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· Introduction
Communication skills allows you to understand and be understood by other people. These can include but are not limited to effectively communication ideas such as actively listening in conversations, giving and receiving critical feedback. Communication is a two way process of reaching mutual understanding of one another. It doesn’t only exchange information but also creates a share meaning of something or someone. Communicating effectively is a must to be practiced effectively at a workplace for better output and successful achievements. In this report I’ll be mentioning the case studies  Shannon and Weaver (1948/49). Communication can also be an exchange of thoughts, emotion, ideas and understanding the senders and receivers details. It is very important building or maintaining relationships in a workplace as it’s a higher level of innovation and creativity in the workplace as well as the ability to focus on opportunities rather than spending energy trying to overcome the problems associated with poor work relationships which will involves a lot of communication. This report is going to analyse model of communication, communication skills and the advantages and disadvantages of communication technology. Identifying effective principles of communication and technologies used in different types of communication as well as the barriers of effective communication. Moreover using different models of communication in a workplace with appropriate styles and methods. 
Communication skill is very essential as it enables people to exchange information and details of something as-well as understanding one another. 


Models of communication 
There are four main types of communication. 
There are: verbal communication as it’s a person speaking to a group of people. Non verbal communication such as body language. Written communication for example emails, letters and postcards and visual communication that includes maps and graphics. 

· Verbal communication 
Non renal communication is when an information through speaking or a speech . Wishing a business workplace verbal communication includes meetings, personal phone calls of communication, formal and informal conversations and presentations. Effective  verbal communication is also important for business organisations with different ethnic backgrounds as it minimises the challenges of different cultures and languages. 

· Non verbal communication 
Non verbal communication is  when the information is transmitted through body language such as facial expressions, eye contact, hand movements, tone of voice . Non verbal communication is usually almost a the same as verbal communication. Process of non verbal communication signs are very important as they can provide a lot of clues and verbal messages. They can enhance or change the meaning of words and express and give additional information of what people are feeling and thinking most of the time. 


· Written communication 
· Written communication is when an information is transmitted through writing. Witching a workplace it should include, letters, emails and reports. These should be written formally and clearly and straight forward towards the  person that’s going to read it. It is important for any  workplace organisations to do so as it defines their brand. 


· Visual communication 
Visual communication is when information is transmitted through visual elements to communicate ideas. Such as animated GIF’s, screenshots, videos. Pie charts and presentations. Getting your information across clearly  can be difficult at time with just words alone. Not only does it help in sharing information in less time but also improves comprehension. Visuals provide clarity and help convey evolving information. 


                        Advantages and Disadvantages of Technology in Communication
 There are many advantages and disadvantages of communication technology but in this day of computer technology communication through computer is very necessary. Anyone that does not live with the time gets left behind when it comes to technology. Technology is a very important tool that has changed the nature of the communication process, providing many choices of effective and efficient communication. The use of technology in communication makes sending and receiving
 information easier and  quicker. The following are advantages and disadvantages
 associated with technology in communication.

· Advantages 
The benefits of using technology are endless and very efficient especially the tools associated with technology. First of all technology has improved in many  different ways for example the speed of the communication process. Sending messages use to take time and days to the other associate that you are trying to reach. Now  due to the use of technology in this days of age technology communication reaches the inbox within seconds and this has he been enhanced by the use of wireless signals among other electronic devices. Also technology has improved communication clarity. Clarity of communication means an ability to speak in recognisable language or use a formal symbolic. For example sign language. The uses of video, images and good quality audio has also improved due to the use of technology in communication. The third advantage is convenience, modern technology in communication has contributed in making a way to earlier and faster ways of sharing messages. The world has now been what they call a global village where everyone feels connected height technology as everyone uses to now communicate with each other by using mobile phones, computer/laptop, tables etc. The other advantages include dissemination. For those that don’t know disseminate is to distribute, spread, broadcast, or disperse widely. All information can be shared efficiently due to using technology through social media platforms. This advantage has been boosted by social media platforms where people interact and share information.

· Disadvantages 
Technology in communication can make communicating with each other less personal. Communication in technology also lacks a lot of privacy due to social media platforms and shared private  information can be ended up with the wrong individuals. In a world where people spend hours a day on social media, where do we draw the line? it’s important to know or ask ourselves; 
How to determine if you are spending too much time on social media! Or How to spend less time on social media!. The use Social media and technology in communication has resulted in distractions from the real life. An example would be being close to an individual online can engaged in a heated communication that can make you feel lonely which will disrupt your relationship between your friends, family and associates also incorporating technology into communication has increased meagrely



· Shannon and weaver 1948/49
The Shannon and Weaver model is a  model of communication that provides a framework for analysing how messages are sent and received. It is best known for its ability to explain how messages can be mixed up in the process between sending and receiving the message.

