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Introduction
This report aims to analyse and define what is effective communication, types of communication and most popular models of communication. Also, team working explanation and how is related to my working place. 
Working effectively and providing a great service is the common target for all workplaces. Most important skills to be successful in business also in education are communication and teamworking skills. In my opinion, communication skills should be a starting point.
Very important to send appropriate information/message in certain way to be sure, the message will be received and understood correctly (Morgan, 2017). In case of poor communication, the instructions given can be translated wrongly, there will take place misunderstanding and frustration. In the end the companies can lose their good reputation and possibly contracts. Also, valuable employees will look for better opportunity in other working places. 
When communication process adjusted, that means employees or students ready to work together as a group, to achieve planned targets. Team means group of people working together to reach relevant aims, with they own tasks and borders (Kozlowski and Bell 2003, cited in Maund, Schriek and Tinkler, 2017). 
In this report will be analysed communication process for a Care Home where I am working presently as a lifestyle coordinator. In my working place communication is very important overall, to meet service users needs at best level. For activity coordinator communication is most significant to keep connection with all departments as my job role involves event organisation by contacting different people, starting from laundry and kitchen staff, finishing with local authorities. 


1. [bookmark: _Toc28889246]Types of communication
Communication process can be translated in different ways. From one person-information sender to another person - information receiver, by using voice, gestures, signs or symbols –information channel. Sender encoded information in certain way, but receiver must decode the message and understand meaning of transmssion (Maund, Schriek and Tinkler, 2017). Communication can divide in two basic types: verbal and non-verbal. 
1. [bookmark: _Toc28889247]1. Verbal communication
Communication by using words is verbal communication which includes telephone and mobile conversations, television or radio.  Also transmitted information can be written way, includes e-mails, letters, newspapers, posters (Skills You Need, 2019). 
At Care Home verbal communication between members of staff, management and all departments take major position. Starting with head office and administration, finishing with care assistants, take place verbal communication. E-mails and phone calls are most popular communication between administration and management, but important is to use words to lead staff and give direct instructions without any misunderstanding to avoid unprofessionalism, which can harm service users.  To communicate with service users, who can have severe diseases, as Dementia or Alzheimer’s it is important to use verbal communication face to face, with all action explanation and step by step directions. The speech must be simple, clear and easy understandable.
For lifestyle coordinators is important to keep informed and updated residents and their family members about all activities taking place in the home and outside. Therefore, is good to use written communication by using posters and weekly/monthly planners. 
1. [bookmark: _Toc28889248]2. Nonverbal communication
Nonverbal communication includes all actions what we do without speaking or partly using words. This is a process with sending messages to receiver using body language, eye contact, personal appearance, gestures, tone (Nordquist, 2019). 
In work with elderly and vulnerable people importance is to show maximally positive attitude, readiness to help at any moment, keep their life more comfortable. Therefore, a greatest part of communication with elderly residents in the care home is non-verbal communication. Important is what and how we are saying. Tone, voice, intonation should be respectable. At work we are using Person-Centred approach, what means, ability to find special, personal communication way for each individual, get more information about their personal life history, hobbies, interests.  Some residents can have hearing/speaking problems or language barrier then important is to give information with gesture and body language help in appropriate situation using different approaches. 
2. [bookmark: _Toc28889249]Models of communication
The models of communication are visual presentments, explanation of communication process. In this report will be described 3 theories: Shannon-Weaver mathematical Model, Berlo’s Model of Communication, Schramm’s Model of Communication.
[bookmark: _Toc28889250]2. 1. Shannon-Weaver mathematical Model
[bookmark: _Hlk28542254]The Shannon-Weaver model is Model of communication, what maintain structure to analyse messages sending and receiving process including noise effect. It is most popular model with ability to explain why and how the messages can be misunderstood and transmitted wrongly from sender to a receiver. The Shannon-Weaver model approves 6 communication elements: sender (information source), transmitter (encoder), channel, noise, decoder and receiver (destination). Because of popularity, this model known as “mother of all models”.  Importance of model is explanation of lack of communication (Drew, 2019).
Sender
As all communication, the Shannon-Weaver’s model starts with sender or information Source. Sender can be a person/person’s or object who share with information. Sender decides of way of sending the message, verbally or non-verbally, to whom information addressed (Drew, 2019).
Encoder
The way of sending information called encoder. Sender encode the message with machine or digital device help. It can be telephone or computer what converts the information into a signal what can be sent (Drew, 2019).
Channel
Communication channel is the path trough which message have been sent from encoder to the receiver.


