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                    1.Introduction: 
 Most people probably do not think the importance of the communication has in our lives (personal or at work). According to Louis A. Allen, “Communication is the sum of all the things, one person does when he wants to create understanding in the mind of another. It involves a systematic and continuous process of telling, listening and understanding.” In the world of work, effective communication is an essential skill you need to have. Is important that another person understands the information passed, as communication can also be an exchange of emotions,opinions,facts etc.  Communication can face many barriers, such as: Cultural differences, lack of attention, emotional barriers, physical barriers, feedback issues etc; that mean the message may not be understood the way the sender intended.  The effects of poor communication can cause disagreements or any misunderstanding between people at workplace, it is important that the sender always check if the message was correctly understood. 
In this Report I will explain my understanding of three Models of Communication:
1. Shannon and Weaver (1948/49)
2. Schramm (1954)
3. Berlo (1964)    
The advantages and disadvantages of technology in Communication discussed in class and the two case studies done to show how these helped my understanding. I will also give examples of poor communication in my own workplace and my friend workplace  and suggest how it could be improved by using my findings from published literature.

2.Models of Communication
2.1 Shannon and Weaver (1948/49)  
In 1948, Shannon & Weaver published an article “The Mathematical Theory of Communication” explaining their model. This model is more technological than other linear models. The reason is because this model deals with six basic concepts starting with Sender Encoder, Channel,Noise,Decoder and Receiver.
 Later, Norbert Weiner developed the ‘feedback’ concept because he believed that the message sent by the Sender was only going in one way. Norbert Weiner believed if the receiver of message responded to the sender (Information source), showing how well he understand the message, could be avoided any misunderstandings caused by the noise, as in case study ‘Maria and Pedro’ where the noise of the building site was the reason why Pedro misunderstood the message sent from Maria.  When Maria asked Pedro to buy a chicken on his way home, but Pedro understood that he will see Maria’s in their home kitchen. The message was distorted by the noise instead chicken Pedro heard kitchen. This misunderstanding could be prevented if the receiver sent feedback. Pedro could have phoned Maria to confirm if she said the word” Kitchen”.  Perwitasari (2013) observed that two factors like misperception and misunderstanding causes failure between the speaker and the listener.
At my workplace, I have a similar example, I work as a catering assistant at public school.  I am responsible for an area that serves food for around 190 children. Every day, I need to make sure I have got the exact number of food and I need to have my walkie-talkie to communicate with my supervisor in case my area runs out of food before end of service. Was Friday, the busiest day at my workplace, the menu was Fish and Chips , I run out food before end of service , I needed another fifteen portions of chips , I sent a message to my supervisor through the walkie-talkie “Sarah I need another fifteen portions of chips please” . Sarah my supervisor ,was serving on the main area , student was screaming at same time I sent the message and Sarah just answered me “ok “ , after 5 minutes she brought fifty portions of chips. I was shocked with quantity of food I had. Sarah misunderstood what I said. She understands fifty portions instead fifteen portions. Similar, to Maria and Pedro case study, my supervisor could confirm to make sure if I asked for fifty or fifteen portions of food, this could avoid confusion and accidents. 
[image: ]
   
 (Shannon&Weaver Model of Communication later when Norbert Weiner developed the ’Feedback’ concept)        


2.2 Schramm (1954)

Schramm model of communication help us to articulate what’s happen in communication.  This model helps you understand the human behaviour in the communication process. Schramm argued that this model has a two-way communication, with message moving back and forth between sender and receipt   .Communication starts with the sender that is a person who initiates the communication encoded into some format to be transmitted as a signal ; now that signal if is not going to be received by the receiver ,but in order to receive that , you have to decode the message, and then you need to have  some feedback from the receiver to check how that message was received, if the message was received successfully.  
[image: ](Diagram of Schramm model of communication)

What are the differences between Schramm model of communication and Shannon and Weaver model of communication? Shannon&Weaver model is a linear communication model, the one-way communication.  Compared Schramm model argued that communication should have two-ways; The process between an encoder and the decoder.

