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1. INTRODUCTION
The aim of this report is to encourage the readers to understand the importance of good communication and how can it help you move forward in today’s world. This report will help the reader understand my perspective into the importance of certain skills: verbal, non-verbal, written, listening, signals and channels. I will show many tools, class exercises and references from publish literatures studies that will be used in order to complete this report.

2. COMMUNICATION
Communication is a Latin word which means “to share”. It’s about sharing information, ideas, concepts, messages between two or more people. This process of exchanging information requires at least one sender and one receiver. Effective communication in the workplace can make strong your opinion and convey through discussion. Bad communication in the workplace will make you uncomfortable toward you collogues. They will question your skills and working ability.

3. METHODS OF COMMUNICATION
good and effective communication is an essential part of our everyday life. communication is the transmission of a message from the sender to a receiver comprehensively. The sender who generate the message transmit to the receiver by verbal and non-verbal or written and sometime with the help of graphs and charts. Now we will see what these communications are:

3.1 Verbal Communication
Verbal communication is the method most used by individuals to communicate with other. It is use of words to express yourself. It happens when the sender gives words to his feelings, thought, ideas and opinions in form of speeches. It occurs face-to-face or remote through telephone, videocall, radio, etc.
The sender can choose between formal and informal communication. The formal communication refers to official information. It follows a hierarchical structure and chain of command. The informal communication does not follow predefined communication paths. and it is particularly fast. This type of communication is used in family and among friends.

           3.2 Non - Verbal Communication
Non verbal communication refers to all those acts done with the body or expression such as facial expression (smiling, weeping, eye contact, etc..) physical behavior (hands movement) and tone of voice. When your non-verbal communication matches up with the words you are saying, they become easy to understand for receiver and increase trust, clarity and rapports. It’s good to remember that good communication cannot be complete without non-verbal communication. 

3.2 Written Communication
written communication are all communication made without the transmission of a vocal sound It is any kind of interaction that makes use of the written word. They include letters, e-mail, social media, books, magazine, the internet and other media. This communication is used when you want to keep it for the future reference and also the information to be transmitted is long with complicated word that cannot be explained. A publisher must be a good writer otherwise what he publishes will lead to a range of controversies with many negative reactions from readers. As example, a simple error or spelling in an advertising leaflet can cause serious damage to the company which will be subjected to serious doubts by customers.





3.1 Graphs and Charts
Graphs and charts make it easy to convey some information. There are four different types of graphs that each transmit different forms of information. They are
· Bar graphs to show numeric value of any kind and represents the value of each category that are independent of each other.
· Pie charts to show the different parts of a whole.
· Line graphs to show how related data changes over a specific period of time.
· Cartesian graphs have numbers on both axes, which therefore allow you to show how changes in one thing affect another.


4. MODEL OF COMMUNICATION

Many scholars and scientists have studied the way of effective communication and have detected some theories on the matter.
     
     4.1 Shannon and Weaver’s model of Communication

[image: Shannon and Weaver Model Of Communication - Businesstopia]

Information Source (Sender): the person who thought or has the information
Transmitter (encoder): convert the message into signal
Receiver (decoder): convert the signal into message
Destination: perception of the message in other minds
Noise Source: several noise or other disturbance

Shannon and Wave’s model communication take into four important components. Those components include encoding, signal, decoding and feedback. The sender is the one who originate the message through a series of ideas or information. He/she encodes the message in form of sing language, speaking, writing, gesture of pictorial graphs and charts. The sender transmits the message by medium or channel to the receiver who decode the message and generate a feedback and then send to the Sender. The receiver may have some problems in decoding the message due to several noise or other disturbance that can affect the communication which might not allow to receive the right message.


         4.2 Schramm’s model of Communication

[image: Schramm Model of Communication | Download Scientific Diagram]
In the Schramm’s model of communication show the importance of encoding and decoding without which information can never understood between two or parties. The encoder converts carefully his thought in content and transmit to the decoder. The decoder has the responsibility to understand what the encoder intends to convey. 
Schramm add to his model that the communication remains incomplete if the decoder doesn’t sent feedback. Schramm believes that communication is a cycle of messages that goes from the first individual to the second individual. For example, a man warns his office that he will be late for work. The secretary, the one who receives the message, has the task of sending a reply to let him know that she has perceived the message. If the secretary has not understood the message, she has the task of asking for clarity from the sender. After which the sender will send the message again and the receiver can decode the message and send feedback. This is how the communication cycle work. Schramm believes that the way a way message is interpreted depends on one’s knowledge, experience and cultural background.