Noise
[bookmark: _Hlk28542655]With noise understand all interference what affects sending and receiving message while is on the way. Noise happens if sender makes mistake with encoding a message or reverse way, if receiver decodes information wrongly (Drew, 2019). It can be wrong spelling, writing. It happens also of interruption from outside, as noisy environment, bad internet signal, problems with landline.
Decoder (Reception)
Reversed process of encoding is decoding. In Shannon-Weaver model reception happens through electronic devices what transmits information in understandable way for receiver (Drew, 2019).  
Receiver (Destination)
The end element of communication in Shannon-Weaver model is a receiver- is the person, who gets message.
In a Care Home, communication with service users happens directly, face to face, but with outsiders or managers by using e-mails, text messages or phone using Shannon-Weaver model of communication. The noise can affect all day activity and need to be sure that given directions understood correctly. Also, the instructions must be encoded properly, so we as activity coordinators can decode in appropriate way do not miss the dates and time and pass information to other departments. 
2. [bookmark: _Toc28889251]2.  Berlo’s Model of communication
[bookmark: _Hlk28650669]David Berlo supposed his SMCR (Sender-Message-Channel-Receiver) communication model from Shannon-Weaver’s Model of communication. Berlo’s model focuses on more individual approach with describing factors what affects communication or making communication more effective. Also pay attention to encoding and decoding before sending or receiving message in appropriate way (Etchmethod, 2016). 
Each element contains factors what affects communication:
Source. 
Communication skills. It is message sender personal skill to communicate (reading, writing, listening skills).
Attitudes. It is senders’ personal point of view, reaction, philosophy, believes or opinion.
Social system. It is sender’s social environment, what includes different kind of aspects like culture, religion, basic understanding of society or usual way of communication. 
Knowledge- total understanding of discussion theme and ability to reply. 
Like the Shannon-Weaver’s communication model, the sender decodes message in his way according to his communication skills, knowledge, social level and attitude. It is important to encode message for receiver understandable way. Only in this case the opponent can get full understanding what means communication is effective (Etchmethod, 2016).
Message.
Content- all discussion from the beginning to the end.
Elements. All elements come along the content. It can be gestures, language, voice tone.
Treatment. It is the way how the message delivered to the receiver. 
Structure or format of the message, way how message adapted.
Code- the way if sending message using verbal or non-verbal communication trough which communication takes a place. 
Channel. Human five common senses like hearing-ability to hear necessary information, seeing- ability to see, for example, in case of written communication, touching, tasting and smelling.
Receiver. Person who receive the message (Etchmethod, 2016).
In Berlo’s model for effective communication receiver need to be the at the same level as a source. It means the source and receiver can understand each other. It this case is important to pay attention to receiver language, as it can barrier between, social environment, also culture. And important to send or receive the message in appropriate, polite way, without any discrimination or disregard. 
At my working place Berlo’s communication Model is more suitable. As we are using person-centred approach to know our residents better, a common role gets all factors near they live path. It can be their mother language. Very often residents speak their own language or remember from the past. For best communication we are looking for translator, family or some member of staff who speaks this specific language. In the Care home we are following some cultural distinctions. Celebrating different kind of cultural feasts, what includes different type of food, music, TV programmes. Some of the residents have speech or hearing also visual difficulties. As member of staff to meet residents needs, we are paying extra attention to those service users, and for each of them trying to find appropriate communication way including all factors. 
[bookmark: _Toc28889252]2. 3. Schramm’s Model of communication
Schramm’s communication model is not so popular. These Model of communication focused more on the message. The Schramm’s model illustrates circular motion of nonstop communication. In his model sender encodes the message and receiver decodes.
Encoder encodes the message and sends to decoder. Decoder or interpreter receives message and decodes. Not always decoder and interpreter are same persons. When decoder received message, he sends back message to encoder. In this model very important is to know and understand the meaning of message for both sides. Only in this case happens effective and valued communication (Novak, 2019). 
Schramm’s Model of communication in Care home good to use for daily routine between members of staff because everyone knows their own responsibilities and even short sentence, word or command let us understand the sent message. With residents this model of communication is unacceptable as it doesn’t describe and doesn’t give any activity or movements explanation what can make the residents feel frustrated and lost. 




[bookmark: _Toc28889253]Conclusion
In this report described and analysed types of communication and team working, why it is important at workplace. Described Shannon-Weaver model of communication, Berlo’s and Schramm’s models of communication their influence and ability to use at workplace. In this report analysed communication in the Care Home from activity coordinators position. 
Communication process is most important process in all daily life, also at workplace. Only with effective communication and teamwork the organisation can reach their targets and ability to work productively. It is important to find different communication approaches for all departments to be able work as a team and get understanding and positive attitude. 
Communication is a process with important elements and order, where each have specific role and description. Effective communication happens between message sender and message receiver, with adjustable factors as noise in Shannon-Weaver’s Model, or more personal factors in Berlo’s Model of communication, or more focused on message encoding and decoding in Schramm’s Model realised verbally or non-verbally. 
[bookmark: _GoBack]Work in a Care home includes different types of communication as home residents are unique with various of illness or challenging behaviour. As activity coordinator my responsibilities is to pay attention to all service users, involve in different kind of activities, which are appropriate for residents individually, according to their health condition. Important is to get attention, give information in easy and understandable way by using verbal and non-verbal communication types and models. Most practical and effective is Berlo’s communication model and verbal communication accompanied with non-verbal as body language, gestures and face expression. Important to know each service user life path and background, their culture and religion to find connection points, get their attention and interest for organising activities.  With staff and outsiders can be used same communication model, as we are working in multicultural society. But most popular is Shannon-Weaver Model of communication by using devices as smartphones, computers to send the messages by voicemail, e-mail or phone call. To communicate effectively and work as one team, important to find unique way of communication for each individual, give positive attitude and respect. 
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