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1. Introduction


Communication is a technique used by people to share their ideas, views, knowledge, and actions with other people. Regular methods of communication include speaking, writing through a sender, and reading aloud to a recipient. Most communication takes place verbally, with one group talking while another thinks they are.

In this report, I will primarily focuse on the significance of the models of communications, skills, examples, suggestions for improvements, case studies and own experiences. The next section of this report explores several workplace communication methods and studies.


2. Models of Communication
2.1 Shannon & Weaver (1948/49)

American mathematician and electrical engineer Shannon and American scientist Weaver established the Shannon-Weaver model in 1949. This paradigm was created specifically to enhance appropriate and practical communication between senders and recipients. 
This process is associated with terminology like information sources, noise, different channels, message, receiver, destination, and encodes and decodes data (Parks, 2017).

“It is a linear theory between a sender sending a message through an encoder which is decoded at the other end to make sense to the receiver, but noise could distort the message as in the case study ‘Maria and Pedro’ where the noise of the building site could have distorted Maria’s message and Pedro heard ‘kitchen’ instead of ‘chicken’.”

Down below you can see the Shannon and Weaver model of communication.
 [image: The Shannon and Weaver model's model of communication [reproduced diagram]  | Download Scientific Diagram]
Source – ResearchGate


The concept of noise is useful for removing communication barriers caused by noise. This approach recognises two-way communication. This pertains to conventional communication (Parks, 2017).

2.2 Schramm (1954)

In 1954, Welber Schramm created the Schramm's model of communication. This paradigm views communication as a two-way process in which both message senders and message recipients send and receive messages. 
Encoders, interpreters, and decoders are connected to messages in this approach. The people who update the message supplied to the code are known as encoders. The 
receiver of encoded communications transmitted by encoders and the one whose language is recognized by the language is the decoder. An interpreter is someone who tries to comprehend and assess the information (BUSNIESSTOPIA, 2017).

Down below you can see the Schramm’s model of communication.
[image: Communication studies blog by Sis Michelle: Schramm's Model of Communication-  An Interactional Model]
“It is circular. From Sender to Receiver – back to Sender.”

It is a dynamical system that is simple to utilise for everyday purposes. In this paradigm, both senders and receivers are active. The syntax used as an example explains the potential issue that might arise during the explanation of the word message. Feedback is simple to analyse, and customer opinions are well known.

2.3 Berlo (1964)

David Berlo originally presented the Berlos model of communication in 1960. He had an impact on many aspects of communication, enhancing its power. 
This model is connected to several elements, including source, message, channel, and receiver. 
The senders' communication abilities, attitudes, knowledge, social structure, and culture are all addressed in the source. This model's message component, which deals with the content components, treatments, structure, and code, is the other part. Hearing, seeing, touching, smelling, and taste are all tied to the channel. 
The last receiver component addresses communication abilities, attitudes, knowledge, the social system, and cultural conditions (Postman, 2011).


[image: Berlo - Praxis Framework]

“Berlo’s SMCR model is similar to the others but, like Shannon and Weaver, it is linear and without feedback. Interference or ‘noise’ – might be caused after the message is sent. This noise disrupts the message and causes the receiver to only partially receive the message or not at all. Factors that may influence the sender are also applicable to the receiver. External noise, like in Shannon and Weaver’s model, may be caused by background noise during a phone call, for example. Internal noise might be caused by differences between sender and listener in communication skills, attitude and knowledge. 
This approach considers the social and cultural systems, attitudes, and communication abilities of both senders and recipients. So, there is an opportunity to get to know one another and practise these abilities.


3. Communicational Skills

Speaking, writing, visual images, and body language are the most typical forms of communication. Verbal language, written communication, and non-verbal communication are the three types of communication. 
Communication is divided into formal and informal categories based on the connection between the parties involved. 
Communication is divided into three categories based on flow: vertical, horizontal, and crosswise/diagonal. Oral, written, and gestural forms of communication are all categorised according to how they are expressed.


3.1 Verbal Communication 

According to Notes Desk (2015), verbal communication refers to any form of communication that uses words to convey information. Word-of-mouth and written communication are the two processes needed for this exchange. Understanding each kind of communication is necessary. The most effective verbal communication is short and simple. According to Rothwell (2015), people's behaviours, awareness, sentiments, and attitudes are what create the barriers. The senders must evaluate their own actions considering the receiver's perspective.



[image: 10 Verbal Communication Skills Worth Mastering]
Source – Geektonight


3.2 Non-Verbal Communication 

Nonverbal communication is any form of communication that uses nonverbal cues rather than words. The speaker's body language is the primary form of nonverbal communication. Pease and Barbara (2014) found that non-verbal behaviour frequently had an impact on the effectiveness of verbal and written messages.
This communication also includes the talker's immediacy, gestures, postures, and facial emotions. The three primary categories of gestures, according to Andersen (2015), are illustrators, emblems, and adaptors. Humans may stand, sit, stand, and lie down, which makes up the four different sorts of postures. Andersen (2015) claims that the eye is referred to as the "window of the soul" and that eye contact is one of the most crucial components of communication. Immediacy, defined by Pease and Barbara (2014) as physical individuality, includes height, weight, body form, charisma, and other physical characteristics.
One of the key components of nonverbal communication is appearance. The term "appearance" refers to how a communicator presents themselves, including their attire, neatness, hairdo, scents, usage of cosmetics, etc. According to Pease and Barbara (2014), the look also includes lighting, room size, decorations, furniture, etc.

3.3 Listening 
Active & Empathetic Listening

The capacity to provide effective feedback on a speech by paying close attention to the speaker is referred to as listening skills. Comprehend, retain, and respond are the three components of active listening. The characteristics of active listening, according to Rothwell (2015), include nodding heads, smiling, making appropriate eye contact, etc. The manager should pay close attention, maintain appropriate eye contact, be physically present, offer comments, keep the talk on topic, and ask thoughtful questions to learn more about the problem.

Case study and a workplace example:
Me and my partner work as supervisors in a cleaning company – “Happy Smile Cleaning” and mostly all the staff are from different countries from Europe, like Bulgaria, Poland, Romania, Lithuania etc. There was one couple from Poland, who couldn’t speak and understand English (our mostly spoken language on-site) and our job was to try to explain them how to clean End of Tenancy house. We were talking slowly with gestures, just to catch up with something, but after some time, my partner got angry and started shouting at them, and they got upset and left.

What we should have done instead of shouting, was to translate them the information, and be kind and friendly to our new colleagues, according to our boss.





[image: Job Success: Listening Skills]
Source – GCFGlobal
4. The advantages and disadvantages of communication technology

Advantages

It intensifies the shared gaze, which can facilitate comprehension. In this process, the recipients get the chance to voice their thoughts, and the senders learn about the consumers—specifically, the recipients' expectations and needs—based on their opinions. Oral communication allows for a very speedy processing of the feedback. Thus, decisions may be taken immediately and without delay.




Disadvantages 

This mode of communication has significant drawbacks. If the communication route is verbal, it is easy to forget, especially if there are several issues to consider. There is a scarcity of nonverbal communication.









5. Conclusion

This report focuses on the relevance of communication skills in the workplace and the models of communication with its advantages and disadvantages which help me to show and write my understands in class.
It helped me to learn that gathering information, sharing thoughts, exchanging ideas, giving presentations, and attending lectures are all examples of communication. 
Communication's aims are to influence behaviour, induce action, assure comprehension, persuade, and get and share information.
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