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1. Introduction
What is communication?
Communication is an information-exchange. We share words, feelings, emotions, perceptions, memories, counselling, views, opinions. Communication has two parts:  transmitters and receiver. One transmits the message, and the other receives the message. A group of people may be involved in this process.
The means of communication may be described as methods of encoding, storing, manipulating, and decoding information conveyed by one human person to another during the communication phase.
2. Models of communication
· 2.1 Shannon and Weaver (1948) 
SHANNON-WEAVER MODEL
[image: ]
(Shannon, Weaver 1948)
The Shannon-Weaver model (1949) depicts communication as a linear or one-way process consisting of five elements: source, transmitter, channel, receiver, decoder, channel and destination. This model also includes noise that refers to physical disturbances such as the environment, people, etc.
Model was published in 1949 and has not lost its relevance to this day: transmitter encodes the message and transfers it to the receiver through a technical system such as telephone and telegraph. Message is sent through a medium in codes. Before understanding and interpreting the message, the receiver must decode the message. Channel may have noise, and the receiver may not have the capability to decode. Every noise in the environment has its own source. Noise has been added later. It was designed to maximise telephone capacity with minimal noise. For physics, the Shannon model is often called knowledge theory which is used academically to measure transfer across devices.
As an example of this type of communication can be considered the case of Maria and Pedro. Even though Maria has sent the message properly via mobile phone to Pedro, he did not understand its full content. The noise has been an obstacle in receiving the message correctly, therefore Pedro has reacted to what he had heard.

· 2.2 Schramm (1954)
[image: ]
(Wilbur Schramm 1954)
W. Schramm was a pioneer in the study of communication theory. He founded research institutes for the Study of Communication at the universities of Iowa, Illinois, Stanford. He developed the theory and methods of studying social communication in the U.S. and introduced doctoral programs in their research and implementation. He is credited with the development of the theory of public communication. He was a founder of the Communication Institute at the University of New Mexico.
Field of Experience is the aspect that affects the perception and analysis of signals such as history, social context, attitudes, perceptions, principles, and laws. Different individuals may perceive the same message differently. When the terms and signals used by both senders and receivers are similar, they connect more efficiently. Schramm considered the communication process as one of the fundamental social processes, as social interactions (interactions) within a community of any level. Schramm believed that the addressee enters into communication, having, first of all, certain goals (to inform, educate, inform, entertain, entertain and offer, persuade) The goals of the communicator, respectively, are the desire to receive information, learn, enjoy, take a position. A necessary condition for communication is that both the sender and the recipient would have a common code, "cipher", which will allow them to encode and send messages, and the Addressee - to receive and recognize them.






· 2.3 Berlo (1960)
[image: ]
(David K. Berlo 1960)
D.D. Berlo, a specialist in the field of communications, in 1960 proposed the "ISKP" model (SMCR) for communication. The model is based on the behavioural sciences and Aristotle's theory. In the Shannon-Weaver model, communication is divided into five components: the source, the transmitter of the message, the signal, the receiver, and the receiver. Berlo adds another component, programming or instructing and interpreting the sender and receiver. The message is a physical product of the sender. A channel is a way of transmitting information to the senses of the recipient for its evaluation. The recipient is the person to whom the message is intended, and the recipient must give feedback to the sender by following the same steps as the sender of the messages. 
Berlo's theory of communication explains how people communicate with each other. In this model, communication is seen as a coordinated or synchronized process that helps people cope with the everyday environment. Correct transmission of the message and the correct response of the recipient depends on how accurately the delivered message matches its intended purpose. And the ability to remove noise or any barrier that might get in the way of how a message is transmitted or interpreted.
My own case studies
Elena is a Romanian girl, working in a busy bakery. One day a Chinese customer asked for a baguette with chicken and salad, but Elena did not understand it and put him a baguette with cheese and salad. After half an hour, the customer returned to the store with claims that he received something else than what he asked for. Elena apologized, changed the baguette, and politely explained to the client that she did not do it on purpose and that she heard very badly what the client had asked for. The problem is that there was many kitchen equipment in the store that make noise like refrigerators, ovens and in front of the till is placed a Covid-19 protection panel. 
This case study is a mixture of 2 communication types: Shannon-Weaver and Berlo’s model. The noise in the bakery and the protection panel are components of obstacles met in the Shannon-Weaver communication. The native accent of both Elena and the Chinese customer are parts of the Berlo’s type communication, because having a different way of pronunciation makes it difficult to people to understand your speech.

