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[bookmark: _Toc79407588]Executive Summary
The following assignment will provide a better understanding about the concept of communication and the whole process on a general and detailed level in order to summarize the understandings of the module. First of all, there will be described the main Models of communication learnt during classes, Shannon and Weaver, Berlo and Schramm, along with some sustainable examples and related topics about the subject such as the elements of each model of communication, so on and so forth. In the second part of the assignment there will be presented the main communication skills with a description sustained by an example. The verbal communication, non-verbal communication and listening skills will be the main subject of the second part along with the benefits of having them and way that help achieving those skills. A brief conclusion will also be part of an assignment which will reflect the main ideas learnt from the Module. 

[bookmark: _Toc79407589]Introduction
Communication is the process through which we share our thoughts or ideas with the help of words, sentences of phrases on a certain subject. In order the communication process to happen there is need of a sender and a recipient that will switch places in order to understand and have a successful communication. There is also need of another element in order the communication process to take place and this is a medium or the platform of the communication which can be face to face through words, online via e-mail or social media platforms, through the phone, so on and so forth. (Entrepreneur Handbook, 2021). On the other hand, there is need of a though before starting to communicate with someone so, to create the main idea about the thing tat needs to be spoken about. Encoding is the next step that needs to be followed and this happens by saying on a verbal or non-verbal way the thought in order the sender to be able to decode it by understanding or reading the actual message. It is important to mention the fact that the decoding process is made by the perspective of the decoder/receiver and there are cases when the message is not understood as it was presented. (Mind Tools, 2020). For this reason, it is very important to catch the gestures of the sender in order to have a better understanding of the message and the sender’s attitude towards it. Gestures are very helpful in communication because they allow us to express better the message, as well as punctuation signs which can make written messages clearer for the receiver. (Clough, Duff, 2020).  
[bookmark: _Toc79407590]Models of Communication
[bookmark: _Toc79407591]Schramm – 1954
Schramm’s model of communication is the simplest one because of the fact that it has three elements: The sender, the message and the receiver and the whole process starts with the information that needs to be encoded and then sent to the receiver. Being the sustainer of simplicity, Schramm explained the fact that their need from both sides to explain the signs, gestures and punctuation in order the message to be understood. For example, the sender to be able to deliver the right gestures and the receiver to be able to decode them in order to have a clear image the received information in the communication process. (Ellestrom, 2016). Actually, the model includes the sender that is the person who is willing to transmit an information and the initiator of the communication process. The encoder is the one that adapts the message in order to be clearly understood by the receiver and have a great image and exact understanding about the message. The decoder s the person that adapts the message in order to be understood by the receiver while the receiver is the actual person that receives the message. The message in Schramm’s model of communication is the coded and then decoded information while the medium is the actual channel through which the message was sent. The only disadvantage about this model is the fact that the noise aspect is not taken into consideration. (Communication Theory, 2019)
Example:
Sender: Hello, thank you for calling our company in order to place a project order. I analyzed your requirements and it can be done by our company in 3 months but in English language. If you wish that the project to be translated in Chinese too, there will be a fee of 500 British Pounds. I am looking forward to receive an e-mail from you.
Decoder: Google Translate – English to Chinese
Receiver: (The same message but in Chinese) via e-mail.

[bookmark: _Toc79407592]Shannon and Weaver – 1948
The Shannon and Weaver model of communication consists of a more complex figure of how a conversation should have take place in order to be able to have a conversation and an understanding about a certain subject but is more complex than the above-mentioned one because of the fact that includes the noise. This certain noise is a disturbance factor that is designed as the main enemy of a conversation. The noise can be the miss-understanding due to language barrier, TV noise, or any factor that can impede the conversation to take place or the message to be sent as it was planned to. (Communication Theory, 2021)
Example:
Sender: Hello, I am Sandy and I am calling you to confirm the order you have been placing via Amazon website yesterday.
Noise: Children screaming
Receiver: Hello, thank you for calling me. I confirm the order.
Receiver (Ex-Sender): Sorry lady, I can not hear you very well. 

