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Models of Communication/ Communication Skills
Introduction 
Communication is the act of sending, receiving and sharing information. This can be in the form of writing, speaking, listening or reading. Communication skills are important in all sectors of life, from class interactions to interactions in workplaces. However, several barriers get in the way of sending and receiving messages. These barriers may include physical barriers, emotional, cultural, and also language barriers. In order to communicate effectively, one needs to put into consideration the effects of these barriers on communication. 
Models of Communication
Shannon and Weaver (1948/49)
	The Shannon and Weaver style of communication is a widespread form of communication that is extensively acknowledged across the world due to this, and the model is also referred to as the mother of all models. This model of communication is also known as the information theory. The Shannon and Weaver model of communication is a mathematical theory that follows a linear communication model. The model affords a framework for examining the process by which information is transferred and received. This communication model involves several concepts: the sender, who is the source of the information or the person sending the message and who is in charge of choosing the channels by which to send a message. An example of a sender is a news presenter who reads nightly news (Alshanqiti and Khozium 2021). Then the encoder or the transmitter of the message might refer to the machine that converts the sent message into binary data or signals, or the sender of the message who uses a machine an example of an encoder might be a telephone or a radio station. The third concept is the channel. The channel refers to the infrastructure or the medium that gets the decoded information from the sender to the receiver. For instance, when sending an email, the internet is the medium (Cobley and Schulz 2013). 
	The fourth step in the Shannon and weaver model is the noise. Noise is any unpleasant sound or physical disturbances that interrupt and change a message's intended meaning or distort the source. Noise can be internal when the sender of the message makes a mistake when encoding a message or the receiver makes a mistake when decoding, e.g. misspelt word, or it can be external beyond the sender's and the receiver's control physical noise. The fifth step of the model is the decoder. The decoder is the opposite of encoding, whereby a machine is used to convert the signals sent into understandable messages, for instance, a telephone which converts signals into sounds (Cobley and Schulz 2013). The final step is the receiver who is the intended destination or recipient of a message, for example, a person at the other end of a phone. 
	The Shannon and weaver model was first made to improve telephone communication. To improve the transmission of a message and reduce message distortion, Shannon and Weaver suggested noise reduction. For instance, in my workplace, the manager wanted to inform the marketing team supervisor via a telephone that there would be a scheduled meeting which was to occur on the coming Friday at 10 am; however, the marketing team was in working a noisy mall marketing the company's products therefore when the manager called, the supervisor heard the wrong message where he heard that Heidi would lead the meeting. This forced the supervisor to inquire further about what the manager was saying. Even though some messages were misinterpreted, he was able to understand when the meeting would be held. The Shannon-Weaver model of communication, however has some limitations. For instance, the model does not include feedback, the sender of the message is perceived to play an active role in the process of sending a message. In contrast, the receiver plays a passive role, and the model is more inclined towards interpersonal communication rather than group communication. 
Schramm (1954) 
	The Schramm model of communication is a circular model of communication which consists of all the essential features of communication. This model of communication proposes that communication is a two way lane whereby the message is constantly being passed between the sender and the recipient. The model suggest that the message being passed is of no use unless both the sender and the receiver understand it. According to this model, encoding and decoding play a critical role in message transfer, whereby the recipient of the message should decode and understand the received message for communication to occur (Dissanayake 2018). The Schramm model also emphasizes the importance of receiving feedback on communication. The model suggests that communication is incomplete unless and until the sender receives feedback from the recipient. 
The Schramm communication has several different parts which include the sender who is the person sending the message, the encoder who turns the message into signals or binary data, the decoder who is the person who changes the encoded message into words which can be understood by a person, the interpreter who is the person who’s work is to analyze and the message, the receiver who is the person who gets the message, the message itself, and the feed which is the process of acknowledging that the message has been received (Cobley and Schulz 2013). The elements of the Schramm model of communication, on the other hand, includes the source who is the sender of the message, the receiver is also known as the decoder, the message being transferred, the feedback which signifies that the receiver has received and understood the message being transferred and finally the sematic noise which is the interruption which causes disruption of the message. 

The Schramm communication model has several differences from the Shannon and Weaver communication model, for instance, the Schramm communication model is circular, whereas the Shannon and Weaver communication model is linear. Schramm communication model emphasizes the need for feedback, whereas S/M model does not (Alshanqiti and Khozium 2021). The Schramm communication model also sees the sender and receiver of a message as equal. The Schramm model of communication is used in several cases in workplaces. For instance, the manager recently enquired who would be available to work during the Thanksgiving holiday in my workplace. Some of the people in the meeting volunteered to come at different hours of the day, and since the manager was able to receive feedback, the communication was complete. If no one had responded to his inquiries, the communication would have been incomplete and consequently of no use as feedback is crucial when using the Schramm communication model (Dissanayake 2018). According to this model, when the sender sends a message, the recipient decodes and gives feedback to the message for the communication process to be comprehensive. 
