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1. Introduction

The purpose of this report is to present the importance of communication, how transmiting information is made from a person to another. A reflection about importance of communication, definition, process, styles and models of communication will be presented down below.

2. Importance of communication
The ability to communicate is an important life tool that anyone should be able to demonstrate effectively and can be always improved using different techniques, styles, models in different aspects of life. Communication is a component present in day by day life. The absence of communication can lead to issues and misunderstandings. A research made by a university from Pittsburgh discovered that communication was the most significant factor in the selection of employees. The research showed that communication plays an important role for staff and managers in demonstrating their skills to communicate in their workplace. (Promeng.eu, 2019)



3. Communication

What is communication?
Communication is the action of transmiting information from one person, group to another. 
It could be described as a method of exchanging, sharing facts, truths, knowledge from one institution to another.  A discussion, an artwork on a gallery, a text message or any range of electronic communications media can be a medium.
Communication is also not just than just phrases or sentences, it also covers the tone, the sound of the discussion, the purpose of the subject and the intention behind the subject. When is the communication happens it also matters, the day time and the location. In the communication are used words, images and graphics, symbols, flags, body language, facial expressions, voice, tone. The posture and body language is also a major factor which takes part of the communication, as well the gestures and expressions.
In my workplace, communication plays an important role in a care community who support elderly people to maintain their independence in their daily activities. Communication is very important in different moments when exchange is needed for information about the service user Physical and phycological condition, about their mobility, medication and other personal information. 


4. Communication process
There are various phases in the communication process. 
· Verbal communication:

· Source 
- The source of the communication is the sender or the individual who initiates the conversation to be taken place.
· Message
- The information or the message could be oral, written, verbally or nonverbally, also the message can describe a body language, a gesture, sounds, culture or any other signal. Without an information or a message, communication can not take place. 
· Encoding
· Encoding is the action of transmiting the message to the other party. In order to encode a message properly, the sender needs to take in consideration that the message is clear enough and can be understood by the receiver.   
· Channel
· The communication process is sent thru a medium, channel
· Decoding
· The sender’s message is interpreted by the receiver and tried to be understood. Effective communication is only taking place if the message is understood properly.
· Receiver
· The person for whom the message is sent is called the receiver. The message is decoded by the receiver based on his / her experience, confidence, relationship to the sender.
· Feedback
- The feedback can be verbal or non-verbal, positive of negative depends of the subject of the communication. Is the final stage of the transmission cycle which guarantee that the recipient receives and properly interprets the message as the sender wish.
· Context
· The culture, the audience, environment, the situation is all involved in the context of communication.  
          Before addressing a style of communication, either formally or informally, the basic principles of communication need to be adopted. Knowledge about the audience should be adapted in order to communication to be suitable for the listener’s level of understanding. Knowledge about the subject, topic of the conversation, facts and details is also required and vital. Communication need to be little at a time, information is preferred to be presented in several ways and methods so that everyone can understand properly. Feedback is also needed to obtain a healthy amount of interaction and assess the communication process’s efficiency (Griffith, B & Dunham, E 2015).


5. Models of communication
(a) Shannon and Weaver model of communication
The most well-known model of communication is created in 1948 by an American mathematician, called Shannon and Weaver, an American scientist
The purpose of this model is to produce effective communication between sender and the receiver. Factors which affects the communication process are being present and called ‘’noise’’.
[image: ]
Fig. 1. Shannon and Weaver model of communication
The concepts included in this model of communication are: information source, transmitter, noise, channel, message, receiver, channel, information destination, encode and decode. (Cs.eou.edu, 2019)


(b) Schramm model of communication
Schramm model of communication is based on a circular motion.
The concepts included in this model of communication are: 
· Encoder: who sends the message 
· Decoder: who receives the message
Interpreter: the person who is trying to analyse the message or can be called the interpret. There is an interpretation from the message that starts to end. Only the message is obtained on the basis of this interpretation. (Cs.eou.edu, 2019)
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Fig. 2. Schramm model of communication


· Non - verbal communication
In ability to communicate well, non-verbal cues or ‘’body language’’ plays an important role in the communication process. The use of physical behaviour is body motion, expressions performed sometimes instinctively or deliberately. 
Nonverbal cues not only help members interpret verbal messages, they also help regulate the flow of conversation (Griffith, B & Dunham, E 2015). Along with the verbal communication, a significant process of communication takes place on a nonverbal level. 
· Facial expressions. These an express sadness, happiness, fear, anger.
· Gestures. Can reflect systematic hand movements such as waving, pointing an object or an action.
· Tone of voice. Sometimes is not what the sender is saying, is how is saying. Tone of the voice need to express confidence and authority. 
· Body language and posture. Body movement is very important in order to the audience to pay attention to the speaker. The body language is direct proportional with what the speaker is saying and can express confidence or not.
· Eye contact. Making an eye contact with someone else can express interest, hostility and maintaining the flow of the conversation (HelpGuide.org, 2019).

