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[bookmark: _Toc39448381]COMMUNICATION
[bookmark: _Toc39448382]1.1 Introduction
           Communication is the first spiritual tool in the process of earth socialization. The term derived from the Latin word communis (common). Thereby "communicating" is equivalent to "doing something common" or "making known." From the very beginning of life, is told the essential rules by which people must be guided, and must continue to ensure the integration into society by communicating. Communication is essential for the development of the personality of each party, the development of organizations, the foundation of achieving relations between individuals, and between individuals and organizations. Communication develops society.
[bookmark: _Toc39448383]1.2 Communication and its Importance
           Communication is a method of cooperation linking people or organisations, like relationships mediated by talk, picture, gesticulation, symbol or mark. Into it, people dispense information, events, interests, views, emotions, beliefs, designs. Communication means telling those around who we are, what we want, why we want a sure thing and whichever are the resources we will apply to reach the purposes. In this spirit, to communicate also expects to be quiet, to anticipate the response. Importance of an effective communicator is to get a clear personal point of view, out errors and difficulty, the goal is to reduce the incidence of these stops at every step of this method with clean, compact, reliable, well-planned intercourse. Successfully receiving the message, sends the thoughts and ideas effectively, if it is not successfully realized, it is causing a breakdown of communication that stands in the way of the goals, both personally and professionally. (Ankita, 2013)
[bookmark: _Toc39448384]1.3 Report Structure
           This report is split into three chapters; the first part introduces the work.  What communication is, the importance of communication and shows that communication effectiveness is essential to increase productivity and to maintain healthy, long-lasting relationships, both professionally and personally. The second chapter, in the first subtitle, describes the varieties of communication, verbal and nonverbal. The second subtitle contains communication theory, including two communication models. The theory introduces the two communication models studied in this report. The Shannon and Weaver model had the idea of ​​establishing a relationship between information and uncertainty, in the sense that information reduces possibility and Schramm talks about reciprocal roles, where the communicator performs successive actions of encoding, interpreting and decoding messages. The third chapter highlights the role of knowledge in communication and shows few conflicts that may arise due to cultural differences. The fourth subtitle talks about communication, and the purpose of communication at the workplace shows how to direct the company to success, and at the end of this chapter effectiveness of workplace communication, describe the 7cs technique. The other chapters show what I learned from all the research done on this report.
[bookmark: _Toc39448385]2.0 Main Body
[bookmark: _Toc39448386]2.1 Types of Communication
           Communication is split into two main types; verbal and nonverbal. Known well is that the literature has a large variety of forms of communication, which offers the diversity of their classification criteria. They are found in a way or another. Figure 4.1
[bookmark: _Toc39448387]2.1.1Verbal Communication:
           The verbal factor of communication refers to the words chosen and how they are heard and interpreted. The interface can be affected by the words chosen, how they are said and how they are reinforced with other non-verbal communications. To be more efficient, it is worth analysing the option of speeches accurately. Sometimes it necessitates using different commitments in different states, also while handling the same theme. For example, everything is said to a familiar co-worker will be quite distinct of how to introduce a topic to a superior.  Writing abilities are an essential part of verbal communication. The ability to address well is an ability that takes an employee a lasting time at work, part because this is quite rare in several areas. (SkillsYouNeed 2011-2020). 
Excellent writing skills allow the message to be passed clearly and quickly on a much wider public than within direct or phone chats. Solid structure, punctuation and logography are essential in inscribed communication. The user creates an impression about the composer, based on the content and the performance, and the mistakes are inclined to drive them to an adverse reaction. Writing is a skill that can be improved like any other.
[bookmark: _Toc39448388]2.1.2 Nonverbal Communication:
          Nonverbal expression involves something completely different than words through which us send information. Non-verbal communication is deeper than the precise definition of terms and the knowledge or news others pass. It additionally involves implicit information, deliberate or unintentional, that is expressed within nonverbal actions. Some of the channels through which nonverbal communication is transmitted are body language, facial expression, and silence. Verbal communication is predominantly used for
the transmission of information, while nonverbal, expresses interpersonal attitudes, mental, and emotional states, although sometimes they are also used to replace verbal messages.
[bookmark: _Toc39448389]2.2 Communication Theories
             The essential characteristics of communication were analyzed, discussed and theorized from the older times. The theory according to which communication is the transfer of thoughts from one mind to another led to the observation that it is impossible to find out how and with what precision takes place such a transmission of abstract ideas. Communication is strictly a consideration of how people use semiotic systems, especially speech, to symbolize interactive thinking, speech, and body language. "Communication theory is best explained as an applied logic and is easier to understand in terms of language, as the meaning question of making a choice and understanding the context of those talked decisions." (Paul and Peter,2013, p.64). Models have usually diagrammed presentations of theory.
[bookmark: _Toc39448390]2.2.1 Shannon and Weaver
         The Shannon and Weaver model is a straight communication model which presents a picture for examining the way information is transmitted and accepted. These patterns sharpen the method of transferring the data and not the sent area. Shannon and Weaver, standing inline mechanical and numerical, based this design on radio deliverance, viewing the purpose as being incorporated in the information. Figure 4.2 The Shannon-Weaver model linearly matches the concept of communication from the sender to the recipient with the next levels:
The sender is the data source, the start point of any form of human interaction. 
The encoder is a mechanism that transforms the thought in signals that can be sent of the sender to the recipient. 
The channel is the preferred method of transmitting information.
The noise brakes the information while this occurs its direction of the sender via the receiver. 
The decoder is a mechanism that decodes the data and waves it backwards in one format that can be interpreted by the recipient.
The receiver is that end of this linear process of communication in the sender's vision.
Feedback is the recipient reaction to the received message.
[bookmark: _Toc39448391]2.2.2 Schramm
           Schramm communication is a continuous, circular process, where the roles of communicator and recipient change with each message. Figure 4.3 The cyclic communication pattern is based on the foundation and knowledge that communication implies two-way. It means that there is at least one sender, one recipient including the message itself. But the circular model of Osgood-Schramm communication also applies to a single person, a single communicator, who adapts his word, his attitude, to what he observes around him. The advantage of  Schramm communication is by focusing on the idea of ​​feedback destroys the wall separating sender and receiver; it talks regarding important parts and notices the importance of understanding and grammatical sound. It is round, relevant, open.
[bookmark: _Toc39448392]2.3 Role of Culture in Communication 
             These days workplaces have also become culturally various, including the rise in globalization and immigration. To produce culturally relevant assistance also to get the social agents that impact their industry relationships, moreover, methods has grown an essential duty for workers within the companies. (Sedia, Salleh, Othman, 2017). Conflict in the workplace frequently is produced by differences in employees' education and their cultural beliefs and environments. These common disputes often turn toward critical group disputes, including a negative impact on employees and organizations. The next ideas are a few possible circumstances in which incident of arguments or a disagreement becomes unavoidable:
 -confusion 
-conflict or misinterpretations within various nationalities, spiritual or ethnic 
organisations
- diversity in social habit
- educational simplicity and insensitivity