Berlo (1964)
The Berlo model of communication is a linear communication model, but it differs from other models as it takes into account the speaker’s emotions. This model of communication functions on the SMCR model, an acronym for Source, Message, Channel, and Receiver (Talukdar 2017). The SMCR are the components of these communication models, and various factors influence these components. For instance, the sender is the source of the message which creates what needs to be sent. Some of the factors which affect the sender include the senders' communication skills, attitude, knowledge of the message they want to communicate, the social system such as the values and beliefs which influence how the sender communicates, and the cultural differences which might affect how a message is received and understood. 
The message is the second component of the Berlo communication model, whereby it is the process of packaging information or meaning which is also known as encoding. Some of the factors which impact the message include the subject matter of the message which is the matter of conversation, the element of communication which is the non-verbal elements of the communication, the treatment or the packaging of the message, the structure of the message and the code or the form in which a message is conducted. 
The channel is the third component of the Berlo communication model. This is the medium of how the information moves from the dispatcher to the recipient. The message being sent is received by the receiver through their sensory system. This sometimes involves hearing, touching, smelling, tasting and seeing. The final component of this communication style is the receiver. The receiver is the individual who receives and decodes the message that has been sent. The recipient is supposed to be in the same platform as the sender of the message as this allows information to flow smoothly. The receiver is affected by the same factors which affect the senders of the message. Communication may, however face some disruptions due to loss or distortion of the message where some information may be lost during the process of encoding and decoding the message (Noskova and Kulikova 2019). 
Noise may also disrupt the message and cause the receiver to receive half the message or not receive the message at all. The noise may be internal and external. To prevent disruption of the message, care should be taken when encoding and decoding a message. The sender and the receiver of the message should also avoid noise disruption (Talukdar 2017). The Berlo communication model is often used in workplaces, for instance, a couple of months ago, our company's management was conducting an e-training on all the employees working in the institution. The training involved watching and listening to presentations on the expected conduct in the organization. Since the training was prerecorded, we had to use our hearing and visual senses to understand the message being passed. The message being passed did not require feedback and both the sender and us, the recipient, were all on the same platform, which allowed us to obtain the information. 
Communication Skills
One of the most important life skills that an individual should possess is the ability to communicate effectively. Communication skills are essential when pursuing a career and in our private life. Effective communication skills allow a person to understand other people's situations, overcome differences, and build trust and respect between our colleagues and us. In workplaces, for instance, proper communication skills allow us to develop teamwork and work together to find solutions to some of the challenges which we might encounter (Back 2020). There are several forms of communication skills. These include verbal, non-verbal, empathetic listening and active listening. 
Verbal communication can either be written or spoken. It refers to the use of words, language, sounds or speech to pass a message. Verbal can either involve intrapersonal communication which is silent conversations a person has with themselves, or interpersonal communication takes between two individuals where one is the sender, and the other is the receiver. Small group communication occurs when more than two people are involved, and public communication occurs between a large group of people. The effectiveness of verbal communication depends on the choice of words used when communicating, tone, and the pitch of the speaker. Written communication, on the other hand, can either be formal or informal examples of formal communication, including reports and official emails. In contrast, informal communication includes text messages and emails to friends and family (Sternberg and Kostić 2020).
Nonverbal communication, on the other hand includes the gestures a person uses when communicating, their facial expression when passing the message, physical appearance and body language. Nonverbal communication is very important when communicating. For instance, some gestures might be acceptable in some cultures but are offensive in others and this may cause miscommunication. An individuals' nonverbal communication skills can either reinforce or undermine the message they intend to pass across.  For an individual to be an effective communicator, they should also be able to actively listen without doing other activities. They should be able to be able to pay attention to the speaker and empathize with the situation of others (Sternberg and Kostić 2020).
Recently, my colleagues and I were working on an expansion project for or company. This required employees from different departments to work together to ensure the success of the project. Unfortunately, the person who was selected to be the group leader was very smart but did not possess effective communication skills. The lady rarely listened to anyone, and when she spoke, she spoke in a condescending manner, making everyone feel uncomfortable and willing to share their ideas. Her non-verbal communication skills were also wanting as she always seemed angry and rarely maintained eye contact. Slowly by slowly, it was becoming visible to the management that the team project was deemed to fail, which prompted them to change the team leader. This change led to a drastic improvement in teamwork and cooperation as the new leader had better communication skills.
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