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ABSTRACT
This report documents the analysis performed on communication. The goal of the report was to denote good understanding of the models of communication focusing on the case studies of Berlo, Schramm, Shannon and Weaver and appreciation of communication skills. The report describes the activities undertaken and present results.
	This report will be of interest to organizations that are willing to have good communication plan in future. 
This report commenced with various meeting of individuals and friends in a bid to pass and receive information and get results on different people’s level of understanding, interpretation, and reactions. Phone calls and text messages were sent for some reasons.
	This report identified poor communication and recommendations on how it could be improved.
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INTRODUCTION
	Communication as it sounds seems very easy and simple, one may say I communicate with people every day, but this is beyond communicating with people every day. There is so much to communication which this report has really looked through and after studying this paper it will be agreed that communication has a lot that makes it an effective one.
	People fantasize about having amazing communication skills. Imagine being idolized when you exhibit wonderful communication skills either at home, at work and other social cultural environment due to you have admirable communication skills. Effective communication can never be discussed without communication skills. There are lot more beneficial communication skills to learn. Many theorists have left no stone unturned by not allowing sleep to come to their eyes without creating communication theories and how it can help a better understanding of communication.
These theorists did real great jobs.
	Effective communication and strong communication skills will handle poor communication and improve one communication skills as well as human relations.
Communication seems simple but very complex that is what a lot of theories has been proposed to describe, predict, and understand the behaviours and phenomena of which communication consists.



WHAT IS COMMUNICATION
The root of the word ‘’Communication’’ in Latin is communicare, which means to share or to make common. Weekley, E. (1976). 
Communication is defined as a process of understanding and sharing meaning. Pearson, J, & Nelson, P. (2000).
	The communication process involves understanding, sharing, and meaning, and it entails inherent steps to communication: Source, Message, Channel, Receiver, Feedback, Environment, Content, and interference.
· Source: Reasons motivates and sends out message to the audience by sharing new information. The speaker conveys messages through gestures. The speaker determines encodes, sends the information, and finally sees the reaction of the audience, when the message is received, they ask questions and gets responds with clarity. 
· Message: ‘’The message is the stimulus or meaning produced by source for the receiver or audience’’ Mclean, S. (2005). The message is your choice of words which you brought together grammatically organised to convey meaning to your audience. This consists of your tone, body language, appearance or if it is in writing, punctuation headings, and formatting. Environment or context as well as noise may be part of the message.
· Channel: ‘’The channel is the way in which a message or messages travel between source, and receiver’’. Mclean, S. (2005). Channels to convey messages can be spoken or written. Spoken channels include face to face, speeches conversations, voice mail messages, radio, public address system and written channels includes tweets, messages, text, email, blogs, magazine, articles, newspapers, letters, message memorandums, purchase orders, invoices etc.
· Receiver: ‘’The receiver receives the message from the source, analysing and interpreting the message in ways both intended and unintended by the source.’’ Mclean, S. (2005). As a receiver you think of the information being passed down. Listen attentively to decode the message, speak where necessary and some non-verbal cues may apply showing you are understanding the message or not.
· Feedback: This is the message the receiver sends back to the source and this enables the sender to see how the receiver perceives what has been sent. Feedback gives both the sender an avenue/opportunity to ask question, to agree and disagree, to get clarification.
· Environment: ‘’The environment is the atmosphere, physical and psychological where you send and receive message’’. Mclean, S. (2005). The environment sometimes matters depending on the kind of speech we wish to present and the tables, chairs even the dressing count, is the environment.
· Context: ‘’The context of the communication interaction involves the setting, scene, and expectations of the individuals involved’’. Mclean, S. (2005). Context is what people are already looking out for from each other and out of environment cues.
· Interference: “Interference is anything that blocks or changes the source’s intended meaning of the message”. Mclean, S. (2005).



WHAT ARE COMMUNICATION SKILLS
Communication skills is the ability to understand a given message as a receiver and as a source be understood by the audience. 
Successfully conveying messages to audience, 
Attentively sending and collecting feedback, 
Effectively thinking, 
Attentively listening to discussions, 
Constructively speaking publicly and ability to use and understand non-verbal cues are but not limited to communication skills. 
These skills help to realise the variance on how to transmit or convey messages through phone conversation, face – to – face communication and digital ideas like email, social media and are believed to be suitable for effective communication.












MODELS OF COMMUNICATION
The linear model is a one-way communication and is not applicable to general communication as there is always feedbacked to ensure effectiveness. Linear model can be used more in mass communication like Radio, Newspaper, T.V etc. The linear model assumes the receiver has received if there is no interference.
Berlo’s model is still a one-way communication though it was made to understand general human communication but there is no feedback to ensure effective communication.
Berlo’s model counts on factors like communication skill, knowledge, attitude, socio – cultural system. Berlo’s model believes people are always on same level for communication therefore they should understand. Berlo’s model did not see that people think and analyse differently.
Wilbur Schramm’s model sees communication as a continuous process as there is concept for feedback. This model looks at the feedback of the receiver to know how well his intent has been interpreted and with feedback there can be clarification and question on each turn due to its circular system. Wilbur did not look at barriers that may interrupt the meaning of a message and the receiver may interpret out of the sender’s original intent.





