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1. Introduction
The purpose of the following report is  explanation and demonstrating  comprehension of models of communication and communication skills. It explained how efficient communication can build up a productive team. Accordingly, this report analysis the effectiveness of good communication skills in the work place. As organizations and the individuals hold the intention to do their job well within the context of their abilities in order of improve work effectiveness 1980s, was increased the focus on team building and team development by developing effective communication channels, identifying stages of team development and types of team roles. The report will first consider a more nuanced definition of communications. After that, are going to be enumerated and analyzed models of communication, together with case studies and personal examples of poor communication. Then one by one are going to be described skills of communication and presented their roles at the work place.

2.  What is communication
A research can easily demonstrate us  that word “communicate” comes from Latin and  means to participate, to impart, or to share. Communication is called procedure of exchanging data using a common symbol system. This particular  system consists of speaking, writing, charts or gestures. It is the action of distributing information, messages and ideas among people. Being a two-way process, only when recipient receive the message by its right meaning, process can be evaluated as complete one. The receiver communicates its message or idea understanding by actions or by communicating its perception of the message. In this way, by providing feedback, communication procedure is considered completed. The message transmission from source to receiver might be affected by a range of aspects, these include sender’s emotions or even cultural situation. The complexity of good communication skills is the reason that those are considered so desirable by employers, because effective communication is actually extremely hard. In fact, communication is the most important of all our activities as it helped us to organize ourselves as a civilized society.


3.    What are models of communication 
 Communication is quite complex process, when communication gets through technology it gets more complicated. Communication models are conceptual once used to clarify the human process of communication There are many different models of communication that been identified during decades. The three most well known models of communication are Shannon and Weaver’s method developed in 1948 by Claude Shannon and Warren Waver, than in1954 Schramm’s method and Berlo’s method in 1960 that expanded linear model with SMCR model of communications.
3.1.   Shannon and Weaver method of communication.
Shannon and Weaver’s theory consists from seven steps. It is starting with the source, it can be a person, thing or any sort of information source who has the information to start communication process. The second step is encoder, the message convertor which   transforms the message into signals that can be transmitted to receiver. Nevertheless, the encoder might also be a person that changes the message into spoken or written phrase. The channel of communication is the “medium” that information is transmitted through decoder. If the communication is taking place physically , we actually do not have a channel, excepting  the sound waves. After is noise, which interrupts an idea while it is on the way to receiver. Noise can be internal which happens when the source does an error encoding the message or when receiver is decoding it. Noise can also be external. It happens when message is impeded by something external. The next is decoder, it is exact the opposite of encoding, usually is a device that decode the message from binary digits back in a format that can be understood by receiver, the end-point. Receiver is the step where person receive the message and process is complete. The step that makes communication actually efficient is feedback. It appears when the receiver responds to the message source with purpose of closing the communication loop, feedback does not exist in cases like watching TV.

[image: ]
Case study “Maria and Pedro” very well describe importance of feedback. Pedro was working on a building site, which is a very noisy place, during their conversation Pedro did not give to Maria any feedback, assuming that he understood what Maria told him. In this way only getting at home they could notice that there was a misunderstanding. This situation could be avoided if Pedro provided any feedback. 
As example of poor communication is going to be highlight a situation that happened at work. I have been working in hospitality for quite long time, and I have always tried to be careful to customers orders, but one day happened a misunderstanding that could cause a very unpleasant and even life-threading situation. Making the order, one of our customers asked for one “oat latte” as English is not  my mother language I understood instead a ”hot latte”. The problem was that the person had a strong allergy to diary. When the order arrived the person, double checked his order. I could have avoided this situation using Shannon and Weaver method and when taking the order  give feedback, repeating the order and making sure that person hear me and confirm it.
3.2.   Schramm model of communication
Schramm model of communication consists from source, receiver, message, feedback and semantic noise. Not similar to other models of communication, this particular method is a circular model that include all fundamental elements of communication. In 1954 Schramm suggest that communication should be a two ways process where sender and receiver taking turns receive and send information. This is the first model of communication which considers communication a bilateral process making. Because there is a feedback system, it is easier for the sender to make sure if the message been received. Feedback is established fact which assume that receiver plays an important role in communication process. It is the operation of transmitting information based on the induction which been received from the source. Therefore, when message is sent back, source become a receiver.  The sender can also verify if the consignee got the message as the source intended it. 
This theory also suggest  the way “Maria and Pedro” misunderstanding could be avoided. As if feedback been provided and each of them checked information that receiver got, the misunderstanding could be identified straight away.
[image: Schramm Model of Communication ]

