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1. [bookmark: _Toc80925353]Introduction

Communication is the act of sharing information, thoughts, or ideas between two or more individuals. This process includes three elements: the sender,  the one who composes and sends the information, the medium, the channel of communication, and the recipient. According to McFarland, communication is "a process of meaningful interaction among human beings." More specifically, it is the process by which meanings are perceived, and understandings are reached among human beings".
It is effective when both the sender and the receiver comprehend the message.
Having good communication skills in everyday life and even at the workplace is really important as it enables to understand the message more accurately and quickly. Lesikor (1999) says that "communication is the ingredient which makes organization possible." 
In a company, communication helps the flow of information and understanding between different people and departments. Therefore, it is essential to be clear by using simple words to avoid misunderstandings that might lead to conflict.
In order to eliminate misinterpretation and confusion, it is essential to understand the common barrier that may occur. The most common one is the linguistic barrier. Every region and country has its own language, and considering the dialect too, that might differ from its language and create misunderstandings.
As the world is becoming more globalized, every workplace may have employees from different parts of the world, with different cultures and religions, dressing, food, and general behavior. 
Different mental and psychological issues may become a barrier to communication. For example, some people might suffer from depression, speech disorder, phobia, etc., limiting the ease of communication.
Physical barriers like noise or faulty equipment used to communicate are another common problem, but they can be easily removed sometimes.
Perception is another aspect, as diverse people can perceive the same things differently, so the message must be easy and straightforward.
An emotional barrier like anger, frustration, and humour can blur a person's decision-making and thus limit communication effectiveness.
Poor communication leads to a negative impact on stress levels, morale, and health. In addition, lack of communication or unhealthy communication creates a sense of fear and unmet expectation that cause conflict and misunderstanding.



[bookmark: _Toc80925354]2.Models of communication.

2.1 [bookmark: _Toc80925355]Shannon and Weaver
In 1948, Shannon and Weaver wrote an article called "a mathematical theory of communication," also known as the Shannon and Weaver model of communication. This model was created to develop an effective communication between the sender and the receiver. However, it also highlights the "noise," which is the factor that disturbs communication.
The model deals with different concepts like the information source, the transmitter, the channel, the receiver, the destination, and the noise. The sender is the person who composes and sends the message to the receiver, which is the destination of the message. The encoder or transmitter is the sender that converts the message into signals through a machine. The channel is the medium to send the message, and the decoder is the reverse process of encoding; in other words it's a machine used to convert signals into message. If the message contain noise during the process, it will affect the the effective communication between the sender and the receiver.
An example is reported by the case studied Pedro and Maria. One day Maria phoned her husband Pedro to ask him if he could get a chicken before coming home from work. Pedro went straight to the kitchen when he arrived at the house, but his wife, confused, asked where the chicken was. This misunderstanding between the couple was due to the noise of the building site where Pedro was working. Understanding the noise will help solve problems during the conversation, because once the problem, which is the noise, is seen, it can be eliminated. Another advantage is that it can be easily applied in general communication. This model has been criticised mainly because it does not focus on differences between different interpretations. The feedback is less important than the message sent by the sender and it suits more for interpersonal communication than a group communication. 


2.2 [bookmark: _Toc80925356]Shramm

Schramm's model of communication was proposed in 1954. This model explains that communication is a two-way process. Encoding is the primary role as it starts the conversation process by converting the thought into the content. Once the recipient has received the information, his main duty is to decode and understand the message; otherwise, it is useless. The encoding and decoding process plays a significant role, as communication effectiveness depends on that, and if it is done correctly, the conversation can easily flow. Schramm emphasizes that the communication is complete only if the receiver sends a feedback to the sender. The author also believed that individuals from different backgrounds, experiences, and knowledge might interpret the message in other way. Therefore, this model highlights the importance of interpreting the message in the desired way the sender sent it. The disadvantage of this model is the fact that it does not talk about semantic noise. However the concept of noise it is included, which help to understand the problem that might occur during the process. It is simple to understand if the information has been received thanks to the receiver's feedback to the sender.