    4.3 Berlo’s model of Communication

[image: BERLO'S SMCR MODEL OF COMMUNICATION]
Berlo’s model is based on the SMCR model.

S - Source
The source is also called the sender, is the one who generate the message and put into word then transfer to the receiver.
The source transfers his message with the help of communication skills which are:

· Communication Skills: 
An individual with great communicative ability can transmit his message better than someone with lack of good communication skills. He must have a vast vocabulary with great explanatory ability, while speaking he must realize where he must stop for a pause, where he must repeat the sentence and how to interpret it and finally he must have  a right accent in the word.

· Attitude: 
An appropriate attitude is a fundamental part of the speaker. The sender must have the right attitude to keep the listeners entertained as much as possible. Positive attitude holds a key role in effective communication. This is because it helps people connect better and proves to be more emphatic. Negative and laid-back attitude does not have a good impact on the audience as they feel that the orator looks at only the bad side of things and is the complainant.

· Knowledge: 
knowledge is actually the clarity of the information which the speaker wants to convey to the listener. It makes strong in your speech and helps the receiver to understand the subject better. When you have higher knowledge about the subject you have the ability to communicate better and convey the message in a way which is easily understood.

· Social System: 
The social background of the sender influences the message extraordinarily. it is makes distinction in the age of the data; it incorporates perspectives like qualities, convictions, laws, religion, circumstances, and spot.

· Culture: 
It refers to the cultural background of the community or the listeners where the speaker is communicating or delivering his speech. In some cases, the speaker's speech may not be pleasant for listeners with different cultures.

M - Message
when the individual converts his thought, ideas, information in words, he actually creates a message. the process is called as encoding. He can choose to put his thought in verbal or written.
Each message has the following elements:
· Content meaning of the thought that contain the message
· Elements complete the sense of communication by adding a series of non-verbal communication such as hand movements, body language, eye contact, gestures. This gives more meaning and determination to the message.
· Treatment is the way he expresses the message and transmit it to the listener.

· Structure the order of the structure imports an effective transmission of the message

· Code words and expressions such as language, text are sing are like codes and they are used to transmit the message and must have the correct form otherwise the recipient will not be able to decode your message.


C - Channel
Channel refers to the medium used to send the message. Channel would be telephone, videocall, radio, e-mail and text or if two individuals are face-to-face would be the five sense (hearing, testing, seeing, smelling and touching) that a person owns.

R - Receiver
Receiver is the who receive the message from the sender. The receiver has the responsibility to decode the message and understand what the sender wants to portray. The recipient should be on a stage similar to the speaker for smooth progression of data and better understanding of the message. He should have great interpersonal skills to understand what the speaker is attempting to convey. He should have the correct behavior to understand the message in a positive way. His intuition should also be standard with the public and should reflect on the topic. Likewise, it should come from such a social base as the speaker.

There are a few escape clauses in the Berlo's model of correspondence. As per the Berlo's model of correspondence, the speaker and the audience must be on a shared conviction for smooth change which is once in a while not commonsense in the genuine situation.


5. COMMUNICATION IN BUSINESS ORGANISATION

Hierarchical correspondence refers to the structures and channels of correspondence among individuals from associations, for example, companies, not-for-profits or private ventures. Studies have discovered a solid connection between the degrees of correspondence in an association and employment execution and fulfillment. Authoritative correspondence can be formal or casual, stream in different bearings and utilize different media.
Authoritative correspondence happens upward, descending and on a level plane. Descending correspondence streams from the administrative and official levels to the staff through proper channels. Upward correspondence is started by staff and coordinated at officials; it oftentimes appears as a protest or a solicitation.

