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Effective communication is crucial for workplaces, to maintain efficient information sharing between colleagues, employers, and employees.
In this report I will demonstrate my understanding of the models of communication, and the importance of communication in the workplace, as well as the communication barriers in the workplace drawn by personal experience with positive and negative examples. The case studies will be reviewed and analysed by research, online articles, and peer reviewed journals, as well as various in-class studies and activities that I will use to reflect on my current understanding on the given topic.
The definition of communication is the usage of various methods of sending information between sender and receiver, which in most cases can be people, places, phones, computers, or even animals. (Cambridge, 2021)
There are many ways of communication known for man that can be applied to share information, such as verbal, non-verbal, written, and visual. Each one of these categories contains many different styles of communication.
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In this section of the report, three different models of communication going to be reviewed and analysed, to gain a better understanding of the studies of this module, and to be able to apply them as a solution for inefficient communication in the workplace.

[bookmark: _Toc70712285][bookmark: _Toc70714570]Shannon and Weaver’s model of communication

Also known as the “Mother of all models”, this model is more technological than other linear models. One of the most well-knowns and most influential model of communication, which have been developed by Claude Shannon and Warren Weaver in 1948-1949, and it is still useful till this day. (Businesstopia, 2018) The five (plus one) elements of this transmission model are the following:


Sender (Information source): The sender is the person or machine who creates the message that need to be shared, choosing the channel of the message, and sending the message to the receiver.

Encoder (Transmitter): The encoder is the sender who uses machine, which converts the message into binary data or signals. The binary data or signals might also directly refer to the machine itself.

Channel: The Channel is the medium or route that been used directly to deliver the message from the Sender or Encoder to the Receiver.

Decoder (Receiver): The decoder is the machine, that used to convert the sent signals or binary data into actual message. Also, can be a person or receiver who translates signals into message.

Receiver (Destination): The receiver is the person who gets the place where the message going to be sent to, or the person who gets the message directly, using the given channel.
The receiver also responsible to provide feedback to the sender according to the message.

As a personal example in my workplace: I work in a busy restaurant, and as in every workplace, in hospitality as well, communication is key between employer and employee, as well as server and customer.
The guest’s feedbacks also crucial for us to be able to improve in what we are doing for them. Without getting a feedback of our guests, we would not be able to fix issues or create better ides.

Noise: The noise is the physical disturbance that does not let the message to be sent to the receiver in the way it has been intended to. A Noise can be generated by the environment, people, or other various disturbances that might surround the sender, the receiver, or the channel. Noises can be intentional or unintentional that usually results in negative consequences.

One of our In-class activity, the case study of “Maria and Pedro” is a great example for the Noise factor in this model of communication.
The above-mentioned case study of Maria and Pedro tells a story, about how Pedro misunderstood His wife, Maria’s request about a particular chore that had to be done by the time she arrives home from work. Simply because they both have been in work during the time of the phone call, and the background noises of the workplace prevented them to clearly understand the message being told trough the call.
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Wilber Schramm proposed his model of communication in 1954, which theory is heavily rooting from Sharon and Weavers model of communication. According to Schramm, the information can only be useful if it is carefully put into words and delivered to the receiver.
The most important role in delivering a message might be the Encoding because it initiates the communication process by converting the ideas or thoughts into actual content. The receiver’s prime responsibility is to understand what the sender intended to convey and provide feedback. Unless and until the second party (receiver) is able to decode or understand the information which the sender intended to communicate, the message have actually of no use. Therefore, the two most important factors of an effective communication are encoding and decoding. Without them the information cannot flow between sender and receiver. Schramm believed that communication is a two-way process between the first party and the second party. He states that the communication in not complete unless and until the recipient provides feedback to the sender. 
Schramm also believed that individuals from different cultures, backgrounds or religion tend to interpret messages in a very different way. Moreover, in communication between individuals, their knowledge, cultural background, or experience plays an important role of how they receive or deliver messages or information.
To conclude the mentioned model of communication, according to Schramm, when the sender shares the information with the receiver, the receiver must interpret it in the intended form of what the sender desired and provide a respond or feedback accordingly. Otherwise, in any form of communication where the sender does not receive a feedback, the communication is incomplete thus it is ineffective. (ManagementStudyGuide, 2021)
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David Berlo developed Berlo’s Sender-Message-Channel-Receiver (SMCR) model of communication in 1960. His model also roots from Shannon and Weaver’s model of communication. Berlo’s model has mainly four components to describe the communication process: sender, message, channel, and receiver. Each component is affected by many factors, and the model also focusing on encoding and decoding. Which happens before the sender actually send the message, and the receiver actually receives the message. Berlo described the factors which affecting the components individually in the process of communication, making the communication more effective. (ManagementStudyGuide, 2021)
The definition of the components of Berlo’s model of communication are the following:

S-Sender: The sender is the person who originates the message, or the source of the message being sent to the receiver.
The following factors are related to the sender and the receiver:

Communication Skills: Communication skills of a person is a factor that affects the process of information sharing. Both sender and receiver must have efficient communicational skills in order to share the information effectively. Communication skills include the skills of writing, reading, speaking, listening, presenting, etc.
Attitude: The sender’s and the receiver’s attitude create a tone or an effect for the message. The attitude of a person towards themselves, the receiver and the environment can change the meaning of the message.
Knowledge: Knowledge on the subject of the shared information from both the sender and receiver can make the information sharing more effective. In some cases, if one of the parties have no knowledge of the matter, the information sharing can be impossible.
Social System: Place, situation, beliefs, values, rules, laws, religion, and many other social factors can affect the sender’s way of communicating a message, or the receiver’s perspective on the information given. 
Culture: Something that is accepted in each culture, can be very offensive in other cultures. Therefore, cultural differences make messages appear different.

M-Message: The message is the information that being sent by the sender directly to the receiver. A Message can be sent in a form of text, voice, audio, or media.
The following key factors that affecting the message are:

Content: The entire message from the beginning to the end is the content itself. Content is the shared information itself.
Elements: The elements are the non-verbal factors that going along with the content, such as language, gestures, or sings.
Treatment: Treatment the way that the message has been conveyed. It also affects the feedback of the receiver.
Structure: The structure of the message can affect the effectiveness of the information being shared. It is the structure of the arrangement of the message.
Code: Code is the format of the message, it may appear in the form of video, written text, language etc.

C-Channel: Channel is the medium which have been used to send a message to the audience. In many cases, especially in mass communication, technology often been used as a channel. These mediums can be cellphones, television, internet etc. Generally, the five senses of a living creature (mainly humans) can be an effective enhancement of communicating through a channel.
Hearing: Often, the messages being shared through hearing.
Seeing: People perceive through seeing. Non-verbal messages also can be perceived by it.
Touching: Many Non-verbal communication happens through touching.
Smelling: We collect information by smelling food, perfume etc.
Tasting: Tasting also can provide information, therefore it is a message.

R-Receiver: The receiver is the person or entity who receives the message, or the shared information being sent from the sender. Berlo’s model states that the thinking pattern and all the other factors mentioned above must be in sync for the communication to be effective.
The massage might not have the expected effect if the render and the receiver have different perspective of the given information. The receiver needs to count with the same factors as the sender (mentioned above) in order to make the information sharing effective. Such as communication skills, attitudes, knowledge, social system, and culture.
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As an example of Workplace communication issues: The restaurant I am working at employing people from all around the world, and for that reason, language barriers are everyday issues between staff members. Even if the employees trying their best to overcome these barriers, often time their current mental state or overall disturbance due to the overwhelming number of duties that must be done, and their willingness to “win the argument” often results to negative consequences when we trying to communicate with each other. These actions resulting in verbal or non-verbal arguments, that majorly slowing down the effectiveness of the workforce.
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Verbal communication can happen between two individuals through speaking and hearing. In some cases, if a person is unable to talk, technological advances can enhance the effectiveness of verbal communication. A person’s mood can change their tone of voice, that can change the meaning of a message entirely. (Doyle, 2020)

I must mention an example from my workplace, when someone’s tone of voice has changed the meaning of a message, and this resulted in negative consequences. 
I am working as a headwaiter in a busy restaurant in the heart of the city. One day I was serving a group 
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Non-verbal communication has many forms known to man. Best examples are body languages such as signs, posture, gestures, or facial expressions. (Nordquist, 2020)
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Being a good listener is crucial for a good communicator. Different situations require different types of listening.
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Active listening is when the listener making sure that they not doing any other activities during the conversation, other than listening. Through an important conversation or information sharing, it is very important to be an active listener and reading your phone or daydreaming while starring out the window. Most people may find it disrespectful towards the speaker.

[bookmark: _Toc70712293][bookmark: _Toc70714578]Emphatic Listening
We call emphatic listening, when the listener trying to put themselves in the speaker’s shoes, for the sake of gaining a better understanding of how they feel.
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In conclusion, there are many theories and models of communications that can be applied in literally every situation in our life’s that requires communication. No matter which model we are looking at, at the end they all are rooting back to the same essential pillars of communication. Personally, I found these studies very useful, and I am glad that I will be able to apply them into my professional carrier.
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