These types of situations constantly happen and so, Shannon and Weaver described their communication model in order to be aware about the disturbance factors as any type of noise that can interrupt the actual communication process or make misunderstanding happen which will have as a result, a non-effective result. 
[bookmark: _Toc79407593]Berlo – 1960
Berlo has created this model of communication in order to highlight the power of communication between humans and the main factors that involve in the process. First of all, there is important to be mentioned the SMCR label that means S: Sender, M: Message, C: Channel, R: Receiver. In shorter terms, the Berlo’s model of communication is one of the simplest models that take int account the above-mentioned aspects. The main disturbance factors taken into consideration by Berlo are the wrong attitude, the lack of communication kills r the lack of listening skills which play a major role in the communication process as long as if a person has no listening skills, the decoding process will be a total failure ad the main message will be understood wrong. (Tools Hero, 2021)
Example:
Sender: Hello, I am looking forward to confirm the request towards your order. I wanted to thank you and make sure that everything will be designed as you wish. For this reason, I will continue to send e-mails regarding the updates of the process. (Message)
Channel: E-mail
Receiver: smith.jonathan@gmail.com 
[bookmark: _Toc79407594]Communication Skills
[bookmark: _Toc79407595]Verbal Communication
The most common form of communication is the verbal communication which represents exchanging different messages such as thoughts or ay kind of information. Despite of the fact that spoken communication is the one correlated with the term of verbal communication, written communication is also included in this spectrum as words are used in the actual process. Effective speaking is one of the main aspects of verbal communication and it mainly includes knowing how to choose the right words in order the communication process to be effective. Verbal communication also involves paying attention to the message and concentrate on the main conversation in order to get the expected outcome. Reflecting and clarifying on the verbal communication often brings the success of it. All the above-mentioned aspects are part of the verbal communication skill which can be developed in time and also enhanced due to the fact that it is vital in any situation to know how to handle a conversation. (Skills You Need, 2020)
[bookmark: _Toc79407596]Non-verbal Communication
Non-verbal communication is the vital process of helping the whole communication process to be understood in a clearer way and it gives sense to it. This type of communication is including gestures, facial expressions, the tone of the voice, haptics, eye gaze, so on and so forth. For example, if there is a conversation rolling about the fact that an employee made a mistake while introducing data in the system, the manager can use facial expressions such as an angry look and certain gestures in order to show its dissatisfaction towards the employee’s activity. On the other hand, it is important that the receiver of the message t be able to interpret the non-verbal elements of the communication in order to have a clear image about the message and the purpose of the conversation. (Cherry, 2021)
[bookmark: _Toc79407597]Listening
Listening is one of the key factors of the communication process and it is a must have skill in order to be able to have a successful conversation on a certain requested or opened topic in any situation such as, at home, at university or at the workplace. It takes patience an paying a lot of attention while listening because otherwise, the communication process can not be successful. Actually, listening is not just hearing the words, but thinking about the context and being able to observe the non-verbal elements of the communication process such as the gestures. In the listening process is important to be able to receive the information by hearing it, understand the information with the help of gestures and filtering it, remembering what the sender said and finally to be able to give a feedback accordingly with the subject and the received message. (Gulam, n.d.)
[bookmark: _Toc79407598]Example of Communication Skills
Student 1: Hello, I wanted to ask you if you can give me some guidelines regarding the Effective Team Work and Communication assignment because I can not figure out which are the main subtitles I should use. (Makes a sad face)
Student 2: Oh, (disappointed face) I am so sorry you did not understand the main topics but I am here to help you (Smiles). We should have the first part of the project that involves the three models of communication, Berlo, Schramm and Shannon and Weaver as well as the second part that should contain the three major communication sills segments: Verbal Communication, Non-verbal Communication and Listening Skills. You may also add a conclusion.
Student 1: Oh (Surprised), it is that easy? (Laughs), Thank you for explaining to me and I hope you have a nice day. See you tomorrow at classes.
[bookmark: _Toc79407599]Conclusion
I would say that the communication process is one of the greatest assets f any person because of the fact that this is a skill used on a daily basis as well as developing it, may bring benefits in any situation. The three categories of models of communication developed by Berlo, Shannon and Weaver, and also Schramm, are meant to make a clearer image about how the effective communication process should take place as well as which disturbance or external factors happens can lead to a failure f a conversation. Is also important to take into account the main aspects of the communication skills because of the fact that by developing each of them, verbal communication, non-verbal communication and listening skills, are always helping us to improve our performances in matter of communication. 
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