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Introduction
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Defining Communication and its Importance
If you say communication, all I thought is that is it just a thing that we have been practising since we have been a kid and merely a combination of words you talk about with many other individuals with the exact same language. Among the things, individuals had various understanding the way they are going to define communication. It is a way of communicating through speech, body language, and sending message by letter or telephone.  You will be able to learn more and will get a deep knowledge about communication as you study further. To talk isn't sufficient, we have to make sure that what we say is actually being read and certainly understood of the individual or maybe audience which listens. We need to concentrate on just how we make individuals realize the significance of non-verbal and verbal message to communicate effectively, it's a procedure by which individuals restore the meaning in their brain using non-verbal and verbal emails (Chesebro,2014). In a lot of years, we utilize non-verbal and verbal communication as the medium of ours of communication (Baceros,2005). In our daily life, communication plays an important role as we need somebody to talk to about different concerns in our life.  However, it builds good relationship in personal life or in work-life.
7Cs of communication
We could avoid misunderstanding when we have an effective communication. A cohesive and healthy workplace emerges leading to employee's continuous inspiration as well as best team developing (Mounter and Smith, 2008). The use of the 7Cs principles ensure that your communication would be the most efficient and engaging manner. 
Completeness- is a complete facts-based message geared towards the receiver’s comprehension.
Conciseness- the message contains of a clear, consistent with a support of information.
Coherence- a logical way of communication, written or spoken and relevant to the main topic.
Clarity- a plain brief worded information or short sentences which characterized by explicitness of a message.
Correctness- is the use of the correct language, by avoiding grammatical errors.
Concreteness- is usually being taught in college communication courses as one of the characteristics of effective communication.
Courtesy- an important approach to an audience or receiver is to show respect or courteous manner by addressing him/her.
The 3 Models of Communication
Shannon -Weaver Model 
Shannon-Weaver was created in 1948 by a mathematician, named Claude Shannon and an electrical engineer named Warren Weaver, they are both from United States. Many people presumed that it was only created by Shannon therefore they called it ‘Shannon information theory. At first, he created this theory so that people could have a better understanding in communication through the use of telephone and later on to enhance the phone quality. 
Sender- Where the message starts. It could be a person or thing that initiates the information. It has a way of choosing message who to be sent in the form of oral, writing and body language.
Encoder- Is a machine or a person that transforms the thought of action from sender to receiver.
Channel- Is a medium of communication that collect facts from sender and encoder towards the decoder and receiver.
Noise- Is a sound that interfere the message, that is coming from the sender to the receiver.
Decoder- Model that needs a device to decode the message from a double digit so that the receiver could understand.
Receiver- The last step where the person eventually retrieved the message.   

Berlo’s Model
David Berlo postulated Sender-Message-Channel-Receiver (SMCR) type of interaction from Shannon Weaver's Model of Communication in 1960. (Businesstopia, 2019).
Right now, there are primarily 4 parts within Berlos's design to describe the communication process. Each part is impacted by numerous factors.
Components of Berlos's SMCR Model
Sender - Sender is actually the person who begin the communication process. Sender sends the information to the receiver. Precisely the same influencing aspects of the sender are relevant to the receiver.
Following elements which affect the source of sender: 
Communication skills - Effective communication skills depend upon the communication skills of an individual. So long as a sender has very good communication skills, the idea communicated much better.
Attitude - The mindset of the receiver as well as the sender results in the outcome of the email. For instance, the mindset of the pupil is actually learning more, likewise the attitude of the teacher is actually teaching as well as assist the pupil.
Message - The message is actually the offer of info that's delivered by the sender to the receiver. It may be in several forms, like sound, text, speech, video or maybe other media.
The key factors impacting the idea are actually: 
Content - Content might be something from starting to the conclusion of a message whether you talk of instructor training in training or maybe any representatives talking in rally.
Components - It provides nonverbal factors as language, gestures, signs, body language which could affect the idea, so these're all of the components of the specific message.
Code - The code means the way the idea is actually sent and what form it might be. It may be in the type of language, music, text, gestures, video as well as culture is code.