3. Communication Skills
            3.1Verbal Communication: Spoken or oral; written (types)
[bookmark: _Hlk49513007]Communication is the key for success in a team. There are some skills needed for an effective communication. For instance, verbal communication involves not only the speech, but also the usage of messages with words that include language signs and words. This type of conversation can be done face to face, or as in the case of Maria and Pedro, via mobile phone. Even though the message has been sent to Pedro by his wife, it was misunderstood after all.  This could have been caused by many factors. Considering that the words “chicken” and “kitchen” sound quite similar, it would have been heard wrongly, as Pedro was still at his workplace and considering that it was a construction site, the environment there must have been noisy because of all the equipment used there. Another reason for this error to happen could have been the mobile service signal in the area where Pedro works. On one hand, to avoid the misunderstanding of a message the sender should ask for a feedback. For example, if the other person understood what he has been told, to give more details about the task or to specify what exactly it was meant by the respective message. On the other hand, the receiver should confirm that he got the message right or if he is not sure, he should ask for a confirmation of what it was said.
 The same errors can happen during written communication. Nowadays, it is common to communicate to people by emails, proposals, memos, letters, training manuals and billboards. They can be sent either by internet networks, printed on paper or handwritten. As mentioned online (Libraries, no date), a written message can have the same character as the speech, either an ‘one-to-many’ communication or ‘one-to-one’. For example an employer can talk once to all his employees in a writing method by sending all of them an announcement by email or if there is one specific person he wants to talk to, he can send the email to just one employee, others without being involved. Words and signs can have two meanings, even if not in an oral form. It is the responsibility of the sender to choose the words wisely and to express himself in the right manner, so that the second person or the receiving group involved in the conversation could have understood the message.

3.2 Non-Verbal – body language (gestures, facial expressions,     
                                        posture, tone and pitch of voice, signals, and signs.
Another example of a communication skill is sending a message non-verbal. People can show their status by their posture, tell their feelings by the face expressions and the voice tonality. Non-verbal communication is essential when talking face to face. If you want somebody to receive the message properly, you should pay attention in which manner you say it, what face expression you have and what tonality you use. For example, at a job interview you must make a good impression. Even though you may not be that informed about the job you are applying for, your straight posture, confidence and motivation will speak for themselves, and you may win the interviewer’s trust. A change in your facial expression, like fear or insecurity, could lead the interviewer to more questioning and doubting.  Another relevant example would be for a leader to get the respect and trustworthy of his team. If he speaks to them with a moderate tonality, shows enthusiasm to his colleagues while working and uses a friendly language instead of giving orders and pushing them to work, he will be much appreciated and respected for his job statute. 
        3.3 Listening -   Active listening
A third important skill of communication is listening. It is essential for receiving, processing and understanding a message. Being involved in a conversation does not mean you have only to speak. You also need to know how to listen to others and to memorise what they say. Listening is divided into two parts: active and empathetic. The active listening means that there must be no factors that would distract you from the conversation, like being on your phone, doing your nails, playing with your hair or cloth. Besides, you should not consider that you have received the full message after the first words of the speech. As a receiver, you must listen till the end, because there might be mentioned some exceptions, warnings or specifications. Also, being an active listener, you show respect and interest to the sender. For instance, in a conference meeting, if the leader sees you listen to him and pay attention to the topic, his trustworthy in you may increase, as he believes that you are a responsible and professional employee. If you are doing something not related to the subject, the manager will lose his respect to you and will be questioning every time about the quality of completing your duties.
Empathetic listening
An empathetic listening means looking at the picture from the sender’s point of view, putting yourself into his shoes. This will make is easier for you to understand the meaning and the reason of his speech. By thinking in his way about the topic he talks about, you might find out not only the reason of it, but also a solution for the told problem. For an example, when a doctor must inform someone’s family that to save the patient, they must take a risky decision, they should think as from the doctor’s point of view. The family of the patient might not be qualified in practicing medicine, and they must understand that if such a problem occurs, means the doctor did everything he could to avoid the need of such a risky step.
Conclusions
Communication is an integral part of our current lives, and the flow of information is increasing every day, also is a constant phenomenon, it is around us 24 hours a day, 7 days a week.
In one-way conversation there are several problems: the reader does not understand the details, or the listener was inattentive and did not hear half of what was said, misunderstood or did not want to learn. Two-way communication requires feedback or suggestions as an aspect. A site, for example, asks visitors to fill out a short questionnaire, or a newspaper publishes comments from readers.
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