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Introduction
  Communication. Just a simple word, but with so much implication, quite difficult to try to give a simple definition to it.
  (Oxford Children’s Dictionary and Thesaurus, pg. 53)
  Communication 
· Is giving people useful information and telling them about things that have happened
· A communication is a message or piece of information that someone gives you
· A form of technology for passing an information, for example television or text messaging 
But will this be enough to explain the complexity of the word, or why is even so important this act of communication?
  To say it simple, communication is the act of transferring information from one place to another. This can be done vocally, written, visually or non-verbally, or simple by listening.
Practically communication is most of the times a combination of two or more of these factors. Being able to communicate efficiently is a must skill to have in our lives, especially in a workspace. There are occasions when communication fails or massage is not received as it should be, and this can happen from different reasons, we can call them barriers to effective communication:
· The use of jargon: using technical terms or unfamiliar, over complicated words 
· Distractions, disinterest or lack of attention from the receiver
· Language differences
· Cultural differences
· Differences in perception, opinions and points of view
· Emotional barriers
· Physical barriers to non-verbal communication or disabilities, like hearing or speaking
· False assumptions or stereotyping 
A poor communication, especially in a workshop, can lead to misunderstandings, high stress level among co-workers, low productivity, bad cooperation between team members, lack of motivation.
The consequences of a poor communication can have a direct impact on company’s image and performance.
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Models of communication

‘’Communication models are systematic representations of the process which helps in understanding how communication works can be done. Models show the process metaphorically and in symbols.’’ (Businesstopia, “Models of Communication," in Businesstopia, February4,2018, https://www.businesstopia.net/communication)
The organisations are using different models in communication, they permanently adapt them, according to their own demanding and situation within the organisation, on all levels.


  The communication models are included in three major types:
· Linear model (Shannon; Berlo’s)
· Transactional model
· Interactional mode (Shannon)
· Linear model of communication, it is basically a straight line of communication between two points. We have point A, the sender, who encodes a message and by different channels delivers this message to the point B, the receiver, who decodes the message and gets the information. The main criticism to this type of model is the absence of the feedback and not considering the noise, we can not tell if the message got to the receiver or if it was properly understood.
· The transactional model of communication: describes it as a process where communicators generates social realities within social, relational and cultural context. Communication is used to create relationships; the sender and receiver alternate in the same time from one roll to another. ( B C campus).
 Pros for this type of communication:
-both the sender and receiver have equal rolls 
-the feedback comes from ways and instantly 
Cons for this type of communication:
-stimulates nonverbal communication
-increased noise  
· Interactional model of communication also known as convergence model, is comparable with the transactional model, but is adding the concept of field of experience, is preponderantly used on internet and the feedback can come with the delays.
A better understanding of these types of communication is given by :
Shannon and Weaver model of communication (1948)
Schramm’s model of communication (1954)
Berlo’s model of communication (1960)

   




Shannon and Weaver model of communication (1948)
A businessman sends a message via phone text to his worker about a meeting happening about their brand promotion. The worker does not receive the full message because of noise. It goes like this:
Businessman: We have a meeting at the office (“at 8 am” goes missing due to phone network disruption or noise)
Worker (feedback): At what time?
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Sender: Businessman
Encoder: Telephone network company
Channel: Mobile network
Noise: Missing text due to disruption
Decoder: Mobile phone
Receiver: Worker

The Shannon and Weaver model evidence why is important to consider both the noise and feedback in communication. The feedback let the sender know that the message was incomplete because of noise, which allows him to correct the mistake by sending another message.





Schramm’s model of communication (1954)

[image: Schramm’s Model of communication]

Wilbur Schramm, (1954) suggested that communication is a two-way process where both sender and receiver take turns to send and receive a message, coding and decoding are the two essential processes of effective communication.
He believed that communication is incomplete without a response, a feedback.
The major defect of this model is not considering the possibility of the message not being clearly received, it is not acknowledging the presence of interferences, of noise.
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From this case study we can see how a simple message can be misunderstood because of the noise and why this factor is a must when considering an efficiently way of communication. 