Channel - Channel is actually the moderate that is utilized to send out the message. For a good example Air could be the channel to travel the noise whenever we talk by mouth along with other one hears. Other styles of communication, specialized devices could be utilized as channel as telephone, online, etc. But for common correspondence, individuals have 5 senses which the routes for the correspondence flow become:
• Hearing e.g. interpersonal, radio etc.
• Seeing e.g. nonverbal email, tv etc.
• Touching e.g. hugging, holding hands etc.
• Smelling e.g. perfumes, flower etc.
• Tasting e.g. food taste etc.
Receiver- As you understand this in a linear communication process, the receiver is definitely located at the end. The receiver has to be identical or perhaps in the exact same level such as the sender means, receiver and sender likewise have communication abilities that are good for the interaction to work.
Criticism of Berlos's SMCR type of communication:
 • There is actually no idea of feedback, therefore the impact isn't considered in this specific model.
• There is actually no idea of sound or maybe some type of barriers in communication process.
• It is linear type of interaction would mean no two-way interaction.
• Both receiver and sender should be on exactly the same ground for interaction and that is false in life that is real.
Schramm Model
Wilbur Schramm, a popular correspondence concept, created an easy communications type in the book "The Process of his as well as Negative effects of Mass Communications". In the product, Schramm shown as Aristotle did, that interaction usually demands 3 elements the source, the spot as well as the idea. Ideally, the source encodes a message and sends it to the destination of its via several channels, the place that the idea is actually gotten as well as decoded. Schramm's Model of Communication was postulated by Wilbur Schramm in 1954, exactly where he recommended that interaction is actually a two-way process in which each sender as well as receiver take turns to send as well as get a message. This particular design was taken from the theories Schramm and Osgood type of interaction or maybe Encode Decode type of communication. The circular merchandise depicts two actors that reciprocate in the very same capabilities throughout: encoding, decoding and interpreting. (Craig, 2006).
Schramm's Model has various areas for communications where 
• Sender is actually the individual that sends message.
• Encoder is actually the individual that turns the information to be sent into codes.
• Decoder is the individual that gets the encoded email that has been delivered by the encoder and also changes it within the language clear by the individual.
• Receiver is the individual that gets the message. He/she decodes and interprets the particular message.
• Noise is actually the interference as well as interruptions triggered throughout the progression. It's additionally produced if the intended meaning of the information delivered by the meaning as well as the sender translated by the receiver is actually different that is referred to as Semantic Noise.



Types of communication 

Verbal Communication 
Will be a communication type by the used of text in getting a message, information and idea, it can be in oral or even written (Thompson, 2002). Oral correspondence is use through talking to one another or perhaps by the phone. Regarding written communication, you are able to likewise use the text of yours via writing on the newspaper as well as typing a message into a laptop, and mobile phones and delivered it by text or email message.
Nonverbal communication 
Consists of the usage of various other technique as well as methods which don't have immediate spoken interpretation. They may be behavioural or maybe dramatizations which boost the usefulness of the message. “They are actually as the add on which accompany spoken notations to boost positive impacts of the information to target audience" (Guffey, 2012).
Importance of verbal and nonverbal communication at workplace
In my past work experienced, I would say, both verbal and non-verbal communications were often used in our workplace. I used to work as a machine operator in a factory in Taiwan long time ago. Since Chinese Mandarin is their national and not everyone could speak and understand it that’s why English language became the means of our communication at work. But still our everyday communication wasn’t always easy. As a machine operator, there was a specific quota of the product that I was making. I had to communicate with my supervisor to know if everything goes well about my work. And if my machine got broken, I have to call engineer to fix it. I needed to make a written report about my production and the quantity of materials that I’ve used every end of my shift. And twice month our company conducts a meeting between supervisors and operators to talk about how to improve a high production and to maintain a good quality of our product. Effective communication is very important in every company especially for us to understand the rules and regulations to follow because if you fail to do it there’s a corresponding sanction that is waiting for you.
Conclusion
Communication as stated above a number of times is a need in each and every individual as well as human life to talk with other individuals. It's essential to recognize the great communication skills. To enhance the effectiveness of communication, the person should create a comprehension the value of sender's and receiver's duties. With this essay, I learned the three models of communication and I consider that Shannon Weaver is more effective as I think it is useful on the way the info can be transferred from sender to receiver.
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Sometimes we think what could be the problem of communication   in a   workplace .   Good  communication  consider s   as   one   essential f actor in any business. The  high pote ntial of   effective communication  mu st be reckoned . It  helps to  improve   the work environment and  develops   a sustainable and perfect  labour   society . In   addition, it  decre a ses   all barriers and  inc r ease s the  process of  decision - makin g .   P oor communication abilities  result   in decreased  functionality and productivity in a company.  Moreover,   it  will be  the cause   of   failure   of  a  business and social et hics in workplaces .  