2.3 [bookmark: _Toc80925357]Berlo

Berlo's model of communication (1970) describes different factors that form the basic communication process and how to make communication more efficient. This model has four components and each of them is affected by various factors. The first component is the sender, which starts the communication process and is also the person who encodes the message. Factors such as communication skills, knowledge, social system( beliefs, values, religion, and rules), and culture can affect the source.
The second component is the message that can be sent as speech, audio, text, or other media. The message can be influenced by factors such as content, elements( verbal, non-verbal aspects), treatment ( the way the message is sent), structure, and code ( the form in which the message is sent).
The channel, which is the medium to send the message, can be affected by the five senses, which are hearing, seeing, touching, smelling, and testing.
The receiver is the last component and is always located at the end. According to Berlo's model, the receiver has to have similar thinking patterns as the sender to comprehend the information fully. Therefore, communication does not always flow as desired. Moreover, different aspects such as noise, disruption like in Pedro and Maria's case, and asynchronous (when sender and receiver are not in direct contact with each other) can negatively affect the process because the information can be obstructed. 


3 [bookmark: _Toc80925358]Communication skills.

Communicating is the process of transferring information to one place to another.
Communicating clearly is essential in everyday life and in the workplace because it enables sharing information and understanding what has been said. In addition, having good communication and listening skills in personal life helps you with relationships, as you understand others.  
According to a survey by the national association of college and employers, verbal communication skills are vital. They are the first thing that an employer seeks in a candidate for a job position. Moreover, the importance of these skills increase as the professional career’s progress. Managers and leaders have to speak, listen, question, and write with clarity and conscisness.
Professionally having these skills will provide advantage in the job hunting for example.

3.1 [bookmark: _Toc80925359]Verbal communications.

Verbal communication is the use of words to transfer a message. It includes both spoken and written communication. It is where the sender transforms his feelings, thoughts, and ideas into words and expresses them in the form of speeches, presentations, or discussions.
The speaker's tone, clarity of speech, speed and body language are all elements that affect the message. However, it is not to underestimate the listening skills, as it play another essential role.
Non-verbal communication is made through facial expressions, hand movements, body language, postures, and gestures. The non- verbal communication in the form of signal and expression adds meaning over the verbal and help people to communicate more efficiently. However sometimes, the non verbal can obstruct the information, and the recipient might not understand as a result.

3.2 [bookmark: _Toc80925360]Listening.

Listening is the act of hearing and interpret the message to understand the information. Active listening is not only the act of hearing what the other person said, but it is also paying attention to details, like gestures, tone of voice, and facial expression.
In order to improve listening skills, it is important to pay attention by looking directly at the speaker and avoiding being distracted. Also, showing that you are listening, provide feedback, and responding appropriately can help the process.
Empathetic listening involves emotional connections with the other person and giving support and encouragement instead of advice and criticism.
To be empathic, you need to possess some qualities such as compassion, wisdom, non-judgment, patience, and responsiveness.
When someone shares compassion and understanding, the other person will be more inclined to open up and share their experience; this will help build relationships. When there is trust with each other, it also helps to increase productivity and problem-solving.



4. [bookmark: _Toc80925361]Conclusion

Communication is an essential skills that enable individuals to understand and interact with each other. It trasform human thoughts into words. Good communicators speak and write clearly and listen carefully. Communication can be verbal or spoken, which include face to face, radio or other media, and non verbal which use body language and gestures.
In every day life barriers can occur and create misanderstanding between individuals, which can lead to conflict and disagreement. This is why it is essential to master not only communication skills but also listening skills. For example, someone can communicate clearly his thoughts, but if the other person does not pay attention or for some other reason does not understand the meaning of the message, the conversation is useless. 
Being an active listening require pay attention to details like tone of voice and facial expression. On the other hand, the empathic listening involves emotions and a deeper connection between the individuals.
The three model studied explain the communication process.
The Shannon and Weaver model includes five main components: sender, encoder, channel, decoder, and receiver. This model highlight the presence of the noise which help to have an effective conversation by eliminating the noise.
Schramm model of communication explain that communication is a two way process, where both sender and receiver send and receive message. According to Schramm the communication is useless it is put carefully into words and conveyed to others.
Berlo’s model describe the primary aspect of all form of communication : the speaker, the subject, and the person who receives the message. Each of the component can be affected by many factors.
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