· Written communication
The use of written words to send a message from one location to another is part of written communication. In order to perform the daily activities, written communication is very important for every business and workplace. E-mails, letters, welcome cards are used to transmit and share information that is effectively understood and organized without the need of additional information.
 Human Phycology is made to think at least at first sight that writing communication is believed more than the verbal communication. As well as oral communication, written communication plays an important role in order to perform all the duties, tasks and responsibilities in every day life and in the workplace too. The audience takes a significant part of how written communication should be made, witch communication style to be adopted and determine what kind of content to be transmitted. Tone of the communication is also important, can vary from casual, formal to semi-formal depending of the receiver and subject of communication. It is essential to have the basics of the language in order to transmit an effective written message. The key of the effective written communication is to be ‘clear, concise and correct’. The length of the message also plays and important role, the sender must be able to anticipate how long the message will be. Successful written communication requires careful thought and planning. Should be accurate, clear, precise and readable information on a particular topic. In order to perform a successful writing, some stages are recommended to be followed: planning, actual writing and editing.
Planning involves a good research before starting the actual writing. Deciding the topic, subject and main points of the discussion need to be clear before starting, also aditional writing drafts can be adopted. The message in the actual part of writing need to be concisely, confidently, on a adopted layout and style. In the final stage where editing is recommended to be done, grammatical and spelling errors need to be checked carefully, also the language flow is a key point to be reviewed. An additional help from an authorised person is recommended to be followed (HelpGuide.org, 2019).

· Communication in the workplace
In any environment with human interactions, good communication is an significant skill. Successful communication is an essential part of company achievement when it comes to communication in the workplace. Communication is not just talking, is about interacting and connecting with different workclass people. The ability to listen carefully, allow people to prevent confusion, misunderstading and misinterpretations.
Active listening means to understand what someone else says. It requires effort, discipline and patience. Listening is not necessarly just a passive process, it required to focus on the information, capacity to understand, to develop, and to reply effectively. Body language plays an important role in listening to an individual. Self-Awareness is an important tool in order to become a good listener. Being aware of own behaviour, body language, posture shows that the listener have respect in front of the speaker.
Five different actions that promote active listening are defined in the SOLER acronym:
· S - Square – listening to the individual squarely
· O - Open – individual’s arms, hands, legs (not crossed) shows how effective the communication is made
· L - Lean forward 
· E - Eye contact – making an eye contact shows the importance of the subject, also paying attention 
· R - Relaxation – The person who listen should have a relaxed behaviour paying attention to the speaker. 

Communication in every company plays an important role between the employees and the employers. The communication process is realized on a ‘’two-way communication’’. Effective communication is required to be present in every organisation so the relationship between employers and employee is transparent, clear. Individual managers have the duty to communicate efficiently from the beginning starting with any training provided for the employees (if it is required in some cases), policies and procedures, targets, strategies, terms and conditions. Potential employees need to have the ability and opportunity to express their position, past work experience, any additional requirements they need to have in order to perform the work duties and responsibilities. Communication in the workplace can be verbal or non-verbal, direct or indirect, written, face to face communication (HelpGuide.org, 2019).


6. Barriers of communication
Barriers which can influence understanding and interpretation can occur during the communication process. These can cover the sender, receiver, message, channel, feedback, or context. Overall communication skills can be improved by being aware and trying to attempt to minimise any barriers of communication that could be present in the process of communication. 
· Emotional barriers. Communication can be hardly reproduced or understood due to some emotional barriers such as: culture, religion, politics, sexuality, racism, disabilities (physical or mental).
· Physical disabilities such as hearing or visual problems
· Physical barriers to non-verbal communication. Body language, gestures, posture can be a barrier in the process of communication.
· Lack of attention, distractions, interest. 
· Language barriers. Failure to find a common well known language can lead to a communication barrier. 
· Cultural barriers
· Use of jargon. The style of communication is too complicated, use of unknown, unfamiliar words or expressions.
· Systematic barriers. May exist in different organisations due to lack or inefficient or inappropriate context or channel.
· Attitudinal barriers. Can result from personality confidence, conflicts, lack of effective management, not enough motivation (Habitsforwellbeing.com, 2019).


7. Conclusion
This report’s aim is to reflect the importance of communication, it’s definition and meaning, the relationship between the message, sender and receiver. Communication is described as offering, exchanging or receiving information, data, views or thoughts so that everyone engaged can fully understand the message. Communication is taking place using words, graphics, pictures, voice, facial expressions, tone, clothes and body language. The ability to communicate can be continuously improved, study and developed.
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