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[bookmark: _Toc69573091]Introduction
Communication refers to the act of conducting interactions through receiving and exchanging ideas, information, signals or messages applying verbal and non-verbal skills to develop meaning among entities or groups (Mavridis, 2015). Throughout this report, we will focus on communication models including each of the model’s key elements of conducting communication. We will also show the comparison and similarities between these communication models. In the later section, communication skills will be highlighted including verbal and non-verbal skills. We will also provide necessary examples and suggestions on different communicational terms and skills. 
[bookmark: _Toc69573092]Communication models
Communication models are conceptual models those are applied in order to explain the process of human communication (McQuail, 2015). These models explain the process and strategies of conducting effective communication. Here, we will discuss about three conceptual models. Three conceptual models are Shannon and Weaver model, Schramm and Berlo’s model of communication. 
[bookmark: _Toc69573093]Shannon and Weaver model
Shannon and Weaver model was the very first linear communication model which is also been called the mother of all models developed in 1949 (West, 2010). It stood up an argument saying that the human communication process can be segmented into six key parts: 
	Sender
	It is also known as information source. The sender is called the individual who prepares messages, chooses the media or channel and sends the message to the recipient.

	Encoder
	The machine that converts messages into signals(binary data) understandable for the decoder.

	Channel
	The media that is chosen to carry the signals from sender to the receiver. It may be wired or wireless transmission medium. 

	Decoder
	It is the machine that converts the signals into messages readable for the receiver.

	Receiver
	The person to whom the message was sent. The person gets the message and send feedback to the sender. 

	Noise
	The physical disturbance that disrupts the signal and manipulates as well. 