3.3.  Berlo Model of communication
Berlo’s model been set in 1960. This model is a very complex one. It states that emotional aspect of the message is an integral part of communication. It is also known as SCMR(source, message, channel and receiver). In this method every emotional  aspect is taken into account. Sender is helped by skills, attitude, knowledge, social system and culture to put carefully his thoughts into words. When converting thoughts into message the individual has to be careful at content, elements and structure. Channel actually refers to the medium how the message flows from source to final step of communication and includes all five senses, When the message reaches the receiver, he tries to understand what the listener actually wants to convey and then responds accordingly. 
[image: Berlos Model of Communication]

Case study about The professor and the village people is reflecting very well opposite of Berlo’s method of communication. The professor was talking with village people using words that they weren’t able to understand, because of their condition as they were not educated. Berlo method of communication, is complex and efficient one, as it includes lots of aspects, as: communications skills, attitude, culture, content, structure and others. Which means that message must be formulated very clearly, coherently tacking into consideration the situation and substitute, using the right mine and gestures. Professor could avoid this situation using appropriate words and gesture.
One of my personal examples about poor communication at work that could be avoided due to this theory, was when management team organized a training for the staff working in the company. The training lasted for three hours and the person who provide us training was guiding himself by the sheets on which he had notes and most o the time was just reading for twenty minutes and during all training was not gesticulating, using body language or involving us into any discussion. In this way everyone gets bored after thirty minutes and till the end of the session just pretending that are listening. After, me or my colleagues could not remember much from information contained in that session. This happened because the speech was not coupled with hand movements, gestures, body movements or facial expressions that could help to deliver more efficient the information.

 

4.   What are Communication Skills
Communication, at the easiest level, is the action of passing details from one source to other.  Skills of good communication allow us to understand and be understood by others. Those skills are needed to speak appropriately with a wide variety of people whilst maintaining good eye contact, demonstrate a various vocabulary, listen efficiently, present your ideas suitably, write clearly and concisely well in a group. 
             4.1. Nonverbal Communication 
As mentioned above communication can be verbal or non-verbal. Non-verbal communication is the things we do not pronounce, but pass to others by our body language, signals and signs. This type of communication cover gestures, tone of voice, body language, facial expressions or personal space. While non-verbal way of acting can be different among cultures, the facial expressions for happiness, sadness, anger and fear are similar throughout the world. Non-verbal communication skills are necessary for every step of your professional career as it helps you to perceive situations appropriately. The following are some specific ways that nonverbal communication skills help you to communicate more effective in the workplace to send message, support messages, showcasing personality, conveying feelings or providing support. 
4.2.   Verbal Communication
Verbal communication skills refer to the way we transmit a message by words, it can be written or spoken. The primary goal of verbal communication is to use words to express information concisely and clear. Effective verbal skills include more than just talking. Speaker has to be confident, represent information in short, avoid distractions, be clear while speaking, maintain eye contact and be open-minded. Also verbal has many advantages, some of them are that verbal way of communication is saving time, getting quick feedback and improving clarity
4.3.     Listening
Listening is another important aspect of effective communication as ability to be a good listener is important in business and professional activity. It is the ability to receive a message correctly and to be able to interpret it in the process of communication. Listening for meaning not just for language will help to have a more productive discussion, for active listening person should avoid interrupting the speaker at the same involve himself in the communication. A good listener also pays attention to facial expressions, gestures and tone of the voice to see if they meaning to spoken words.