2.3 Berlo (1964)
 Berlo’s model of communication developed by David K. Berlo consists of a source encodes a message for a channel to receiver, who decodes the message.  	This model has four elements Sender, Message, Channel and Receiver. To describe the process this model uses four factors: 
· Communication Skills: attitudes (not listening, bored, assuming things) knowledge (the differences between sender and receiver that might result in language that the receiver does not understand for example if someone is foreign, and they do not speak the same language that will be difficult for the receiver understands, the message) social system and culture.
· Content: elements, treatment, structure and Code.
· Hearing: Seeing, Touching, Smelling and Tasting.   
The last factor is repeated. The Communication skills factor. Where   the Receiver uses the same factor as the Sender (the source of the message is also the on encodes the message) for an effective communication. 
[image: ](Berlo’s model of communication)

In case study learned in class of Professor and Village People, the story where an important Professor in   Welsh University showing how the culture and knowledge has a big impact in communication. This case study tells a story of   a professor that was living in large house not far away from a little village resided with uneducated and underclass people. Professor never went to the village because he thought he has nothing related with those people. Unfortunately, one night Professor’s house caught a fire accidentally caused by him. Professor rushed into the village screaming and asking for help:
Professor - ‘The edifice is being consumed by a great conflation!’ 
The village people looked at him ignored and continued doing their manual jobs because they did not understand what professor meant to say. The next day Professor was not happy with situation, he went back to the village and questioned those people what the reason for village people was did not help him, but this time Professor use simple words to talk:
Professor: My house has been destroyed by fire. Why didn’t you help me? I asked for your help last night. 
Village people was shocked and answered him back what the reason he did not say his house has been caught by fire.   
The problem on this concept was if the professor used a straightforward or simple communication to communicate with village people, he could avoid these misunderstandings and the villagers could helped him. 
If we use a clear communication in real life a lot of misunderstandings will not happen for example at my friend workplace one day happened a similar situation. My friend started this new job recently, she works at Euro Change foreign currency   and a colleague asked her if she could bring a certain type of currency to a client that asked for exchange pounds to euros, but this colleague used a type of code to communicate to my friend that was not clear or straightforward, that mistake Whad consequences because my friend took longer than usual  to search the correct type of money and the client could not wait more time and left the branch . 

What differs Berlo’s model from Shannon&Weaver model/Schramm model?
 Berlo’s model is similar to the other two models, this model is also linear and do not have feedback like  Shannon&Weaver as I mentioned before. According to Laswell (1948) Shannon and Weaver model is the one with a big impact of noise in the communication process that might be causing by distortions of sounds for example (a telephone call).Instead eliminating the noise Berlo’s model extend it and created the Internal Noise , created by differences between sender and receiver some of the differences could be knowledge, education, culture .  Schramm model for example focus on two-way communication process.

3.Communication skills 
A person with a good communication skill will be able to communicate effectively and understand others. Exists diverse types of communication:
Verbal Communication – Oral/speaking / (when you speak clearly, using simple language for example) / written/ empathy / sincerity (be natural)/keep the eye contact. 
Non-Verbal do not use words to communicate they use body language (facial expressions, signs and gestures, signals, posture and appearance this last two plays an important role in communication as the case study ‘ A Day with chief’ showed us where Mark did  a judgment about his senior without know her, he also did not understand  the professional context of interviews when we meet with our seniors .
Listenings: listening is not passive but active. All those three models described in this report showed the importance of listening to others.  To be a good listener you need to be able to resist distractions, help the speaker, reflect back, keep an open mind, listen critically, hold back (you should try not to interrupt. Be patience), as the case study ‘Max the Multi-Tasker' teaches you should be patient. When Tamara was phoned Max constantly, with no patience to wait until Max finish the call with the client and then call Tamara back to sort out her enquire.  This accident could be prevented if Tamara was an empathetic listener - listening and trying to put herself in the Max’s shoes.
  We listen others to understand or cooperate with something they say. According to Stanton (2009) until somebody listen and understand the message sent, there is no communication, only noise.
Communication can also face some barriers like:
· Differences in Perception
· Stereotyping
· Jumping to conclusions
· Lack of knowledge or language
· Lack of interest      

4. THE ADVANTAGES and DISADVANTAGES of TECHNOLOGY in Communication 
Technology facilitates the communication between people. People had the chance to be able to connect to others in real time by email, phone calls, and social media such as Facebook, Instagram, Twitter or WhatsApp, even if they are not physical at the same location, they are still able to talk.  I experienced this method when I use to talk to my family (mum and brother) that live in France.   
Technology in Communication has its advantages in various ways. Some of the other advantages are Speed and time (messages are sent fast), facilitate the education, because nowadays people are able to learn via online lessons in internet. Some disadvantages of using technology to communicate are distractions and misunderstandings, people depending on technology communication, causes of social isolation of the people, lack of interest in studying.

Conclusion:
Whenever an individual or group interact to others communication takes place.  An effective communication is important in our lives. The process of exchange ideas, opinions, knowledge are needed to have a clear and understandable communication. Today I can say that communication is not just words. 
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