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Communication is an exchange of thoughts, ideas, views, emotions and expressions from one person or more than one, we communicate in order to receive feedback. Communication is influenced by cultural aspects, perceptions, knowledge, attitudes, experiences and skills. Every day we need to communicate with our parents, colleagues, friends, classmates, partner, so it is really important that we try to implement good communication skills, so we will be able to express our thoughts and feelings.

A message is defined as information, this information is communicated through words or other characters and symbols. A message may contain verbal content, such as speech, sign language, emails, WhatsApp messages or phone calls. A message can also consist of non-verbal content, such as behaviour, gestures, body language, eye contact and physical contact.

During the module a learn how important communication will be for my life, I have always been a shy person and I am working on it, now at work I can communicate very well with my colleagues and with the customers, also for my studies and my career will be essential to have communication skills, in this report I wrote all the knowledge I acquired during the classes. 
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During class we have could see the different models which help us to understand how the communication process is and how there can be misunderstandings when we give a message to a person.









Shannon’s model of communication:
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The source is the person, group or organisation that first thinks of the message that they want to communicate

The transmitter takes this message and turns it into, this is the languages we use to express our thoughts, it could be written, spoken or body language.

The channel refers to how the message is sent, this could be a spoken conversation or transmitted by an email or text. 

When the message arrives it must be decoded, this means how the receiver will interpret the message and converts it to language.

Finally the receiver has the message, interpreted by their brain into something meaningful.

During class we did an exercise, it was a case study where we could better understand how the important is the channel in the process of the communication, Maria called his husband Pedro and she asked him to bring a chicken to home when he was coming back from work, but where he works there are a lot of noise and he was not able to hear what Maria asked him, that is the reason of the misunderstood. Shannon’s model helped as to understand why this confusion was. 







Schramm’s Model of communication:
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According to the Schramm communication model, communication is circular and the sender and recipient of the message can be the same person.

The source is the person who send the message, this person has to be clear when sending the message and has to show why this message is important for the receiver to read. 

The recipient is the person or group to whom the message has been sent. The receiver will give a mean to the message doing a process called decoding, communication is successful when the recipient interprets the message from the source correctly.

Although the recipient plays an important role throughout the communication process. They are not only supposed to understand the message but they also receive the message and respond to it, this is called feedback.











Berlo’s Model of Communication:
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The source is the one from whom the thought originates. He is the one who transfers the information to the receiver after carefully putting his thoughts into words. 
The message is transfer to the recipient with the help of communication skills such as, attitude, knowledge, social system and culture.

The message is created by thoughts and this one is converted into words, any message includes the following element such as, content, element, treatment, structure and code.

The channel refers to the medium how the information flows the sender to the receiver, the five senses are the channels which help human beings to communicate with each other such as, seeing, hearing, touching, smelling and tasting. 

The receiver will try to understand what the listener actually wants to communicate and the person will be able to give feedback. The receiver will also need to use the help of the communication skills to receive the message. 
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This are the skills needed to have a good communication:

Written and oral communication

Oral communication skills mean that you can speak clearly and without misinterpretation. That’s essential even if you do not need it for your work, I work in a restaurant and having an oral communication is essential because I have to be clear with the costumers to provide a good service, and I need to communicate with my team clearly and efficient.

Written communication is also important, even if you do not need it for your job, you will always have to written emails or message to your colleagues, give a report to your boss and communicate with customers via email, in my case I need it to communicate with my team and my boss, also I need to communicate for my studies such as I need to communicate with my teachers and my classmates.

Knowing how to presents your ideas is also an important skill of communication, at work I try always to bring new ideas about how we can improve our service and how we can work as a team to help each other, this skill has helped me to express and to communicate my ideas in a right way.

Active listening requires paying close attention to the speaker by engaging with them to be sure you are getting the essence of the conversation, you need to remove all distraction and asking clear questions. I would say that this is my strongest skills, I am a really good listener, at work I always listen the customers, even that sometimes I cannot understand them because English is not my first language and at work I find a lot of different accents, for me is always important to understand what the customer wants in order to provide the best experience for them.

Communication consists of much more than just speaking. It involves body languages, posture, gestures, eye contact patterns and facial expressions. Nonverbal communication helps us to understand what the person is saying and what they want to mean with the message or how they feel about it.

Being able to give feedback is also an essential skill, that is because it is tied with the willingness to learn, the ability to adapt and accept constructive criticism.

Clarity is and indispensable part of oral communication, it involves structuring your thoughts logically and using the right words to give the message effectively as possible. I am working in these skills as sometimes at work I need to be clearer with the customers in order to provide the information about the menu and that they can understand me, it is important to do not have any misunderstood at work for me. 
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Communication technology facilitates communication between individuals or groups who are not physically present. System such as telephones, fax, radio, television, computer and smartphones and included. Having these tools to communicate can have some advantages and disadvantages, I will list some below:

Advantages: 

· We can communicate more efficient 
· Faster method of communication during emergencies
· Able to communicate from anywhere in the world
· Long distance communication is easier

Disadvantages:

· Harder to use for people of older generations
· Cyber-bullying and Cyber-skyping are possible 
· It is not always secure
· Makes communication less personal
· Not always sure who are communicating with  
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Communication skills are vital for everyone success in their life and career as it allows you to interact with people effectively and let you make your presence felt during a conversation or a meeting. Being able to communicate in a team helps you to build trust with your colleagues, strengthen your professional relationships, boosts teamwork, develop a sense of belong and help to become more productive. Communication is an inevitable part our life.
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