The Shannon and weaver model of communication shows how communication works in 5 different ways which includes: sender, encoder, channel, decoder and receiver. 
There are many similarities and differences between the theories. Here we are going r to look at the best know which is the Shannon and weaver model. As some may know that the model was published in 1948 and it has been  developed in many ways. Shannon was a mathematician and weaver was a scientist. This theory applies to communication. As it shown above Shannon and weaver introduced the 5 key stages to the communication process. 

Sender: (information source) – Sender is the person who makes the messages, chooses the channel and sends the message. 

Encoder: (Transmitter) – Encoder is the sender who uses machines which also converts messages into signals. 

Channel: Channel is the medium used to send messages.

Decoder: (Receiver) – Decoder is the machine used to covert signals of data into message or the reviver to transmit the messages from signals. 

Receiver: (Destinations) – Receiver is the person who ho gets the message from other individual or a place where the message must reach. The receiver provides feedback according the message that was sent. 

Noise: Noise is the physical distributions like environment, people for example which does not let the message get to the receiver as what is sent 
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The case studies that has helped me understood the Shannon and weaver model of  communication in the Workforce was the Maria and Pedro case study. 
It gave me more knowledge of knowing the importance of having effective communication and the consequences of poor communication in a work place. I understood that communication focuses mainly on the solutions to any unnecessary issues. Relating this case study to ‘The Professor and Village People.’ In the workplace, which will help identify risks for this this case study, I noted some examples of poor communication that are even happening in the many different working environments. For example the poor communications in the  working workforce include rumours and aggression which is very unprofessional. So, the best way of solving poor communication in a workforce is by advocating for active listening, understanding communication styles, having proper body language, and understanding each person's role in a project and these issues can be solved by offering good feedback to avoid spreading rumours or false  information. 



Berlo’s Model:    
Berlo’s model has mainly four components to describe the communication process. They are sender, message, channel and receiver. The definition of a sender is someone who caused something to be sent to a recipient. An example of a sender is the person who put a letter in the mailbox. These 5 factors inside each of them encoder and decoder which affects and decides the constancy of corespondent. 
Accordingly, Berlo makes the message the huge detail. The source – message-channel receiver demonstrates that the beneficiary is as vital to correspondence in light of the fact that the sender and message as without the collector there can be no verbal fact. 


Berlo’s Model or communication


         Source ➡️➡️Encodes ➡️➡️Messages➡️➡️Channel➡️➡️Decodes➡️➡️Receiver                             
Communication skills.                    Content             Hearing                                Communication skills 
Attitude                                            Elements           Seeing                                   Attitude 
Knowledge                                     Treatment          Touching                              Knowledge 
Social system                                  Structure            Smelling                               Social system 
Culture                                              Code                  Tasting                                  Culture

A source encodes a message for a channel to the receiver who then decodes the message: 

There was only 5 components when this model was made. Noise was added later in 1949. As Shannon was an engineer, this model was first made to improve technical communication. It was made to simply maximise telephone capacity with only little  noise.
Later, Weaver applied it for all kind of communications to develop effective communication and the model became famous as Shannon Weaver model. In engineering, Shannon’s model is also called information theory and is used to calculate transmission through machines.




Schramm Model of Communication:[image: ]

The Schramm model is about  the theory that the communication is a give and take, with a sender and a receiver. Charles Osgood made  the notion that communication was circular rather than linear and popularised it, meaning that it requires two participants taking turns sending and receiving a message. Later, Wilbur Schramm, who talked about the model in his book, The Process and Effects of Communication, adapted the model and added the notion of field of experience, or commonality, to the mix. Field of experience incorporates what is mutually understood between the sender and receiver. For example, a professor of calculus would have very little luck communicating important math principles to a classroom of kindergarten students, because they do not share a field of experience that makes the message easy to understand.

Components of Osgood-Schramm
Most communication models have different components that help to identify the structure of the model. 

In this model, the components are fairly simple:

• Sender: This is the person who encodes (converts) and sends the message.
• Message: This is the content being shared between the parties.
• Receiver: This is the person who decodes (interprets) the message.
• Semantic barriers: The backgrounds, beliefs, experiences, and values that influence how the sender conveys a message, and how the receiver interprets it. 
 In the Osgood-Schramm model, messages travel back and forth between the sender and the receiver. 


Conclusion: 
The  information sender focuses mainly on the receiver's response
 because that is what keeps the communication. An effective communication process
 gives less focus on taking and concentrates  more on listening the emotions of each
 communicator. Observing communication skills and models enhances understanding of shared
 instructions resulting in effective communication.
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