Berlo’s model of communication (1960)
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Berlo model identifies in a basic way the parts of communication process. We have: 
· Sender-the source who creates the message
· Message-the content following to be transmitted
· Chanel-the way how the information its going to be communicated
· Receiver-the target where the message it supposed to get
We can simplify this as a sender delivering a
message, using a channel, to a recipient. This model is mostly used in advertising, is a one-way communication system, and is more effective when both, sender and receiver, are sharing the same field of knowledge, attitudes, culture.
No matter of which model of communication is being used, for a good and efficient process of communication, both sender and receiver, must have a set of skills in order to express, code, decode, and acknowledge the information.
Communication Skills
Oxford English Dictionary: communication, n- ‘’ The importing or exchanging of information by speaking, writing, or using other medium. … The successful conveying or sharing of ideas and feelings’’. 
Communication is, in simple words, the transmission of information, a process that can be done verbal, non-verbal or by listening.
Verbal communication it refers to communicating by words, it can be 
a) Spoken communication
b) Written communication
A) Spoken communication or vocal communication is sharing a message using words and sounds. To make sure the message it is perceived correctly we need to consider a range of factors that can influence the quality of the message. Be clear, use a language that everybody can understand whit simple words and try to be concise. Show empathy, being friendly will gain more easily the attention of others. Sincerity, do not try to be somebody that you are not, being yourself helps you act and speak naturally. Relaxation, being tensioned and nervous will affect your capability of speaking naturally. Eye contact will engage the others with you and make the conversation more friendly. Appearance is reflecting the way that you see yourself, a good image will help you integrate more easily within a group. Posture can be an indicator of your actual thoughts, of your level of interest in a conversation, and may reduce your vocal quality. Volume, speed, pitch and tone, are also important factors in spoken communication, as these can change the meaning of a word or a phrase leading to misunderstandings.
Example: In my workplace when the manager tells me what needs to be done: Mihai I need you to do the spotting quickly work isle 12 and then move to wines. If the message is on a higher tone, said quickly you can interpret it as an overwhelming task and an order, but in a calm ton, more friendly you will see it as a request to try and accomplish that task and you understand is not a mandatory thing as you might get help later if you struggle. 
B) written communication is transmission of a message using written words it is very important to be able to express on paper exactly what you intend, otherwise the message can be misread or not interpreted correctly. 
To avoid misunderstandings your message should be clear, so that the reader knows what you want to say and what you need him to do. It must be concise, try to get to the point of your message without adding unnecessary information. The ton of your writing should be polite and friendly, even when you have to handle bad news. Try and keep an active voice in your writing so the reader can have a quick access to your information and to keep it easy toe understand. The use of grammar and punctuation is essential in making your message clear and to the point.
 Non-verbal communication in a simple way, non-verbal communication (or body language) is all those ways we communicate without words. (Quintanilla and Wahl in Maund et al.,2017)
Non-verbal communication transmits the message using eye contact, face expressions, gesture, posture, even though silence.
Listening Is a key factor for an effective communication. This will enable us to be efficient in getting an interpret the messages without the risk of misunderstandings. Listening can be active or empathetic.
Active listening is when you are trying to hear and to understand the message being communicated. To be an active listener you need to :
· Pay attention to the speaker, avoid getting distracted, clear your mind, look at the person talking
· Show that you are listening use your body language, engage with the speaker by nodding, use small comments, use facial expression
· Prove feedback: try to understand the message by asking questions 
· Defer judgement: do not interrupt the speaker, let him finish his point before asking any questions
· Respond appropriately: treat the person talking with respect, be polite and honest when you express your opinions.
Empathic listening: ability to establish a relationship with the speaker so you can better understand the message in order to give an appropriate feedback. 

Conclusion 
  An effective communication consists in more than just transferring information. It connects our body, mind, emotions with the words in order to transmit a message. You need to be able to listen and understand the other person so you can interact effectively to make sure your message is being received as intended.
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Pedro works on a building site and Maria is his wife.

One day Maria phoned Pedro.

‘Hello, Pedro, when you're coming home, see if you can get me a chicken!
‘Okay, replied Pedro.

When he got home, Pedro took off his boots and coat and went into the kitchen.
‘Maria, where are you?' He said.

‘Here — in the sitting room,” she said.

When Pedro went into the sitting room, Maria said, ‘Where is the chicken?’
‘What Chicken?' Asked Pedro.

The one | asked you to get on your way home!

Oh, no! | thought you said when | come home | will see you in the kitchen!
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