- the need for the perception of several societal lifestyle uses
These common disputes frequently turn in difficult system fights, with an adverse reaction on workers and companies. Consequently, businesses and workers need to attempt to understand the general beliefs and causes of disputes between employees, so that strategy compatible with the conflict situation can evolve accordingly.
[bookmark: _Toc39448393]2.4Workplace Communication
            Workplace communication can be summed up into a couple of words: work pleasure. If workers seem pleased operating in the industry, it can be disputed that its destiny is a solid one. All business projects, effects, ideas, struggles and plans must be reviewed and managed professionally into efficient and robust communication. Effective communication in every workplace is a vital part of company progress, it develops connections inside the corporation and with customers, and it improves worker commitment and the overall effectiveness of an organisation. 
[bookmark: _Toc39448394]2.4.1 Purpose of  Workplace Communication
         The purpose of communication at work is to avoid issues such as employee departure, waste of supplies and others. To avoid those obstacles, efficient communication must be encouraged in such a way that the achievement of the corporation is a complete one. By discussion, every business ideas, problems, beliefs, struggles and approaches can be reviewed and managed way professionally within efficient and robust communication. The goal is to increase employee commitment, while workers hold a great range of interaction with directors, will generally remain longer firm to the company and will seem satisfactory considering any professional or individual problems and will also be engaged with the corporation. The purpose of communication is to lead the organization to success.
[bookmark: _Toc39448395]2.4.2 Effectiveness of Workplace Communication 
          Communication is an essential part of the experience of being human. But because we learn to communicate in childhood, not too many of us review the subject to learn the communication skills which are needed for truly effective communication. When the informer wants to communicate something, in order for the message to be transmitted to reach the destination correctly and to meet its purpose, the 7Cs below must be fulfilled. This is a proper communication technique that is good to understand for a flawless message. Therefore, the message must be: Figure 4.4
Clear:
To be clear, the message sender needs to make sure that he has a few ideas as possible in each sentence. Make sure it is straightforward for the public to understand what it means. People should not be forced to see within the files and give premises in an attempt to understand the words.
Concise: Once it is concise in the communication processes, the transmitter will be able to stay focused on the topic. The audience does not want to read five sentences when the topic could be expressed in just two or three.
Concrete: Once the information is concrete, the public has a bright idea of whatever needs to be communicated. There must be (moderate) details, real facts and focus points, but the message must be reliable.
Correct: When a message is right, it has an outlet for the audience.
Coherent: If the message is coherent, this is also logical. Any discussion spikes must be associated and connected to the main topic.
Complet: In a complete message, the audience has all the necessary and applicable information so that it can take action.
Courteous: Polite communication is also friendly, open and honest. In this way that can keep the point of view expressed in the mind of the audience and empathize with its needs.
[bookmark: _Toc39448396]3.1Conclusion
        The concept of communication has been approached, over time, from multiple visions, and this has led to a spectacular amount of definitions. The act of doing certain common things is done by exchanging thoughts, ideas and feelings. Communication is an exchange - you give, and you receive. It is a two-way method where both the talker and the audience take part. Participants in the communication process must have a common understanding of the significance of messages and tones, indications, expressions, and symbols applied in communication. Effective communication is the permanence of a common understanding of intention and meaning. For this to happen, it is important to consider elements such as the cultural concept of the receiver, the quality of communication channels, non-verbal elements. Without exaggeration, communication is the key to success in relationships or at work throughout our lives.
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Email 1

