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[bookmark: _Toc70282852] Introduction of Communication 
The word “Communicate” come from Latin word “comunicarse” means to impact, to participle, to share or to make common. By virtue of its Latin origin, it also the source of the English word “common”. Communication is the process of exchanging information through a common system of symbols. These symbols can include sing language, speaking, writhing gestures or pictorial graphs and charts. Communication is thus the process of sharing information, ideas, concepts, and messages between people. People come to understand that communication in every experience is the essential process and skill that helps them make sense of things in both personal and professional contexts.
Communication Cycle
Sender the message
Encoding – Process 
Message – Verbal or not Verbal. 
Receive – get the message. 
Decoding – Meaning 
Feedback – returning message.
Non – verbal communication is the things we do not say, but communicate through our body language, signs, and signals.  Non-verbal communication is more reliable that words spoken.
You can express, Happiness, anger, sadness, fear, love. Eye expressions. Facial behaviour, body language.
The handshake is an important example of nonverbal communication experienced in my business and professional situation.
Listening 
Hearing is your physical ability to detect sounds. (have a good hearing does not make you a good listener).
Listening requires you to concentrate on the verbal and nonverbal message being sent determine the meaning of those messages. Effective listening is central to fostering interpersonal relationship with co-workers, leaders, and clients. 
In additional noise can affect to focus on the message being send. As a result you not listening effectively.
[bookmark: _Toc70282853][bookmark: _Hlk70250777]Written Communication 
Avoid abbreviations and contraction. Be impersonal. Most courses prefer you to avoid personal pronouns such I /We and you. Instead, sentences begin in impersonal ways such. 
Be Cautions Writers indicate that they are aware that nothing is complete certain as further research could challenge what is currently understood. 
Be concise: delete unnecessary words.


Formal Communication








International Communication



The Shannon and Weaver Model (1949)
There is not monopoly in the role of sender. It is a constant exchange of words, imagens, signs, gestures, and other forms.
Sender - Channel -Receiver -Noise Feedback 
Communication has occurred when a message has been sent and received. This model provides and Understanding of how information is transferred.
How message is sent and received.
[bookmark: _Toc70282854]Example of poor Communication 

When Maria arrived at the store, she was going to return her dresses for the full value without for receipt. She had purchased the dresses 2 months ago, and she had won them several times to work and once to a wedding. they were okay for work, but after a night of dancing, she decided the dress were too tight, so she wanted to return them. 
The store policy, which was easily seen behind the cash register, stated, “dresses can be returned only if they have not been worn. You have 30 days to return a purchase, and all return must include the receipt.” Although she was in violation of every part of the Policy, Maria was not worried. she was certain if she threw a big enough fit, she would get her way. After all, the customer is always right.
When Diana, the sales representative, waited on Maria, he was friendly, asking,” how may I help you?” Maria immediately began to demand her money back. Although her tone was rude and aggressive, Diana remains calm. He listened to her. He expressed empathy. His manner remained polite and professional even as Maria raised her voice and began to cause a scene.
Michelle, the manager, heard the noise and came to see what was wrong. Michelle decided to end the situation as quickly as possible, so he gave Maria her money back. Maria walked out smiling, but Diana was now furious.
This story illustrates that interpersonal communication can be challenging. 
[bookmark: _Hlk70280858]The Shannon and Weaver Model (1949)
There is not monopoly in the role of sender. It is a constant exchange of words, imagens, signs, gestures, and other forms.
Sender - Channel -Receiver -Noise Feedback 
Communication has occurred when a message has been sent and received. This model provides and Understanding of how information is transferred.
How message is sent and received.

Schramm’s Model of Communication (1954)
The same Idea, Education, culture. 
Sender – Message – Decoder (no noise ) = Feedback 
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 Model of communication Berlo.
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[bookmark: _Toc70282855]Communication in the workplace 
Example 

Max was very good at planning and organising events such as weddings, birthdays, and other anniversaries, so he decided to start a business from his home where he received enquires and made bookings for clients. He did not have much money, so he did all the work by himself and depended on satisfied clients telling other people about his services instead of paying for advertisements.  

One such client was Tamara whose wedding Max had organised two years earlier. All the guests had had a wonderful time, and some had even hired Max to plan various activities. Now, Tamara wanted Max to plan her parents’ 50th Wedding anniversary for a hundred and fifty guests at a special venue, the Dorchester Plaza. Max agreed, even though he was so busy that he found himself doing the jobs of secretary and receptionist by answering the phones, taking bookings and phoning around to book various venues. 
‘Why don’t you employ somebody to help you?’ 
‘I can’t afford it. My mother has an incurable illness, and I must pay for her to stay in a nursing home. Also, her medicines are extremely expensive’, said Max.  
‘Oh, I’m sorry to hear.’ 

Two weeks later, Tamara phoned him on his mobile as his landline was busy. When he answered, he told her that he was on the phone to another client, but she said that all she wanted to do was to bring forward the party to a week earlier as her father had to go into hospital on the date earlier agreed. Max said that it wasn’t a problem and they agreed on a new date.  

When the day came, Tamara, her parents and their guests turned up at the hotel only to find that there was another party in progress. They were all upset, and Tamara was crying as she phoned Max to find out what had gone wrong. Max apologised and said how sorry he was but that he had forgotten to write the new date in his diary because he had been talking to another client on the other phone and he couldn’t afford to employ anyone to help him. He said he could organise the party for her parents at half the cost any time after her father came out of hospital, but Tamara was so angry and upset that said she would never trust him again and she would tell all her friends what he had done. She called him a rude name and hung up.  
Max tried to phone her many times after, but she did not answer. 

 Improve 
 The element of listening and responding of Max was in the wrong in this situation, because Tamara was clear about the situation of her father and the family and although Max agreed, plans did not go as requested.
She was right to get angry and disappointed and spread out the word of his mistake and not recommending him to any other friends and family, but unnecessary of her to call him rude names, and not responding to his phone calls and accepting a better offer that he has given her.
Example 
Andrea asks to her assistant to book a large room for a conference. She carefully selected a large room with comfortable chairs, round tables, and good lighting. I had planned for several breaks with food and drinks to foster informal communication. The meeting environment was ideal. Unfortunately, the receptionist from the hotel did not write the information correctly and she book another conference at same time, caused the workshop to be moved to another place. The meeting was scheduled to begin at 8:00 a.m., but many people arrived late due to the last-minute change in location. Those that arrived on time became increasingly agitated as they waited. Part of their agitation stemmed from the fact that there was no coffee, no food, nothing. Despite several calls, the food shop that did not open until 10:00 a.m. To make matters worse, the room had approximately 40 mounted animal heads hanging from the walls. The animal heads, most of which were in a growling pose, were very dusty, causing order never made it to the new location. The only place to get a drink or snack was a small, extremely Overpriced gift Arizona with allergies to begin sneezing and sniffling. The final problem was the furniture. The chairs were the small, metal, folding kind. The tables were also small, and there were not enough of them; so, the participants were crammed together. I could not imagine a worse meeting environment for any group, let alone a group already engaged in conflict. 
Improve
The receptionist from the hotel could have taken a note while speaking on the phone and add it to his diary/schedule later. Or the best option was to hire a secretary and not overload himself with all the work.
[bookmark: _Toc70282856]Conclusion
To conclude, I have learned that it is important to work towards improving each method of communication. Understanding that by sharing our thoughts, ideas and expressing our emotions correctly, can improve notoriously the conversation. Moreover, by improving our communication skills not only we will be able to communicate better but our understanding will also improve. This will help us to be more empathetic and to provide better feedback when needed.
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