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[bookmark: _Toc40112544]INTRODUCTION

Communication is one of the most important processes to interact with each other. There are certain theories that are relevant to expand the concept and techniques to develop and acquire abilities in different environments. Such as workplace, relationship, group or as an individual.
In order to understand the process and analyse why communication is vital in our lifes, we need to implement strategies to expand our knowledge, to procedure to maximize the available sources. It is will contribute to practice in any work environment, academic level and personal.
[bookmark: _Toc40112545]1.COMMUNICATION DEFINITION X 2/3

The definition of communication is the interaction between one or more people related with the necessity to   communicate emotions, ideas, behaviours and thoughts to obtain information about their environment. (stevens, 2005)
It is the act off transmitting and Exchanging information through ideas, gestures signs, signals, speech or writing. It also requires a sender, channel and recipient. The message has to be precise and clear in order to generate a response. It is the ability to interpret and adapt to different stimulus, whether it is verbal or non-verbal Communication. (google, 1995)
It arises from the need to transmit, emotions ,thoughts ,behaviours, and knowledge, It is the intentions  that exist between the sender and recipient, which  are vital in order to interact and share information in  a certain environment and  to decode the message. These are all the components of successful communication.
[bookmark: _Toc40112546]2.IMPORTANCE OF COMMUNICATION

Communication plays an essential role in interacting with each other, to maintain a good interpersonal understanding, to develop and convey our intentions, thoughts, emotions, knowledge, desires, and experiences clearly. It takes place in different environments and roles for example with family, work colleagues and friends using the right elements, both verbal and non-verbal, to ensure the successful level of understanding. (CFI, 2015)
[bookmark: _Toc40112547]3.IMPORTANCE OF EFFECTIVE COMMUNICATION

Effective communication consists of having the ability to exchange a message and externalize our ideas, opinions and suggestions which can then be processed by the other person that we want to transmit these too, who can then respond according to the information. There are a few fundamental parts of the process of effective communication. These are the sender, which is the person who is sending the message, the receiver who is going to receive the information and  the channel, which  refers to the medium through which the message is transmitted and finally the code, that allows to understanding of the message. For example.

7 C´s.
Completeness    The message has to be clear and provide the necessary information.          
Correctness        Use the correct level of language as grammar, words and figures. 
Clarity                 The information must be clear and precise, effective sentences and paragraphs. 
Conciseness       Include relevant information and avoid wordy expressions.
Courtesy             Use expressions that show respect, tactfully and a prompt response.
Concreteness     Be specific and transmit concretely once opinion.
Consideration     Be objective and neutral and avoid generalization. (Robinson., 2019)
[bookmark: _Toc40112548]4.METHODS OF COMMUNICATION 
[bookmark: _Toc40112549]4.1Verbal Communication 
This type of communication involves the words based on verbal and written language, how we speak and how we exchange emotions, necessities, thoughts, support and memories. Interacting with one or a group of people can vary by the culture.
this discipline considers the elements that intervene in the process of verbal skills, to generate and understand certain languages. (Indeed, 2020)
Types of verbal communication
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Written
Reports, Emails, Memos, Fax, Illustrations.      
Types of Oral
Face to face, conversation, group discussion, Meetings, Speech. 							
[bookmark: _Toc40112550]4.2Non-verbal 
It refers to all forms that do not use verbal language, to express oneself non-verbally and understand the intensions of what others want to transmit. This has to do with gestures, sounds, or movements, one of the main characteristics is that it doesn’t follow a specific order or appearance of sights. This means it is based on contexts and circumstances.
The interpretation of the meaning can be influenced by the background of the cultures. In this process it is vital that the ability of the sender and receiver are able to capture and interpret the message appropriately. In this type of communication its notorious aspects show emotional and empathy to our own concepts.
Types of non-verbal communications
Facial expression   Reflects our emotions spontaneously in our faces  
Gestures     Are complex movements of our body that help to have more precision when we want to communicate ideas and feelings. 
Paralinguistic
Classifies the non-linguistic sounds that are emitted in response to sensation and information in a non-verbal way due to tone of voice, speed and volume.
Body language and posture
Depending on body postures we can reflect positive or negative sensations.
Proxemics
Depending on personal space between sender and receiver we came to the conclusion the of type of intimacy, aggressiveness and other information.
Eye gaze 
It is to define as an indicator of emotions, including, hostility, attraction, interest or simply if someone is lying or telling the truth. 
Haptics
Reinforces a message using physical touch.
Appearance
Is the impact that we can reflect in others through our clothing hairstyles and choice of colour. All those elements can provoke physiological reactions, judgments and interpretations. Appearances can perceive social status and physical stereotypes of beauty. (Cherry, 2020)										
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[bookmark: _Toc40112552]5.1Shannon and Weaver Model of Communication 
In 1978, Shannon and Weaver launched a mathematical theory of communication based on cybernetics. This theory permits to study and to analyse the impact of the amount of information in a message. The information depends on the capacity of the medium, according to the binary system can calculate the speed of the message and how they can decrease by the noise.  This model argues that communication can be classified into six elements.
Sender
Is in charge of processing the message and choosing the channel to be sent by multiple ways. This can be oral, written or by body language.
Encoder -Transmitter
Transform the idea or information into a signal that can be sent from the sender to the receiver. In this case the encoder is the machine or person which converts the message by language, codes or radio waves. 
Channel.
Obtains information from the sender and transmitter through to the decoder and receiver.
Noise. 
During the process of communication, the sender and receiver can be affected by noise. These are classified into two types. Internal is when the sender makes a mistake encoding a message, or a receiver makes a mistake decoding the intension. External noise surrounding the environment includes technical interferences. The consequence will be to misunderstand the information.
Decoder.
To transform the messages from binary digits or waves into a format that can be understood by the receiver.
Receiver or Destination.
Once the information is received by the sender the filter will process the communication equally.  (profesor, 2020). 
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[bookmark: _Toc40112553]5.2Schramm Model of Communication  
The theory was developed in the seventies by Wilburn Schramm. According to his ideology he was concerned with the impact that the media in this case the sender generated on the audience. The receiver emphasis on the interaction between people that share information, ideas and attitudes. His theory is circular because it goes in two directions. He implemented 5 elements such as
Source -Encoder
The source of the message is the sender, the success of the communication depends on the ability to send the information in a simple but clear way, at the same time it is influenced by cultural aspects, perceptions, attitudes, experiences, knowledge and abilities.
Destination- decoder 
It’s the person or a group to whom the message was sent decoding the information, it’s a psychological process sending to the brain to be interpreted and transformed into a meaning. This phase is also called decoding.
The message of This information can be sent by words, symbols, gestures or such as with the aid of technology, this is crucial for the Sharman model.
Feedback The recipients response to the sender is a message called feedback. All the information received by the audience Can be measured. (Drew, 2020)
[bookmark: _Toc40112554]5.3Berlo’s Model of Communication
According to Berol’s model SMCR, there is a process that creates and transmits a message with the necessity to   encode it. The message is then sent thorough a complete channel allowing the receiver to decode the information. By following this steps will enable the communication to be Interpreted and to be more efficient.  
In 1960 based on the initial model developed by Claude Shannon and Warren Weaver, David Berlos created and implemented new modifications that emphasis on human communication, rather than mathematic theory. Berol’s Model of Communication describes 4 components (Janse, 2019)
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[bookmark: _Toc40112555]5.4Justification Models of Communication 