 Good afternoon Mr Shaun,
 My name is Kinga, I am the front of house manager at Me Love Sushi, the Chinese restaurant with the branch in Watford. I am would like to inform you that one of the items which you ordered today is out of stock, the Avocado Hosomaki. The avocado hosomaki is one of our best seller and we run out of avocados. The item it is going to be back in stock by tomorrow morning. I do apology for the inconvenience and I would love to give you another dish instead, free of charge. We will do out best for this to never happen again.
Manny Thanks, Me Love Sushi Watford


Email 2

      Hey Alex, I’m sorry man but I can’t give you the HD cable today because I need it this weekend, my cousin come over and we will play on Play Station. I don’t have any other cable to make the connection between my Ps and Tv. I hope this is alright. I can borrow it to you by next week. 





[bookmark: _Toc39448403]4.4.2 Trouble at Home Trouble With Training


1- Because of her issues with her boyfriend, Jennifer was unable to pay attention at her manager. She supposed to forget about personal life during work hours.
2- Like in any other comminute, listening is essential  for effectiveness, while Jennifer was chatting with her boyfriend she missed her responsibilities.
3- Because Jennifer took her personal life to work, she was unable to keep up with her responsibilities.
4- Jennifer should leave her phone on the side, so she can not be distracted from her responsibilities.
5- Jennifer need to learn how to make the difference between professional and personal life, she need to take her job serios so her co-workers will respect her more. One of the main keys in a good communication is to earn the respect in front of the team.
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email English

1 Formal or informal?

You are going to write two emails on a similar topic, the first formal/neutral and the second
informal.