HOW MODELS OF COMMUNICATION HELP UNDERSTANDING
· Models are symbolical presentation of conveyance procedures.
· Communication models aids in naming and appreciating the parts and correction of the conveyance procedure that is thoughtful.
· Their different suggestions and concepts of models help prepare effective communication both for business and students.
· They are used for analysis in the field of communication.
· Communication process aids in understand the complexities when communicating.
· Models help business organisation understand their communication level, assess themselves, stimulate communication and explore their choices.
· Models also help understand how audience decodes information.
· Models help understand non-verbal feedback, socio-cultural system, attitude etc.
HOW COMMUNICATION SKILLS HELP UNDERSTANDING
· Communication skills helps in understanding and giving the right answer to a question.
· Helps get you to the right position at work.
· Helps you to be understood and as well help you understand others.
· Helps you carry out your duties effectively.
· Helps you have good human relation skills.
· Helps you request and pass information.


EXAMPLES OF POOR COMMUNICATION.
· Not allowing the other client to speak.
· Talking too much before getting to the point.
· Not giving enough information either orally or written.
· Not giving chance to ask questions or being patient enough to get an email reply.
· Not coming up with a way out rather capitalizing on negative statements.
· Complaining and criticizing others in their absence/presence as they may feel demoralized.
· When one fail to own a mistake and accept failure of responsibility then blame others.











CASE STUDY
SAMPLE A
In this friend’s workplace, he happens to oversee Certificates and there are some signed and sealed ones which they later realized had error from the press. The manage gave orders to shred them and the officer in charge of shredding packed them to his office. The cleaner moved about three pieces to the public bin where the manager saw item and was very angry. He enquired and was told the officer in charge of shredding gave such order, but the officer denied ever saying so but only instructed the cleaner to move the Certificates to a corner. The manager was furious and blamed the officer, he become very angry as well and reported to his Superior to caution the cleaner for laying false accusations, but he declined and blamed the junior officer the more.
SAMPLE B
A customer care representative has always been told how inefficient she is, but this customer care representative has many secrets admires in the office and they were unable to confess their true feelings to her. This representative decided to help herself by getting another place of work where she was told how good she has been and helpful to the organisation. She only gets to know about the true feelings of her co-workers when she resigned from the office.




SUMMARY OF FINDINGS
Communication may sound simple but very complex when trying to convey meanings from one entity or group to another without the use of proper communication skills that enhances effective communication.
Communication skills enables understanding. These skills allow you to be understood and others to understand you.
Models of communication are structured rendition of the procedure which helps in understanding how communication works can be done.
The sample A and B in the field of work shows there is poor communication skills which can be detrimental.
Sample A: This show that the officer has been on blame game, failing to own up to their carelessness and irresponsibility. Effective communication skills failed to be applied here.
Sample B: This shows the toxic work environment where a worker is bullied. Intimidation is an example of poor communication that often cause fear. Another sign of poor communication here is the negative statements rather than solution.
SUGGESTION
Sample A: Being able to acknowledge your errors and seek positive change will enhance good working relationships.
Sample B: Workers should be given a fear free atmosphere and comment box should be placed to enable workers drop their fears and comments. Hate speeches should be banned and not tolerated. Leaders should have good communication skills that will ride their biased nature at work. Solutions should always be presented instead of criticisms.



















CONCLUSION
Communication is Key to relationship with others as it enables us send messages to others and allows the receiver to decode the message than interpret with maximum understanding.
Communication process is rigid and with the help of communication skills, effective communication can be achieved.
The models of communication discussed helps give better understanding about communication. The Linear model and the SMCR lacks feedback many times, feedback helps the sender know how much and how well the receiver understood as seen in the Wilbur Schramm 1954 model.
Effective Communication skills training will go a long way to eradicate bad communication skills and return suitable ones. This will bring about productive energy in the workplace, economics welfare, and good human relations.
Poor communication can incapacitate an organisation and bring about unfortunate consequences. Poor communication brings about misinterpretation and distasteful co-existence and association.







RECOMMENDATION
· Understanding that communication can be misunderstood or misinterpreted at some point due to semantic reasons, explanation of ambiguous words could be useful and with the help of feedback, clarification should be requested for a better understanding.
· Considering the differences in levels for communication and barriers that may affect effective communication skills. It could be useful if there would be a medium for hearing the receiver’s opinion.
· Placing means of giving feedback to senders should aid effective communication as senders will know how best to improve – organisations should make communication skills as important as other qualities when sourcing job candidates. They are the most important part of success at all organisational levels. They will give rise to good communication rather than poor communication.
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