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1. Define communication 

Communication is a process of exchanging ideas and data using both verbal and non-verbal between one or more people. The information can be transmitted by various methods such as, face-to-face, phone calls, text messages, letters, emails, etc. The communication requires minimum one sender to initiate the conversation and on the other hand it requires at least one recipient. The sender gathers all the data and encodes the message into a form of oral, written, verbal, non-verbal or electronic transmission. Then the message is developed by the sender using the correct language and meaningful words. The message is the main component of the whole communication progress it contains the information the sender wants to get across to the receiver. The sender choices a communication medium to transmit the message to the receiver. It is important for the sender to send the message choosing the right medium to get the effective feedback from the receiver. When the message is sent to the recipient, they decode the message and send a feedback in the same method which the sender sent out the message.   













2. Types of communication
There are various ways we can transmit our ideas to others.  
Verbal - Verbal communication is used to exchange information with words. Verbal communication includes, words, sounds, language, words, or speaking. The verbal communication can be used in two ways. For instance, oral communication and written communication. Oral communication is the communication through verbal exchanging information through telephone, face to face, mobile phone, video conferencing and voice chat. 
Verbal communication is more efficient, and it is one of the fastest ways to get the feedback from the receiver. It the direct communication between the sender and the receiver. I would say verbal communication is the main type of communication because it can be applied to both nonverbal and written communication.    
Written - Written communication is the process of exchanging information through, letters, e-mail and text messages. Written communication is useful because it can be used to record an information reference. The written communication should be very accurate and simple for people to understand.   
Non-verbal – Non-verbal Communication exchanges information without words. For instance, facial expressions, body language, posters and gestures, etc. 
Non-verbal communication is essential part of how we communicate with each other every day. It expresses our feelings and thoughts to others while we are talking people. When we communicate most of the time, we intend to use our vocal cords and the body language follows it. 
The non-verbal communication is more powerful than verbal because if someone is not telling the truth you can just know it in their facial expression even if their vocal is correct. Sometimes, people might say things which they don’t really mean. For instance, you might ask them to do a favour. The way they respond to you by saying yes might not sound right in their facial expressions. 

3. Models of communication 
Shannon and Weaver model of communication 
[image: Image result for Shannon weaver and Weaver]
Shannon Weaver Model of communication is the mother of all communication models initiated in 1948. This model is too technical than any other models of communication. The other models of communication, for instance, the Schramm’s and Berlo’s SMCR model of communication is developed from the roots of Shannon weaver model of communication.   
There are seven main elements to this model of communication such as, the sender, encoder, channel, noise and receiver. 
The information source is the sender who beings and encodes the message. Then chooses the correct channel, for instance, e-mail, media, verbal and telephone and telegraph. The message must be turned into a form that can go through the channel. When the receiver gets the message than it decodes that message. Then the receiver sends back their feedback to the sender. The channel can be affected by the noises which will result in ineffective communication. the noises can be appeared in various forms, for instance, physical noise, environment, people and psychological etc. The feedback very essential for any type of communication models because it shows the receiver fully understood the message or not.            





Schramm model of communication


[image: Image result for schramm's model of communication]

The schrammn’s model of communication is found by Wilber Schremm in 1954. This communication module is based on two way process the sender and the receiver respond to each other in turns. The main element is the message. The sender must ensure the message is correct and relevant. In order to get the best feedback from the receiver. The feedback can be in the form of verbal and non-verbal.  The recipient will decode the message and understand it and reply to the sender with their opinion so the communication will flow nicely. The sender and the receiver should have the same ability and understanding for the communication to flow smoothly. For instance, the communicators should have good knowledge, experience and same cultural background. If you communicate with someone who is not in the same level as you the communication will fail and end up in effective communication. The both sender and the recipient should encode and decode. The schramm communication model is a cyclical. 