EMAIL 1

Write to a customer to tell them that the product/service they want is not available at the
moment.

Prepare the situation using the questions below. The information can be real or imaginary.
e What is your company’s business? What products/services do you offer?

¢ What is the particular product/service that you normally offer, but is not available at the
moment?

e Why?
e When is it going to be available again?
e Who is the customer that you are writing to? Why do they need your product/service?

e Are you going to promise any action, give additional information, offer help, or simply say
that you will tell them when the product/service is available again?

Now write the email in a formal/neutral style.

When you finish, work with a partner. Check each other’s grammar, spelling, punctuation and
style. Is everything clear, well-structured and easy to understand?

EMAIL 2

Write to a friend to tell them that you haven’t got something they want from you.
Prepare the situation using the questions below. The information can be real or imaginary.
e Who is your friend?

e What item do they want from you?
Ideas: they want to borrow a book that you have; they want you to make a copy of a CD
that you have.

e Why are you not able to give them this item at the moment?
Ideas: you have lent the book to someone else; your computer isn’t working to copy the CD.

e When can you give them the item?

e Are you going to promise any action, give additional information, offer help, or simply say
that you will tell them when you can give them the item?

Now write the email in an informal style.

When you finish, work with a partner. Check each other’s grammar, spelling, punctuation and
style. Is everything clear, well-structured and easy to understand?

FOLLOW-UP

Exchange emails with a different partner.

Reply to the emails you receive, inventing any information necessary.

This material has been written to accompany email English, by Paul Emmerson. ISBN 1405012943
This page has been downloaded from www.businessenglishonline.net.
It is photocopiable, but all copies must be complete pages.

one@english
Copyright © Macmillan Publishers Limited 2004.
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TROUBLE AT HOME, TROUBLE WITH TRAINING

As you read this passage and answer the questions, step back and reflect on what
went wrong in the professional situation.

Jennifer is a recent college graduate who started a new job as a recruiter for a local
non-profit. Her job consist of placing individuals with employment barriers into jobs.
She must build relationships with employers, secure job leads, screen candidates, and
report her monthly hires/placements. Her position is commission based, which
means she must make placements to earn money. While in training, she found herself
preoccupied by several things going on at home. She was fighting with her boyfriend
and in a conflict with her roommate. Her boyfriend sent her numerous text messages
while her new manager explained the job responsibilities to the class of new hires.
Between worrying about her relationship and the pressure of learning a new job, she
heard the new manager say that she should do anything in her power to get
placements, as this was the most important thing to remember of all the training
content.

A few weeks into her position, Jennifer found that she felt really lost about how to do
her job well. She was not making any placements. Whenever she approached her co-
workers, they did not seem to listen to her. They rarely looked up from their
computers or phones, and she had to repeat her questions several times before they
answered. When they did respond, they answered only parts of her questions.
Jennifer was left confused and frustrated. They all said the same thing, however:
getting placements was the most important thing to focus on, no matter how she
melt her goal. She followed their lead and began claiming credit whenever any of her
clients found a job, whether she had assisted them or not. Jennifer was cutting
corners to reach her placement outcomes. She had “heard” the message loud and
clear. A few months later, Jennifer, her co-workers and their immediate supervisor
were terminated and the non-profit was under investigation for fraudulent reporting.

Step back and reflect

1.) What went wrong

2.) What role did listening play

3.) What are the ethical consideration

4.) What critical listening strategies can Jennifer employ to help her in the
workplace

5.) How could Jennifer use the KEYS approach to improve her communication
interaction
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