5. Effective communication in the workplace
Communications in the workplace has dynamically advanced with late chances in technics, leading to new starts of contacting those you work with. There are many ways to improve your communications skills that belong to your professional life. Communication face-to-face whenever is possible, because companies been relying on emails as primary method of communication but electronic communication can have detrimental effect as can be misinterpreted. Another aspect that would help to achieve an efficient communication process is ability to provide clear information, as if in the workplace information is not communicated clearly it might cause confusion instead of clarity. Only being a skilled worker that has abilities to handle conflicts with diplomacy, ask questions in the right way, listen, avoid being personal with co-workers and offering positive feedback there can be created a team that is able to communicate efficient.
  

6. Conclusion

By preparing this Report I have achieved important knowledge about skills and models of communication. Communication is the process which has at it base aspects as: source, receiver, channel, noise and feedback. There is a variety of channels such as telephone calls, face-to-face meetings, internet, text phone and others. All enumerated channels are subject of noise distortion. Nowadays communication is a vast characteristic of our lives. This aspect has become very complex with the understanding of the power of communication skills and knowledge.



 

7.  Reference List

1.  Webster, M. (2022) Communication Definition and Meaning. Available at: https://www.merriam-webster.com/dictionary/communication /(Accessed: 03 January 2022)
2.   Beharry, L. (2021) Models of Communication. Available at: https://moodle.uwtsd.ac.uk/course/view.php?id=7030/ (Accessed: 03 January 2022)
3.   SkillsYouNeed (2021) What is Communication. Available at: https://www.skillsyouneed.com/ips/what-is-communication.html/ (Accessed: 02 January 2022)
4.  Drew, C. (2022) Shannon and Weaver Model of Communication-7 key Concept.                        Available at:  https://helpfulprofessor.com/shannon-weaver-model/ (Accessed: 03 January 2022)                                    
5.  Lyon, A. (2022) Transmission Model of Communication: Shannon and Weaver.                  Available at: https://www.youtube.com/watch?v=OY1JsGFZprc/ (Accessed: 1 January 2022)
6.   Janse, B. (2019) Schramm Communication Model.                                                   Available at: https://www.toolshero.com/communication-skills/schramm-communication-model/ (Accessed: 2 January 2022) 
7.   Mathias, M. (2022) Schramm’s Model of Communication, Communications studies, 6 December. Available at: https://michellemathiasfsp.blogspot.com/2020/12/schramms-model-of-communication.html/ (Accessed: 2 January 2022)
8. Prachi, J. (2022)  Berlo’s Model of Communication. Available at: https://www.managementstudyguide.com/berlo-model-of-communication.htm/ (Accessed: 3 January 2022)
9. Doyle, A. Verbal Communication Skills. Available at: https://www.thebalancecareers.com/verbal-communication-skills-list-2059698/ (Accessed: 2 January 2022)
10. Heathfield, S. (2022) Nonverbal Communication in the Workplace. Available at: https://www.thebalancecareers.com/nonverbal-communication-in-the-workplace-1918470/ (Accessed: 3 January 2022)
11. Indeed Editorial Team. (2022) Benefits of Effective Communication in the Workplace. Available at: https://www.indeed.com/career-advice/career-development/communication-benefits/ (Accessed: 3 January 2022)
 






4

image3.png
Encoder Decoder

Interpeter Interpeter

Decoder Encoder




image4.gif
S

souRce

MESSAGE

C R

CHANNEL  RECEIVER

COMM SKILLS]

ATTITUDES

KNOWLEDGE

ol rone

ELEMENTS

fsTucTuRe|

TOUCHING | | KNOWLEDGE |

Swei e
Tt | [ootee





image1.jpeg




image2.jpeg
Information Transmitter Reception Destination

® ©)
111

Noise

<)FEEDBACK (<

SHANNON-WEAVER'S MODEL OF COMMUNICATION




