


Write a report of 2000 words demonstrating your understanding of the models of communication and the communication skills discussed in class, and refer to any case studies done to show how these helped your understanding. Give examples of poor communication in your own or your friend’s workplace and suggest how it could be improved by using your findings from published literature (i.e. refer to theory).  
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· INTRODUCTION

In this report I am going to talk about communication and the factors that it effects, different types of communication and the methods we use to communicate in our daily life and in the workplace.

1.1 What is communication:
Communication means the exchange of ideas or thoughts leading to shared understanding between two or more individuals. At least one sender, receiver and response are needed for the process to be communicated inside a text. Everything begins with a sender 's idea or definition. The concept is interpreted in the form of phrases, images, and actions into recognizable symbols. The sender uses a system for communicating such signals such that the receiver can use them through one or more ways. The approach may be a talk from person to individual or a text message. The receiver must read the signals as the message is sent to understand the message and recognise the sender's objective. Significant contact happens when the recipient knows the sender's message correctly. It is not all true, though. The procedure and the perception of the bloc will disrupt other possible problems (Maund & Andrew, 2017).

1.2 The importance of communications in the workplace:
Workplace communication is extremely critical for firms to be competitive and effective. Employees can achieve greater integrity, morale and dedication if they are willing to connect across the contact chain of an organisation. Employers who invest time and effort developing clear channels of communication build employee faith, increasing efficiency, results and general moral values. Around the same time, workers who consistently interact with their superiors, supervisors and clients are important assets for an organisation (Asia, 2020).

1.3 Poor communications that can affect the message:
Impact of ranking:
Posts by senior people as orders is mistaken.
Semantic questions:
Terms that are used in more than one context, vocabulary or shortcuts.
Perceptual distortions:
Caused by confusion or inadequate comprehension of the recipient of a self.
Differences of society:
Related social or cultural context, association or clinical activities differences.
Physical distractions:
Noise, poor visibility, ventilation, etc. (Ludlow & Panton, 1992)

This part of the report will show how these issues affect business in general and using a case study relating to my own workplace situation which is based on hearing:
One of the main communication problems that I face in my workplace every day is hearing. As I work in a magical theme pub we put always some background music to make the customer have the vibe of a proper magical pub. The pub in which I work is located underground due to this reason and the venue to be small filled with a lot of customers and the background music running all the time I usually get confused or don’t understand what is being said to me by my colleagues and supervisors. One of the things that I always try to do is to get closer to them when something is being said so I can understand them properly or else I just simply say that I didn’t understand them properly due to the massive noise that is always around us.   


2. MODELS OF COMMUNICATION.

There are three models of communication which I am going to discuss in the next few lines:
2.1 Shannon and Weaver:
Here below a diagram of Shannon and weaver model of communication is explained-
Sender (Information source)
Encoder (Transmitter)
Chanel (The medium to send the message)
Decoder (Receiver)
Receiver (Destination)
Noise (The physical disturbances like environment)
[image: ]
In the Shannon and Weaver model of communication the sender codes and transfers the message through an electronic medium such as telephone and telegraph to the recipient. The sender translates the letter into computer comprehensible codes. The message would be transmitted through a mechanism in codes. Before it learns and interprets, the user must understand the letter. In certain instances, the receiver system may be a decoder. The medium could have noise and the user will not be able to understand this may contribute to communications difficulties. 
The Shannon Weaver communications model is a statistical system for telegraph and telecommunications communications or computer communication. In Shannon Weaver 's model, contact is efficient when the medium has no distorting elements or noise-generating elements. 
Shannon and weaver is a good model for talking about problems with channel and noise (Businesstopia, 2018)

2.2 Schramm:
[image: ]
Schramm thought that intelligence, experience and cultural history of a person still play a significant part in communication. Individuals from diverse communities, ideologies and experiences appear in various forms to view the post. It also stresses that, if the sender does not obtain input from the receiver, the correspondence is not complete. In compliance with this correspondence model, the recipient must translate the information to the recipient in the manner requested by the sender and give him the input or reply accordingly. If the sender gets no input, the correspondence is not complete and thus unsuccessful in every contact.
Schramm is a good model for observing the value of feedback and the fact that communication status is changing the sender is sometimes the receiver and the receiver is sometimes the sender.

2.3 Berlo:

[image: ]

In 1960, in Shannon Weaver's Communication Model, David Berlo implemented Berlo"s concept of Sender-Message-Channel-Receiver (SMCR). Factors that influence the individual components in communication have been identified to make communication more effective. The prototype often concentrates on encoding and decoding before submitting the request and obtaining the request. The Model of Berlo primarily has four components that explain the mechanism of communication. It is sender, message, channel and receiver. There are many influences in each factor.