Shannon’s model shows us a precise  example  in terms of mathematical reasoning and its execution, reducing external interferences to be able to emit the message  clearly and without acoustic contamination  between the sender  and the receiver in an effective way .This model emphasises cybernetics ,showing the interaction between  technology and humans, decoding the information.

on the other hand, Schramm brings forth other very interesting elements to maximise the process of communication but to be more specific to a certain audience. He called it the field of experience. It’s when the message has to contain a language that goes direct to the receiver and can be interpreted according to his social environment. And in response will have the appropriate feedback. According to a circular theory, this creates more equality within the interaction. 

Another possible point to value and promote is Berlos model. Its more practical and effective in terms of personal development and is applicable in a different environment such as with workplace relationships. This  theory is more objective and allows us  to explain the reason why the information can be distorted for both elements, the sender and receiver, as well as how your background  influences your communication, both in your ability to transmit information and  to understand and focalize the precise message.


[bookmark: _Toc40112556]6.COMMUNICATION AT WORPLACE 

The company that I am working at is a retail store called Debenhams. It is a leading international, multi-channel department store. Debenhams trades from over 220 locations across 20 countries with exclusive brands and concessions.
The internal communication come from the Head Office through the store manager. At the same time there is a department manager who is in charge of the daily communications and changes to the manager brands .They focus on relationships between the customer and the employees .For example ,sales ,bonus cards ,targets,  launching products, and ranking sales brand.
The method that we use to communicate internally is by email and WhatsApp, so any relevant information is posted to read immediately.
The brand that I am representing in the store is a concession. All the information I have I pass to my line manager
And wait for feedback. I always follow the companies structural policy 
[bookmark: _GoBack]The brand that I am representing in the store is a concession. All the information I have I pass to my line manager and wait for feedback. I always follow the companies structural policy 
[bookmark: _Toc40112557]7.CONCLUSION 

The communication transmits information and exchanges our ideas and enriches our potentialities in any environment.
Some of those models can be understood by the complex process of communication, At the same time interiorize all the concepts to use in a practical situation.
The communication is a dynamic process, it is crucial to be clear and concise with the ideas we want to transmit to the receiver. It is fundamental to reinforce our experiences and abilities to generate effective communication in our workplace, family and relationships.     
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