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Introduction: Communication is the basis of human connection, even for business or socially. The basic unit for any successful business activity is teamwork, strong and reliable communication between the members of the team is essential, any misunderstanding can cause a huge loss.  The four main forms of everyday communication (Indeed 2020) are Verbal-oral, nonverbal-oral, written, visual. To transfer information from the sender to the receiver is the basic form of the communication.   The channels of communication can be many between the sender and the receiver.  We can see that on the first diagram at the and of the report. (Moodle, 2020)                                                                                                                                     Verbal-oral: Use of spoken words to transfer information. In teamwork this is used very often mainly by presentations, video conferences, phone calls, meetings and one-on-one conversations. This is a very efficient form of communication and therefore it is also very important. Verbal-oral communication is the use of language to transfer information through speaking. It is one of the most common types, often used during presentations, video conferences and phone calls, meetings and one-on-one conversations. Verbal communication is important because it is efficient. It can be helpful to support verbal communication with both nonverbal and written communication.                                                                                                  Nonverbal-oral: communication through the uses of body language, gestures and facial expressions to convey information intentionally or unintentionally. Thoughts and feelings can be understood by each other easily and this is a more direct way of communicating.                                                                                                                                                             Written: In this form of communication we use writing, typing or printing symbols as letters and numbers to convey information. Used through books, pamphlets, blogs, letters, memos and usually in the workplace as emails and chats. This is the most official and secure way of communicating because it provides a record of information for reference.                                                                                      
Visual: This type of communication is to convey information by using photographs, art, drawings, sketches, charts and graphs. It can be very helpful when combined with other forms of communication like verbal or written as some information is much easier to consume alongside visual communication.         In my report I would like to introduce the correct forms of communication used in teamwork, based on my personal experiences and from authentic academical sources. In addition, the same scholarly ideas will be shown through some actual live cases from myself and some of my colleague careers. (Indeed 2020)









The first communication model was initiated by Aristotle.
This type of model is widely accepted and the most common model of communication. This way of communication shows the way how the sender sends the information and influence the receivers. In this model the sender not just transfer information but also wants to from the way of accepting that accordingly for his wishes. Like for example on a political meeting the speaker wants to influence the audience. In this form communication the sender of the information is the active and the receiver is rather passive. See diagram 1. at the end of the report. (Communicationtheory 2020)


[bookmark: _Hlk48783453]Based on the Shannon and Weaver model, (Shannon, Weaver  1948) 6 key concepts are in usual communication: sender, encoder, channel, noise, decoder and receiver. Later Norbert Weiner added a seventh concept the feedback, which changed the model from linear to cyclical model. This models nickname is the: “mother of all models” or “information theory” used so many times in a wide range of scholarly studies. But the most usual name is the “Shannon theory” because Claude Shannon was the main developer of the theory. Better to see each part of the communication process to understand the importance of each elements. 
1.- Sender (Information source) 
The person or object of the information source where the information begins. The sender starts the process by choosing the message to send, someone to send the message to, and through which channel to send the message.

2.- Encoder (Transmitter)
Encoder is the machine or person that converts or signals the idea that can be sent from the sender to the receiver, like telephone or computers encode the words for binary digits or radio waves, if the encoder is a person they can turn the idea from spoken words, written words or sign language to communicate the original idea in another form to someone.
3.- Channel
The communication channel is a kind of infrastructure, that gets information from the sender and transmitter through to the decoder and receiver. Called also in some sources as the “medium”.
4.- Noise
Noise interrupts the message from the sender to the receiver while it is on the way. The name “noise” originated from the idea as “noise” could interrupt our understanding of a message. There are two types of noise: internal and external. The internal noise reason if a sender makes a mistake encoding a message or a receiver makes a mistake decoding the message. 
5.- Decoder
Decoding is the opposite of encoding; in the original model by Shannon and Weaver in reference to communication that happens through devices like telephones.  It is necessary for a device to decode message from binary digits or waves back into a format that can be understood by the receiver. 
6.- Receiver (Destination)
The Receiver is an endpoint of the original Shannon and Weaver technical communication process model. In that point the person obtains the message, or what is remaining after the noise.
7.- Feedback
Feedback is when the receiver responds to the sender in order to close the communication loop. The response can be to let the sender know they got the message clearly without any noise or how well they understood the message however feedback is not always part of the communication.  The Shannon-Weaver information model helps people identify areas for improvement in communication and was revolutionary because it explains the concept of “noise” in detail. The model includes three level where communication can be interrupted: technical problems, semantic problems, effectiveness problems. 
See diagram 2 at the end of the report. (Shannon, Weaver 1949)
The Schramm Communication Model is a powerful communication tool. Also cyclical like the previous model together with the last feedback point but the logic is different. Because it is a two-way communication both the sender and the receiver must encode and decode the messages in order to interpret the communication correctly. In the Schramm Communication Model, the sender and the recipient of the message can be the same person. The message is encrypted and passed on to the same person or to a different person. The recipient must decrypt the message, interpret it, encode it again before sending the message to a new recipient.
Source (Encoder)
The sender is the source of the message. The sender must be sure that the information provided in the message is useful, relevant, and accurate. They must know the recipient in order to encode the message effectively. The communication must put across in a simple and clear way. The way in which the message is encoded is influenced by cultural aspects, perceptions, knowledge, attitudes, experiences, and skills.