Berlo’s SMCR Model of Communication 
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The Berlo’s SMCR model of communication is the basic model of communication. which was found in 1948 by Howard Laswell. It is one-way communication.  There is no feedback loop for the receiver to send back their review on the information which was received. The Berlo’s SMRC communication model has five basic components in this model such as, sender, message, channel, receiver, encode and decode.
The message starts from the sender that is the source of the information. It is important that the message contains the correct information because invalid information can be misleading. Before the message gets to the receiver it has to go through the channel first than to the audience or the receiver. The message should be put into a suitable form for it to go through the channel is the root which the message must go through, for instance, face to face, television and internet, etc. once, the message gets to the receiver or the audience. They decode that message and interpreted to their own ability.




In-class exercises 
We have looked at verbal and non-verbal communication. The important of team working and have the correct people in your team to achieve your main aim and goals. The importance of effective communication and active listening. And how to write an e-mail which includes a diagram.

4. Communication in my workplace
 
Between Employees - We use both verbal and non-verbal to communicate between the colleagues. Effective communication is highly important to make sure all the employees are well connected, and the main objectives are achieved.  

Employer to Employees – It is vital for the employers to check on the employees daily to keep the company running without any issues. The managers should be open to effective communication in the workplace. The employees should feel free to share and suggest any recommendation about the company. It is highly important for a manager to respect and value their members because it will increase productivity and efficiency.    


Principles of Communication - The message should be clear and effective. The communication should follow the seven Cs of effective communication. 
Correctness – It is vital for the sender to ensure the message is accurate. The correct medium should be used to transmit the message to the recipient. The correct format style and language should be used.  Incorrect message can lead to wrong actions.   
Completeness – The sender must ensure that the information is correct, concise to the point and it should clearly state the purpose of the message.    
Consciousness – The message should be very simple and easy to understand. It should not contain complicated words and long sentences. It should be concise to the point. Avoid too much information it can be confusing and misleading.    
Clarity – The information that your sharing should be valid, relevant, accurate and clear. For example, language, medium, channel and objectives.    
Courtesy – You should be polite and use kind words towards the receiver to make the message flow properly and to make the recipient respond to our request.   
Control - The information should be straight to the point. The direction of the message should be checked and avoid any unnecessary information.   
Co-Ordination – The point of the information should be valid, relevant, and it should be linked to all the departments within the company and it should not be able to duplicate.   

Barriers of Communication - Ineffective communication can be a huge problem it will lead to many other disadvantages for the employees. For example, ineffective communication will lead to misunderstanding and.  

Not communicating effectively – Can be a huge problem maker within the organization because it will break the relationship between the members and lead to many more other problems. If the communication is not being properly served at the workplace the team members will not be able to solve problems and there will be no space for a good teamwork.     





5. How to improve communication in the workplace

Active listening – To improve communication in the workplace it requires the listener to fully pay all your attention to the information and deeply understand what is being said. Focus on the person who is talking to you directly and concentrate on the topic. Avoid getting distracted by your thoughts and opinion to get the good understanding. Listen to the person who is speaking and hold on to what you want to say until the person finish with what they want to convey to you. Try to use opening sentences to make the speaker feel more confident in speaking to you. Make good body language to show them that you’re interested in the conversation. such as, eye contact and your feet pointing towards them. 

Being clearer – When you communicate you should follow the seven Cs of principle of communication. It is very important the information your sharing with other people is worth sharing and it should be concise to the point. Avoid using too much information which will cause confusions and misunderstanding. Use simple structured words and sentences.

Effective Communication – Effective communication is very essential at workplace to run the company smoothly and to avoid problems within the workplace. Effective communication focuses on team building, gives the team members a voice, openness, growth and strong management.  







9. Conclusion 

In conclusion, it is very important to know the different types of communication models because it keeps on changing as the technology grows. It is essential to understand the importance of effective communication within the workplace and the effectiveness of good teamwork as it builds a strong relationship and solve problems that occur easily. 

I suggest, learning to communicate effectively will enable you to communicate with anyone in a suitable way and maximise your current status at your workplace.

I recommend, you to look further into each of the skills to get the deeper understanding. 
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You are the Director of Communications at your company and you would like a Supervisor, Mary
December, to go on a training course in non-verbal communication because you have observed
that her non-verbal skills sometimes send the wrong message.

* Tell Mary why you are writing

- Say what you have observed about her communication skills
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workers.
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