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[bookmark: _Toc49891513]Introduction 
Communication refers to the act of conveying meaning from one party to another through the application or mutually understood semiotic rules, symbols and signs. Communication occurs through a process of transmission of information which begins with a sender and ends when the sender receives feedback. Models of communication are applied to explain the process of human communication in symbols and metaphorically. The purpose of communication models is to provide a visual representation of the concept of communication. While there are numerous models of communication, some of the widely applied include Shannon and Weaver model, Schramm’s model and Berlo’s Model
[bookmark: _Toc49891514]Shannon-Weaver Model
This model perceives that communication occurs through five main elements; sender, encoder, channel, decoder, receiver. It focuses on the significance of encoding and decoding messages. During these processes, some disruptions may occur that may hamper the delivery of the message (OpenLearn, 2016, p. 7). For example, there might be network issues during a live feed that may affect the quality of the videos and audio. This was the first model to incorporate the role and effect of sound in the process of communication. It also introduces the idea of getting feedback to complete the process of communication. 
The sender refers to the source of the message who chooses the channel and conveys the message. The encoder, also known as the transmitter, uses a machine to transform the message into computer language or signals. The channel refers to the medium use to convey the message. The receiver or the destination is the place that the messages must reach  (Abazari & Mahshid, 2017, p. 8). According to the message , the receiver will provide feedback . Noise refers to interruptions that hinder appropriate delivery of messages. 
In this model, the sender comes up with message and conveys it to the receiver through channels such as the telegraph and telephone. The sender has to convert the message into a code that the machine will understand  (Abazari & Mahshid, 2017, p. 8). The message is sent in the form of codes that the receiver has to decode before they understand and interpret it. In some cases, there noise disturbances that hinder the ability of the receiver to decode the message.
[bookmark: _Toc49891515]Case Study
A manager sends a message through a phone call to his assistant manager about an emergency meeting that is set to happen in 2 hours. However the assistant manager does not get the full message because of disturbances. The conversation is as shown below:
Manager: We have an emergency meeting at the premises “in 2 hours" goes missing because of network interruptions. 
Assistant manager: At what time?
According to Shannon and Weaver model, the sender is the Businessman, the encoder is the mobile service provider, the channel is the mobile network, the noise is the network interruption, the decoder is the smartphone and the receiver is the assistant manager. In this case the assistant manager offers feedback that lets the manager know that the message has not been received. 








[image: The Shannon-Weaver Model - GarthBox]
. Figure 1: Shannon-Weaver Communication model (Al-Fedaghi, Sabah. 2012).
[bookmark: _Toc49891516]Schramm’s model
This model explores the idea that communication is both equal and mutual. It does not highlight a definite sender and receiver but perceives that as being in a position of being both the receiver and the sender or encoders and decoders (Llopis-Lorente, et al., 2018, p. 4). This model is applied in instances where there is immediate feedback. The encoder the person who sends the message. The decoder is the person who receives the message while the interpreter tries to interpret, perceive or analyse the message.
[bookmark: _Toc49891517]Case study 
Mack to Waitress: Please bring me a hot drink since I have a sore throat.
The waitress brought a cup of hot chocolate while Billy expected herbal tea. This occurs since they were from different backgrounds. According to Llopis-Lorente, et al.,(2018, p. 5), cultural background ground, experience and knowledge has an effect on how one communicates.
[image: ]
Figure 2 Schramm’s  Communication Model (Ferrer-i-Cancho, R., 2018)
[bookmark: _Toc49891518]Berlo’s Model of Communication 
[image: ]Berlo's SMCR communication model shows the process of communication in the conventional form. SMCR is an acronym representing the four basic elements of communication; Sender, Message, Channel, and Receiver  (Llopis-Lorente, et al., 2018, p. 4). This model was built upon the Shannon and Weaver linear model and the framework is applied in modern communication sciences. Berlo’s communication model includes components as w as the various factors that influence the components. These can be shown in the figure below.
Figure 3 Berlo’s Communication Model (BCcampus, 2019)
.While Berlo presents a smooth communication p model, he notes that there are factors that disrupt the process. These include noise from the environment, loss or distortion of messages, and synchronisation. Synchronisation refers to the state of the sender and receiver where they can be in direct contact (synchronous) or indirect contact (asynchronous). The main problem with this communication model is that it does not consider the use of the 6th sense which is a major asset of human communication.
[bookmark: _Toc49891519]Case Study 
Berlo proposal is a linear model that offers little room for feedback, when one is watching the television, there are numerous advertisements that range from mechanical equipment to baby products. Unlike other modes of communication where people can⁸ have conversations about issues about the product, television advertising puts one in a position where they simply absorb the messages the advertising companies are conveying.