Source: (The source is the origins of the message).
Encoder: (The encoder is the source of the post, from which it originates. The source encodes the message here).
Message: (The message's entire structure contains the material from start to finish. All the class instructor says, for instance, is the substance of the lesson from beginning to end).
Channel: (It refers to the five sense organs which are hearing, seeing, touching, smelling and tasting).
Decoder: (The person getting the message and processing it is a decoder).
Receiver: (To communicate and respond effectively to the sender, the recipient must think about all the source elements and contents) (Communication theory, 2020).
The Berlo Model was developed to consider human speech in general. Communication in Berlo's Model relies on several factors: the capacity to interact, the mindset, the information, social and cultural structures, the form in which the message is delivered, the message material, recipients' senses etc. (Businesstopia, 2018).

               3.COMMUNICATION SKILLS

Method Of Communication
3.1 Verbal: Oral & Written
Verbal communication is any interaction using words to convey information to others. Verbal communication is an activity that transmits knowledge to another through means of language (Cleverism, 2020)
Verbal communication is classified into two types:
Oral communication:
In oral communication the sender and recipient orally share thoughts or views in oral contact, either face to face or through a mechanical or electrical device, such as a telephone. Talking is a greatly coveted skill to interact efficiently. The effectiveness of oral talks depends on knowing tone, rhythm of sound, pitch, duration, pace and also nonverbal gestures such as body language and visual signs (Textbook, 2020)
Written communication:
Therefore, both the speaker or writer and the listener and the viewer must have a context for the word, and the verbal correspondence needs. Written communication is also common in business environments such both small business owners and managers need to create strong written communication skills. In-house for company activities, certain methods of written correspondence involve notices, task reports, staff guides for publications, and electronic mails (Reference, 2020).
3.2 Non-verbal & Para-verbal communications:
Non-verbal communication is the knowledge or intent we communicate, is far more than just the plain interpretation of phrases. It also contains implied meanings conveyed by non-verbal actions, be they deliberate or not.
Non-verbal contact requires facial movements, sound and voice tone , body language (kinesics) motions, and the difference between the human communicators (proxemics).
These nonverbal signals can provide insights and more knowledge and context beyond (verbal) speaking (Skills, 2020)
Para-verbal communication relates to the way we convey through our voices' sound, rhythm and pace. It is how we speak, not what we speak that implies the voice sound and how we pick our terms.  

  Speed
To be more sincere and insightful it is necessary to talk at a moderate pace. We may come off as a anxious or frightened individual if you talk quickly. It may look like we are uninterested individual when we talk slowly (Quora, 2020).
Tone is an essential aspect of making us sound positive and dedicated. It's in the words we use, the motivations and the circumstances.
Pitch is the way our voice gets big or low as we speak. Even when we are nervous or anxious, the pitch is stronger. A lower space is also perceived to be more strong or calmer (Preceptors, 2020).

3.3 Listening: Empathetic & Active
Empathetic:
Empathic listening is the process of listening and responding during speech to the feedback of others. Often recognised as constructive listening or meditation, empathic communication allows you to take care of the other party's thoughts. Support and motivation rather than suggestion or judgement are essential characteristics in empathic communication. To listen empathically implies to communicate with the other individual emotionally and to come across parallels with your own perceptions so that you can provide a more genuine answer (Indeed, 2020).
Active:
Active listening is the secret to learning exactly what another person means. It needs consistency and commitment. However, the community participants are also worried or irritated and often don't devote 100% attention to each other. Active listeners get their stance as engaged audiences. They use their facial position in particular to help them reflect on what they are doing. It also produces an emotional dimension, which shows the audience is alert. Five particular habits that promote listening are listed in the acronym SOLER:
S—Square: Face the person squarely.
O—Open: Keep an open posture without crossed arms or legs.
L—Lean slightly forward to communicate interest and engagement. Head nods and verbal encouragers like “uh-huh” and “yes!” are also effective.
E—Eye contact: Maintain direct eye contact according to appropriate social norms.
R—Relax: Stay relaxed. (Maund & Andrew, 2017).
CONCLUSION

In this report I have tried to cover every point possible from the importance of communication to the importance of listening. Communication is a part of our daily life., It is one of the way we share and get information from others. Sometimes due to some problem we can’t communicate properly and when this occurs poor communication happens which is not bad but confusing as well leading to a lot off misunderstanding. 
To have proper communication we can try to use the different model of communication depending on our situation and place. Using only the models we won’t have the perfect solutions unless we apply the communication skills depending if it is oral or written formal or informal non-verbal or para-verbal.
We need to pay attention on our listening as well even though we aren’t communicating because when instead someone else is communicating with us listening is a very crucial part because if we don’t understand the data being told to us can lead to a lot of problems .
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