The messages are being encoded and sent by the sender to the receiver through using electrical channel like telephone or telegraph converting data into signals appropriate for machines. The decoder receives the signals and converts these into previous form that is interpretable to the receiver. Here, noise may sometimes interrupt or distorts the signals. This model was basically made for telephonic communication as well as improving technical communication. Shannon-Weaver’s model was made for maximizing telephonic capacity through minimizing noise. According to this model- there are three levels of communication problems such as technical problem, semantic problem and effectiveness problem. 
Here, this model is explained through an example below- 
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Figure: Shannon and Weaver’s model (West, 2010)
My superior boss has called me by telephone for discussing about the new business project. I have received his call and responded (feedback) hearing his instructions. The whole communication process is shown above based on Shannon and Weaver’s communication model. 
[bookmark: _Toc69573094]Schramm model
Schramm model is a bit different than the previous model as postulated by Wilbur Schramm suggesting that the communication process is needed to conduct only requiring three elements – the source, the message and the receiver or the destination. It brings differences as there were six key elements in S/W’s model. According to this model, the source itself encodes message and send it to the destination using channel (Elleström, 2018). It reduces the levels of conducting effective communication as the source is capable of doing multiple task. This Encode-Decode model of communication also has given utmost importance to its encoding and decoding part as without these two essential part, communication process can’t be made fruitful. Throughout this model, it’s been explained that an effective communication must be two-way process. It describes the communication process more practically as well. 
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Figure: Schramm model (Elleström, 2018)
It’s basically a cyclical model consisting of essential elements of conducting effective communications. Here, sending and receiving messages are simultaneously done by both the sender and the receiver. Both have to encode as well as decode messages with effectiveness and correct interpretations. If the two most crucial parameters those are encoding and decoding can’t be done properly by the sender or receiver, the whole communication will add no value at all.  Here, feedback is compulsory for completing effective communication. There was a car accident and one was needed to be taken to the hospital immediately. If it couldn’t be made possible to contact with hospital and get response from the hospital, the communication would go in vain. This may be occurred for many reasons, one of the probable reason could be not able to reach signal to the destination for network or noise issue. 
[bookmark: _Toc69573095]Berlo’s model of communication
Berlo’s model or Berlo’s SMCR (Sender-Message-Channel-Receiver) model describes about the influencing or affecting factors of individual components for conducting fruitful communication. This model also puts emphasis on encoding and decoding system of communication process similar to the previous Schramm model. This model describes communication process with four components and each of these components are effected by so many factors (Turaga, 2016). Here, the whole model is shown including affecting factors:
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Figure: Berlo’s model of communication (Communication Theory, 2021)
Sender: The person who sends messages to the receivers are affected by certain factors including communication skills (ability to speak, present, read, write and listen properly), attitude, knowledge, social systems as well as culture. 
Message: The content that the sender wants to send to the receiver. The message can be in any form like audio, video, text, voice, etc. Contents, elements, treatment, structure and code are the factors those can affect the message.
Channel: The medium through which the messages are being transmitted from sender to the receiver. This channel can be wired or wireless media like telephone, internet, etc. According to this model, five sense of human are considered as affecting factors of channel including hearing, seeing, touching, smelling and tasting (Turaga, 2016). Though, one of the most important factor is being ignored in this model which is noise. Noise definitely distorts the signal manipulating data while going through the channel. This is the biggest difference between this model and the previous model mentioned above.
Receiver: The one who gets messages from the sender. The same factors affecting the sender remain as influencing factors for the receiver which are mentioned above (communication skill, attitudes, knowledge, social systems and culture).
Here, the model describes the communication process to be linear which brought difference from the Schramm model. There is no concept of feedback as well as noise described in this model which are the dissimilarities with other two models stated above. The similarity is that each model has common essential parts like sender, receiver, encoder-decoder and channel.
[bookmark: _Toc69573096]Communication skill
Communication skills are the competencies those are required to develop effective communication between two or more entities through mutual understanding as well as using signs like signs, symbols, semiotic convention, etc. (Kress, 2010). To occur a fruitful communication, one must need to develop these communication skills. Communication skills are basically categorized into two terms- verbal communication and non-verbal communication. Here, we will also get to know about active listening and empathetic listening as well. 
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Oral communication that is conducted through transmitting spoken words. Here, the sender speaks words by mouth expressing his/ her feelings, thoughts, ideas, and opinions through making conversation, discussions and presentations as well. It is a method of sharing information by word of mouth. Verbal communication becomes successful when the speaker (sender) clearly transmits messages to the listener (receiver) the one who can make sense of the messages correctly (Keyton, 2013). A number of skills needed for conducting verbal communication like- being able to listen and speak clearly, choice of words, tone and pitch, etc.
One must have the speaking capability to enable the receiver to make sense about what the speaker wants to tell. Choice of word is the another significant skill specifically while the speaker is conducting any presentation or giving public speech. One must choose accurate and artistic words to make his/ her speech more energetic and attractive. Vocal tone is the way to pronouncing or writing words by an individual whereas pitch of voice are the relative highness and lowness of vocal tone while providing speech as perceived by ear. Attractive vocal tones will obviously compel the listeners to listen the speech attentively whereas controlling tone and intonation through pitch of voice simplify the listener to understand and memorize the sayings easily (Karpf, 2011). 
Such an example, I had to give a business presentation with the board executives of renowned companies. The presentation was on implementing green strategies while manufacturing eco-friendly products. I had to take a lot of corrections before preparing the final one. Hence, I have made acquisitions over verbal skills like speaking clearly, controlling pitch of voice and making my tone of voice more suitable for giving presentations. Such as, I had to learn about where to keep pause and where to reach high accent while presenting.  That presentation was good enough due to furnishing up my verbal skills.
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Non-verbal communication skills refer to the skills those exclude verbal expression but are deeply correlated with expressing words accurately (Phutela, 2015). These non-verbal communication skills include body languages, facial expressions, gestures, eye-contact, touch, etc. One can even communicate without speaking words. Based on such skills, one can get positive or negative impression. Such skills define a personality and make an individual’s personality more attractive. Body languages and gestures must be done appropriately while speaking to someone. Through body language one is judged and categorized by others whether he/ she is polite or aggressive as well as honest or dishonest. Making accurate eye-contacts enable the speaker to catch attention of the audiences. Through eye-contacts, one can deeply interact with the listener through warmness and humbleness (Phutela, 2015). Such an examples, while I was giving that business presentation, I had to do gestures such as moving my hands while emphasizing to a specific point or making eye-contacts with everyone presented in that presentation so that I could get attention of all the listeners equally. Facial expressions are also significant indicators. My facial expression defines how much professional I am and how much deeply I can interact while giving speech in a business event or presentation. My facial expression would obviously make my speech more understandable or deduct value. 
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Active listening indicates the method of listening carefully and observing non-verbal cues as well. Through active listening, the listener must also provide feedbacks with accurate paraphrasing to show understanding as well as demonstrating concerns. One can give brief affirmation like ‘I see’, ‘I know’, ‘sure’, ‘Thank you’. 
Empathetic listening refers to a structured listening and questioning method allowing one to develop and enhance relationships. Hence, stronger understanding both intellectually and emotionally is conveyed. Mimic content, rephrasing content, reflecting emotion and approach are considered as four developmental stages of empathetic listening.
[bookmark: _Toc69573100]Poor communication issues and how to improve these issues
Poor communication is a big obstacle in workplace. Healthy communication is very much important to be maintained in the workplace (Park, 2011). Such common poor communication practices are passive aggressive communication (refusing to speak directly or avoiding a project), intimidation in the workplace (a fear-filled working environment), the blame game, failing to listen. To overcome these communication issues and maintaining healthy communication practices in the workplaces, managers and business leaders must apply various communication theories according to the suitability with the types of business as well as organizational culture (Cenere, 2015). These theories are adaptive structuration theory, agenda setting theory, cognitive dissonance theory, group-thinking, social learning theory, etc.  
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Communication is considered most essential part of human activity to interact with other and sharing expressions like happiness, sorrows or any other information (Scholl, 2013). Through this report, one can get basic acknowledgement on three significant communication models, communication skills including examples and comparisons. We have also discussed the necessary examples relating to communication skills. At the last section, common issues on poor communication practices in the workplaces are highlighted and necessary suggestions are provided on how to overcome these issues through applying suitable communication theories by the business managers and leaders. 
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