Recipient (Decoder)
A recipient is the person or a group whom the message has been sent to. Perfect decoding depends on a number of factors. For example, how much does the individual know about the topic included in the message but also how open are they to receiving the message and do they think the source is correct. The interpretations also influenced by cultural aspects, perceptions, knowledge, attitudes, experiences, and skills.

Message
In communication the message is defined as information. The message is either verbal or non-verbal and it is the content of the communication process that plays an important role in the Schramm Communication Model. 

Feedback and Organisation
In the Schramm Communication Model, (Janse 2019)  recipients play a very important role in the communication process, while they are not just absorbing the message they also receive and respond to it. The reply to the sender’s messages is the feedback and can be verbal and non-verbal, it is the measure of how the audience received the message. It gives the sender the option to improve the effectiveness of how the messages is composed and sent. If it is not fully understood by the audience, he message can be refined based on the feedback received. For effective communication in an open dialogue the opportunity for feedback is essential.
See on diagram 4.

In Berlo’s SMCR Model of communication the simplest form of communication is represented. The acronym SMCR stands for Sender, Message, Channel, and Receiver. The coding and decoding of the message is emphasised in this model so therefore very useful for more efficient communication.  In Berlo’s SMCR model the following factors affect the sender who is the source of the message:
Communication skills, which  includes: reading, listening, speaking, etc.
Attitude can change the meaning and consequence of the message.
Knowledge by the familiarity for the subject can make the communication far more effective.
Social systems by values, religious beliefs and rules influence the way the sender communicates the message, together with location and circumstances.
Cultural differences can cause misinterpretation in the message.
The message can be influenced by:
Content of the message from beginning to end.
Elements such as gestures and signs, that may influence the message.
Treatment in the packaging of the message, the way in which it is sent.
Structure is the way in which the message is composed.
Code, the form in which the message is sent. This form can be text, language, video, gestures, music, etc.
Channel the medium used to send the message. The medium has to be perceived by the sensory system of the receiver and therefore may be involved with vision, sound, smell, taste or touch. Mass communication always involves technical tools by vision or sound that can assimilate the transmitted information. 
The sensory systems of humans beings are the following:
Hearing
Seeing
Touching
Smelling
Tasting
Receivers who receive and later decodes the coded message, in the linear communication process always locate the end.                                        
The three main model of communication is the linear, transactional and interactive.
[bookmark: _Hlk48784138]In my personal experiences within the communication fields, the Schramm model (Janse 2019) could write down the best way that the usual misunderstandings surrounding the cultural and emotional differences are most of the reason about communication interference. As I have worked mostly in huge 4-5 stars hotels and cruise ships in their receptions, I have observed that the communication with the guests and the way they order or try to convey to the room service department was the source of most of the mistakes. For example, we had multinational guests who might have had trouble understanding the staff; the same could be applied to poor “walkie talkie” signal and noise disrupting vital messages between staff. 
See on diagram 3.

Communication in my workplace:
In the Shannon and Weaver (Shannon, Weaver  1948) model the feedback is the point that can helps to solve these types of problems with the right questions regarding to the correct information but not just written or verbal-oral communication can cause issues.  When I first started to manage a golf club, the signs on the golf course were quite old and not placed properly, therefore players lost their way on serval occasions, mostly the elderly players or non-playing companies of the golfers turned back on part way around the course.  All the signs were planned for one way, so the back of the sign was blank.  Logically they should just follow the signs on the way back but because usually they didn’t want to waste time and energy walking the entire course they preferred to try and find the shortest way back however they would inevitably get completely lost. After getting lost even more communication problems happened after asking other golfers to show them the way back. The lesson here is that they needed to rely on more that the visual forms of communication; the verbal-oral and the non-verbal communication were also very important when giving and receiving communication in order to find the right way because of course on a huge golf course the non-verbal signs are usually the most efficient way to communicate.

In my opinion all forms of communication in teamwork must be carefully performed and always follow up the results of the communication process with proper feedback. The front desk services must be able to cover all parts of the company services and in order to do this it is very important that careful planning and consideration is put in place to achieve the right way of communication.  A critical feature for a team is that individuals must coordinate their decisions and activities by sharing information and resources to attain shared goals.  Active listening in teamwork is one of the main points of efficient communication, as there is a lot to do the team must be able to receive all the information regarding the work and follow instructions properly. Not just the active listening but the empathetic listening is also very important in order to understand and to find the right form of the reaction.   One of the solution can be always to repeat back the given order or question in case to be sure for the correct understanding, the other solution can be to send back written confirmation for the actual order or question. Than the sender and receiver have one more chance to supervise or control the actual step again.                                 
:
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Diagram 1 (Communicationtheory 2020)


(Moodle 2020)
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Diagram 2. (Communicationtheory 2020)
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Diagram 3. (Communicationtheory 2020)
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Diagram 4. (Communicationtheory 2020)
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