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Communication is every transfer of information. “Communication it is each act of transmitting information” (MOOC ICS, 2013). With different forms communication we able to understand each other in different ways. By communicating we can share our ideas, thoughts, and emotions. Every act towards another person is communication. When two people are talk to each other there is a verbal communication. This is one way of communication. When they shake head as agreement to what they say it is another way of communication, waving had for goodbye it is another way of communication. Also, we are using a media to communicate. This media could be under the form of television, radio, newspaper, a book, an internet. “Communication is the exchange of thoughts, information, or ideas that result in mutual understanding between two or more people” (Maund and Schriek, 2015, p47)
Communication takes especially important part in the world of work. Effective communication at the workplace it is beneficial, and it is contributing to productiveness within the organization. Communication barriers should be avoided and reduced to minimum. Communication barriers is everything that disturb the message on his way to the receiver. An examples of communication barriers are language barrier, physiological barrier, cultural noise. The consequences of communication barrier are poor communication which could lead to poor performance on the workplace. For example, if an employee receives an outdate email and it is not aware of it, he could take an action and make a mistake. Another example of cultural barrier is in Bulgaria people are shaking head upside down for no while the rest of the world is shaking their heads upside down for yes. This will cause confusion between people which will lead to poor performance.
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Model of communication it is a scheme which is helping us to understand the communication various parts. Three models of communication have been developed by scientist:
Shannon and Weaver model of communication (1948)
Berlo model of communication (1960) 
 Schramm model of communication (1954)
The three models of communication are showing us the message journey from creation to delivering. 
The first model of communication created by scientist is the Shannon and Weaver method, also called “the mother of all methods”.  Claude Elwood and Shannon Weaver wrote “Mathematical theory of communication”.  “Sender encodes the message and sends it to the receiver” (University of Whales Trinity Saint David, 2020). This communication method is composed of five elements: sender, encoder, channel, decoder, receiver. Sender is the person or the group who create the message, choose the channel and sending it through the channel. Encoder is the machine that convert the message into a data signal. The channel is the medium that the message is travelling. Within the channel there is noise. The noise disturbs the travelling data to the decoder. Decoder is the machine that decodes the message and makes it understandable for the receiver. Receiver is the person or group who receive the decoded message and give their feedback. An example of this method is sending an email to another person. A person is writing the email on our computer which is the encoder, than the encoded email is send through Internet network which is the channel and received and decoded from the receiver and the receiver is computer. 
Berlo model of communication it is created in 1960. This is a simple method of communication which originates from Shannon and Weaver method of communication. This method contains five elements. Sender, message, channel, receiver. In this method again the sender is the person who send, encodes the message and choose the medium, channel which is the medium at which the message is travelling, message decode and it is received from receiver. Each element depends on factors which affecting them. The sender is effected by communication skills, attitude, knowledge, social system and culture. The message is affected by content, elements, treatment, structure, code. The channel it is affected by hearing, seeing, touching, smelling, tasting. The receiver it is affected by communication skills, attitude, knowledge, social system, culture.
Wilber Schramm method of communication has been developed in 1954. He believes that the communication it is a two-way street with a sender and receiver. In this method the sender encodes and send the message. The message travel through a medium and reaches the receiver who decodes and interpret the message. Ones the receiver understand the message he encode and send his feedback where the sender decode and interpret the feedback. Schram believes that the communication has no use until the two sides understand and interpret each other. In this method the encoding and decoding are the most effective elements. The communication it is not completed until the sender receive and understand the receiver feedback.  
Communication Skills 
[bookmark: _Toc68296175][bookmark: _Toc68296313][bookmark: _Toc68456100] Section 3: Verbal and non-verbal communication
Verbal Communication is every type of communication that it is expressed by words. Words could be written or spoken. This type of communication it is widely used. “The use of verbal statements is one of the most common ways individuals communicate with one other”. (Muand and Schriek, 2015, p.48) With these words we are able to express thoughts, ideas, emotions and feelings. Examples of verbal communication is books, newspapers, magazine, television.
Non-verbal Communication is everything else except the words. Non-verbal communication it is not only the body language we are able to express but also the gestures, the way we dress, do we have any jewels. All these factors are saying something about us. It is highly believed that the non-verbal communication delivers the meaning of the message or the “general body language”. This could be confirmed by reviewing the interaction between verbal and non-verbal messages. Non-verbal and verbal communication can contradict each other. This is when you body language express the opposite of you verbal communication. The sarcasm is a good example of contradiction between verbal and non-verbal communication. Non-verbal and verbal communication can substitute. This is when your gestures replace your words. For an example when you raise your shoulders means I don’t know. Another example is when you shake your head upside down to say yes. Repeating is when your non-verbal communication confirms your verbal communication. For an example when you say yes and you are shaking your head upside down you can see that the your body language confirms your verbal communication. Also, your non-verbal communication can emphasize your verbal communication. 