6. CONCLUSION
We have to understand that communication is not only the transition of information, but also comprehension of it, even though technologies improve, they do not develop our communication skills. Communication is necessary to relate with others, the way we go about it affects anyone who comes in contact with us either positively or negatively. Good communication must not be influenced by the unpleasant occurrence at the workplace. For the managers it is also essential to have decent communication skills. With developed communication skills, managers can achieve better work results and avoid misunderstandings of conflicts. In order to enhance their particular skills, we need to put effort into them.
Remember for communicate effectively take absolute control of your attitude, body language and good behavioral skills without these skills your speech remains incomplete and meaningless.
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8. APPENDIX
Article about effective team working and communication skills you might be interested original scans of exercise I have done. For example, formal and informal, Maria and Pedro, the professor and the village people.
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THE PROFESSOR and THE VILLAGE PEOPLE Lioyd b. 7/19

A Professor of English at a well-known Welsh University lived in a large house not far from a little village. He
never went into the village, bur shopped in the town near the University because he had nothing in common
with the village people, who were largely uneducated and did manual jobs.

One night, the professor fell asleep while smoking his pipe and the pipe fell onto the carpet and started a fire.
When the professor awoke and saw the house on fire, he rushed into the village, screaming:

‘The edifice is being consumed by a great conflagration!’

‘The edifice is being consumed by a great conflagration!’

The village people looked at him and continued 'daing what they were doing

‘Don’t you understand?’ He said. “The edifice is being consumed by a great conflagration!’

They ignored him.

When the Professor returned home, he saw that his house had been destroyed. He sat down on the ground
and wept.

The next day, he went into the village crying. “Why, oh why didn’t you help me? My home has been destroyed
by the fire. | came and begged you last night.” He wept.

‘But Professor, why didn’t you say that your house was on fire? We would have helped.’

Q: Why didn’t the village people help the Professor?
Q: What should he have done to get them to help him?
Q: Whose model of communication do you think can explain this situation?

Q: Why?
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MARIA and PEDRO

Pedro works on a building site and Maria is his wife.

Onc 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 arc 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 I asked you to get on your way home.’

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

Q: Why do you think Pedro misunderstood Maria?

Q: Whose Model of Communication explains this confusion
and why?

Q: How could this have been prevented?

Q: Whose Model of Communication explains how it could
have been avoided?
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(DH le:and Appropriateness

1. Written academic English will not normally contain the following:

a) Contractions (i.e. ‘it did not* would be used instead of it didn’t; ‘they have’
would be used and not they’ve.)

b) Hesitation Fillers (i.e. er, um, well, you know ... which might be common in
spoken language are omitted.)

¢) Familiar Language that would not be appropriate in the academic context. For

example:
FORMAL INFORMAL
conduct o carry out
discover \‘ g find out
investigate : look into

2. Personal pronouns I, you, we tend not to be used in more formal writing (except
in letters etc.). Instead the style may be more impersonal. An introductory iz or
there may begin sentences; passive tenses may also be used.

a) Comparethe fgiié'wing explanations or definitions of economics: the first
informal and spoken, the second formal and written (from an economics
textbook).

Informal/Spoken

Economics? ... Yes, well, um ... economics is, I suppose, about people trying to
... let me see ... match things that are scarce — you know — with things that they

want, ... oh yes, and how these efforts have an effect on each other ... through

exchange, I suppose.

Formal Written
Economics is the social science that studies how people attempt to accommodate
scarcity to their wants and how these attempts interact through exchange.

Exercise
The following sentences are mixed formatl and informal. Write F (formaly or I
(informal) next to each sentence.

a) The project will be completed next year. &

b) Ishowed that his arguments did not hold water. 1

¢) Iwonder why he put up with those terrible conditions for so long. |

d) Five more tests will be necessary before the experiment can be concluded. ¥
e) Itis possible to consider the results from a different viewpoint. F

f) It has been proved that the arguments so far are without foundation. ¥

g) He’ll have to do another five tests before he can stop the experiment. |

h) It is not clear why such terrible conditions were tolerated for so long. |

i) There are a number of reasons why the questionnaire should be revised. ¥

j) We’ll finish the job next year. ¥ |

D:\Formal and informal writing.doc
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