and the rest of the students and the receiver 

would be me and the rest of the student or the audience that is listening to him. 
 

 

 
 

 

 

Model of communications  
 

 

 
 

Shannon weaver  

 
 

 

 

 

SE 

 

 

 

 

 
 

 

This model is created to elaborated the communication between sender and receiver but this model 
shows the factor which affects the communication process which is called ¨Noise¨ 

 

Sender: They are the person or object or thing who keeps starting with the message. 

 
Encoder: This is the machine or person that transforms the idea into signs that can be sent from the 

sender to receiver. 

 
Channel: It is a type of media that infrastructure that obtains the information from the sender and convey 

through to decoder and receiver.  

 
Noise: Noise disrupts the message as long as in on the way from the sender and receiver  

 

Decoder: This person or object is in charge of unlocking the contents that has been transmitted. 

 
Receiver: this is the last step where the person obtains the message clearly depending of the noise. 

 

 
Example: 

 

One day my manager (sender) call me by phone (channel) to let me know at the last minute that my 

work schedule for the next day had changed but this happened on a day when it was raining very had 
(noise) and because of the sound of the rain I (receiver) didn’t hear properly and the message did not 

arrive very clear and because of this I was late next day (feedback). 

SENDER  ENCONDER  DECODER RECEIVER CHANEL 

NOISE  

FEEDBACK 
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Schramm  

 

 

 

 

 

 

 

 

 

 

This model is characterized as two way of communication between sender and receiver, this model 

described communication as a circular. 

 

Sender (Encoder) This individual sends the message 

Receiver (Encoder) this is the individual who receives the message 

Interpreter: person trying to understand the message  

Semantic barrier: beliefs backgrounds that influence sender and receiver to interpret their message 

 

Example: 

When I was hired for my job, I remember using this method in the interview I had because I was 

extremely nervous in the begging I remember to say ‘yes’ to everything that my manager asked 

me, until my manager found it that I was extremely nervous and my responses where the same. 

 

 

 
Berol’s SMCR 

 

ENCONDER 

INTERPRETER 

DECODER 

MESSAGE 

MESSAGE  

DECODER 

INTERPRETE
R 

ENCONDER 
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Source: it is explain as the origin of the message. 

 
Communication skills: Is the ability to communicate effective with others  

 

Attitudes: This is the way of behavior towards the audience  

 
Knowledge: Is the information acquired through the communication message. This is important because 

the individuals need to know what is communicating. 

 
Note: It refers to the knowledge of the message that the person is communicating. 

 

Social system: this means the society, the beliefs, the culture. 

 
Culture: this is the way of social behavior, different way of life or religion. 

 

Encoder: the sender of the information or message 
 

Content: The topic of the message from beginning to the end. 

 
Elements: this is the language, gestures, body language  

 

Treatment: this is the way the message is transferring 

 
Structure: this means how message is organized into various parts. 

Code: this means the way the message is elaborated maybe by body language, music, gestures… 

  
Channel: it means the five sense organs: hearing, seeing, touching, smelling, tasting 

SOURCE 

COMMUNICATION 

SKILL 

ATTITUDES 

KNOWLEDGE 

SOCIAL 
SYSTEM  

CULTURE 

MESSAGE 

CONTENT 

ELEMENTS  

TREATMENTS  

STRUCTURE 

CODE 

CHANEL RECEIVER  

HEARING 
COMMUNICATION 

SKILLS  

SEEING ATTITUDES 

TOUCHING 
KNOWLEDGE 

SMELLING 
SOCIAL 

SYSTEM 

TASTING CULTURE 

ENCODES DECODES 
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Hearing: the use of ears to get the message. 

Seeing: the uses of the eyes to watch what is coming 
Touching: the sense of touching can be used as well to identify the message 

Smelling: the uses of the nose can be used to smell the message. 

Tasting: the act of taste the message 
 

Decoder: the person who receives the message  

 

Receiver: the receiver needs to think all the components of the source. 
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Written communication  

 
 

Written communication means is the way to send the message (information) though the written symbols 

such us emails, letters, postcards, text messages…. 

Anytime and individual writes a message that will be send to a person to read and interpreter ,these 
individuals are using written communication. 

Written communication can be classified as a formal or informal communication. 

 
 

Formal communication: Is the professional way of writing according to the area of work or role that 

the individual occupies, the individual has to be attentive and know what audience he is referring to in 
order to keep in mind what professional vocabulary he should use. Examples of informal 

communication: Speech, conference, presentation, manager emails contract, documents, property 

leases… 

 
In the first term our teacher taught us how to make a formal letter step by step, where she showed us 

what should go and what not and she also showed us the differences between a formal and informal 

letter. We learned that a the first thing we need to know for write a letter is the layout like write first the 
address on the top-right side of the page, the date and on the left side we need to write the address of the 

recipient of the letter, after this we need to start always with ´Dear ‘and on the end of the letter we need 

to signing of. 

 
I remember in class our teacher told us to write an appropriate formal email with the specific structure 

that she taught us during class, she showed as some examples and our task was to write a formal email 

to our manager explaining certain disagreed things. 
 

Informal communication: Is the natural way for people to communicate in their daily activities it is 

the casual communication between friends, coworkers in the workplace also informal communication 
does not use the formal methods or structure in a company. Some examples we can find is text message 

to friend, birthday card, grocery list. 

 

 

Effective communication in the workplace 

 

This is the way of exchanging information, ideas and thoughts in the best possible way, where the 
message is clear and reaches the recipient correctly, some essentials characteristics of effective 

communication are: 

Clear message:the mes 
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Conclusion 

 
 

Well in conclusion to everything written and represented in this report. I would say that I have learned 

how important is communication for humans no matter the age, no matter which job that person have no 

matter the gender…every individual needs communication .In addition to this, this report teach me some 
communication model that are very used in life also I have learned about verbal communication and 

nonverbal communication that can be used at the workplace or at home.   
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