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Listening it is an important part of the effective communication. In any organization the communication counts on a good listening. When a person it is capable of assimilating and understand most of the information, this contributes in positive way to the organization productiveness. Good listener, have to manage to stay focused and give the speaker the opportunity to express himself. Must be able to motivate the speaker and remain focused on what he is saying. Various technics helps to improve person listening. For example: showing support, agreeing and showing that you care are few of the technics that can be used. 
Good hearing does not mean good listening. Hearing is every noise we are able to hear. Listening it is the whole process involved in the communication. The tone of voice, gestures, non-verbal communication and the silence are elements of listening. 
Listening could be disturbed by various reason. These reasons are called barriers of communication. Barriers of communications are noise, failing to focus and failing to listen actively. Noise could be external and internal. External noise is everything loud or every noise or sound interrupting the conversation for example: ringing phone, car engine other people talking. Internal noise it is when the listener it is judgemental and have bias towards the speaker message. Failing to focus it is when the listener it is not paying full attention to the speaker and it is doing something else. 
Active listening it is when you are making a full effort to understand the complete message. When listening actively must remain focused without making arguments or notes when person it is still speaking. “Active listening is the key to accurately understand what other person it is saying” (Maund and Schriek, 2015, p.52)
Three types of listening are known within the effective communication. Informational, Critical and Emphatic. Informational listening it is when listen to acquire knowledge. For example: when a student it is listening to the lecturer or when a person it is listening to the news.
Critical listening it is when listen to make a decision. For example: when there is a situation and a few options are available as a solution
[bookmark: _Toc68296177][bookmark: _Toc68296315]Emphatic listening it is when understand how someone feels or to put yourself in his position. 
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Millington Associates it is a retail window display company in London. This company produce and installs all sorts of retail pop up and window displays in big shopping centres like Harrods, Selfridges and Westfield. The organization is composed from managing platform, the platform where all the production and project managers are working. Production which it is composed from four department, carpentry, upholstery, metal work, sculpture and finishing department. Dispatch, sales and finance department. At the managing platform are taking place the management team. The management is contained three production and ten project managers. 
The project managers are people who manage the project and maintain the communication with the customers and the project managers. Their job is to make sure that the project it is up to the customer standart from beginning to end. Also, they are making sure that the production managers received the project standards so they can brake down the project and schedule it between the production departments. Good schedule it is important so everything it is getting ready on time for the final product. 	Each production department contain between 10-15 skilled workers and their foreman. 
The finance it contains three people which are responsible for all the payment and taxes to paid on time.
The dispatch contained two people how are responsible all the projects are together and delivered on time.
Communication between the project manager and the client it is via email or in meetings with purpose project development. In the email communication we are able to see the Shannon and Weaver communication method. In this type of communication, the possible communication barriers are bad internet connection which can cause out dated emails, not completed messages and out dated computers. Barriers can be avoided by checking the email regularly and waiting for the receiver feedback to make sure that the message it is understood. At the meeting we are able to see again the Shannon and Weaver communication method, verbal and non-verbal communication. In this communication the possible barriers are internal attitudes, failing to remain concentration, external noise.  Barriers can be avoided by staying focused, being open minded to what the sender is saying and maintain a quiet atmosphere.
The communication between the project manager and the production manager it is mainly by meetings and over the phone, text messages and emails. Their main purpose it is clarify all the details around the project development. All three types of communication are based on Shannon and Weaver method. Within the meeting the possible communication barrier is again an internal attitude, failing to remain focused and external noise. The possible solutions are both sides to remain focused and openminded to each other and minimize the noise to minimum.
Communication between the production manager and the and the different departments it is mainly via briefings. The purpose of the briefings is to clarify the project details through the different stages of production and possible mistakes. At the briefings we are able to see Berlo model of communication. Verbal and non-verbal communication.  Within this communication the possible communication barriers are: failing to listen actively, external and internal noise, cultural difference and language barrier. Failing to listen actively can be avoided by paying attention, stay focused and listening very carefully to what the sender it is saying and his body language as well. The external and internal noise should be downloaded to minimum. The cultural difference could be avoided by receiving a feedback and making sure that the receiver completely understand the sender message.
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Communication it is important part of our daily life. With communication we are able to understand each other in personal and professional way. Shannon and Weaver, Berlo and Schramm models of communication are showing the message journey from creation to receiving and the possible feedback. Nonverbal communication can contradict, substitute, repeat or regulate the verbal communication. Most people believe more the non-verbal communication. Listening it is an important part of the verbal communication. Active listening it is what makes the listening process complete. The possible communication barriers within fried organization could be avoided by using the communication methods. Assessing and analysing the communication elements helps to find and eliminate the communication barrier.
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