[bookmark: _Toc49891520]Communication Skills
In the workplace, good communication is important in ensuring productivity and maintaining a cohesive environment in an organisation. Applying the proper communication skills increases employee morale, their productivity and willingness to work in the company for long.  The ability for all individuals in the organisation to communicate effectively is an important skill in the modern workplace for all parties to convey and receive messages effectively (Gavi, Z, 2013, p. 6).. Some of the important communication skills include; interpersonal communication skills, verbal communication, non-verbal communication, listening. 
Verbal Communication 
Verbal communication entails how people send and receive messages. It refers to any form of communication where people use words to deliver information. There are numerous aspects of verbal communication. The most noticeable skills include being able to speak clearly and listen and more suttle aspects such as clarifying and reflecting. 
Effective Speaking 
This entails the words one chooses, how one says them and how these words are reinforced using other aspects of non-verbal communication. All these aspects affect how the messages are transmitted and how the listeners receive and understand the message. However it is important to note that effective verbal communication cannot be completely separated from non-verbal communication. Being polite, focused, clear and using basic etiquette rules will affect verbal communication. 
According to Abazari & Mahshid (2017, p. 7). While one can have good verbal communication skills, it is important that one knows how to deliver the message in a very clear and concise manner. One should try to convey messages using the fewest words possible; passing the message clearly and directly. In this case, having clarity on the main points that one wants to put across will make it easier to encode and decode the message in a clear and concise manner. 
Listening
Successful listening entails understanding of written and spoken information as well as understand how the sender feels when passing a message. This is the key element in all effective communication. When a speaker notes that people are listening and comprehending their messages, they build a stronger bond with the listeners. 
Active listening is an important skill that all individual should develop in the workplace (Gavi, Z, 2013, p. 6).. It involves paying close attention to what other people are saying, actively asking questions for clarification and rephrasing the other person statement according to personal comprehension. 
Empathetic listening on the other hand refers to the efforts put to understand the individual that one is communicating with. This means that one will listen to an individual with an Open mind without judgement.
Nonverbal communication

The tone of voice, hand gestures, eye contact and body language contribute to the message that one is trying to send. At my workplace, one of my colleagues had an idea On how to increase collaboration at the wrkplace. He tried to pitch the idea to the manager who was very busy on his computer trying to finish a report. While the manager welcomed my colleague to pitch the idea, the manager was constantly nodding while staring at his screen compiling his report. At the end of the meeting the manager said the idea was good but implementation was not going to take place. My colleague feels that the manager did not listen to his great idea because of his body language. The meeting was also very short because there was no conversation and the colleague was found himself dominating the meeting. In this case, the manager should have maintained eye contact with his employee to show that he is listening to his input. Other than that, using cues could affect the energy of the meeting and maintain the colleagues’ energy and enthusiasm of the project. Communication allows one to reinforce or modify the messages one is conveying. It also conveys some information about the emotional state using body language and the tone of voice. Non-verbal cues also regulate the flow of communication (Abazari & Mahshid, 2017, p. 8)
[bookmark: _Toc49891521]Poor communication at the workplace 
During the ongoing Corona virus pandemic, one of my friends together with his workmates had to work from home as remote workers. With time however, these roles were no longer required and all employees were needed to come back to the office, the role of communicating this message to the employees was tasked to the Human Resources department. The HR team sent out memo that was supposed to be motivational to the employees. The memo praised the efforts of the employees. It praised the “the buzz and energy in our offices”, “remarkable progress” and promising the employees that “the best is yet to come”. At the end of this message the employees were told to either to come back to the offices or quit their jobs. 
[bookmark: _Toc49891522]Recommendation
Such a message carries a lot of weight and should be conveyed by the head of the organisation.  The efforts to convey the message as motivational memo did not provide a business rationale that has strategy. The leadership teams need to be visible in this decision and convey the reasoning behind the unpopular opinion. When communicating change, the employers should have communicated that they acknowledge the change and the tension that may arise because of individual priorities. Instead of conveying messages that show everything is normal, the messages should convey that there are changes, the effects of the changes and who it will affect. The team should also be concise in delivering what it wants and give clear instructions to the employees. This entails translating the top-level decisions into specific workplace situations that are applicable to all the affected.
[bookmark: _Toc49891523]Conclusion
Understanding communication and the various models of communication is a valuable priority of the organisation. The communication models convey the process of communication in different settings and perspectives. The models also depend on the situation and the location when communication is needed. Nonetheless, the models all narrow down the basic of communication that has a sender at one end and the receiver on the other. For effective transmission of these messages in the organisational setting, one needs a set of communication skills that ensure the delivery of messages as intended. 
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