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[bookmark: _Toc78498654]1. Introduction
Communication is the process of conveying or sharing information by speech, writing, or any other media. The different types of communication models are discussed in the report. Communication is a very important part of human interaction. There are various ways and models of communication that are used in different aspects to communicate with others. The act of conveying things from one point, person, or organization to others is known as communication. Communication has to be between at least two persons who understand the information one is trying to convey (Hartley and Chatterton, 2015). Communication is very important in the workplace and management as well. Good communication can increase the effectiveness and efficiency of the organization and in groups of teams. Some barriers affect the message and these give rise to poor communication. The barriers might vary from lack of clarification to external noise a loss of information.
The report discussed here will evaluate the issues of communication in different contexts and the case studies will be used to relate those with the work situations. This will also discuss the differences between them and how they can be applied in real-life situations. Utilizing these models would help understand the process of communication better.
[bookmark: _Toc78498655]2. Models of Communication
Different models of communication have been used from time to time to explain the social process of communication and develop the ways of communication as well by emphasising different parts of it (Ferrer-i-Cancho, 2018). Is models are useful as they simplify the basic structures of the communication that is happening among the people.
[bookmark: _Toc78498656]2.1 Shannon and Weaver
The Shannon and Weaver model of communication was designed to develop effective communication between the sender and the receiver and also find out the factors that are affecting the communication process (Richards and Schmidt, 2014). They have identified the barriers to communication as noise which is mainly the outside interference in between the communication. Shannon and Weaver Model is the mathematical communication theory proposed by Shannon and Weaver in 1948 is the mother of all communication models. The model comprises concepts like the source of information, transmitter, noise, channels, the messages to be delivered, the receiver, the channel used, information destination, encoding and decoding etc. 
According to the case study of Maria and Pedro, this model can be used to find out the reason why Pedro did not understand the actual information of Maria. As Pedro works in a construction site and there are many outside noises of drills and other types of equipment in the environment, he was unable to understand what Maria was talking about and misunderstood chicken for the kitchen. This led to them not understand the actual information and the outside noise is responsible for it. The illustration shows that Maria told Pedro to bring a ‘chicken’ but due to the site noise he heard the kitchen and a communication gap was created.
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Figure 1: Shannon and Weaver Model - MARIA and PEDRO case study (Shannon, 1949)
The process of evaluating the outside noise is not explained in this model of communication. But as other models suggest, clarification is the best way and two-way communication is always more effective in this case.
In the workplace as well there might be examples of this type where the Shannon and Weaver model can be applied. In the workplace when the manager talks in a hurry to send him article number 22 but as there was a misunderstanding due to outside noise, article number 12 instead of that and created problems. This could have been solved with two-way communication and clarification.
[bookmark: _Toc78498657]2.2 Schramm
Schramm’s Model of Communication was proposed in 1954 by W.Schramm. Schramm Communication Model is based on the Shannon Weaver model. In this model, the communication is not linear but is in a circular system. Of communication and suggest that the message must be continuously passed from one sent to another for proper and effective communication. Communication is that both persons must be able to understand what the other person is talking about. Very nice of this model include the encoder or sender, decoder or receiver, interpreter and the message that is sent. Information has to be passed on from the sender to the receiver and this goes to the encoding and decoding process so that both of them can understand and it goes in a cycle. It is a circular model that represents back and forth communication.

Figure 2: Schramm Communication Model - MARIA and PEDRO case study (Schramm, 1972)
Pedro heard chicken be a kitchen, but if there were a two-way communication between him and maria for confirmation, then the problem could have been avoided. In the case study of Maria and Pedro, this model could have been used to understand the message that Maria was trying to convey to Pedro if it was a two-way conversation. Asking petrol if he had understood the information would have solved the problem of miscommunication between them. 
In what places well if there is the communication of two way between the manager and the employee then the efficiency of the communication will be increased. When instruction from the manager comes the feedback has to be taken from the employee to ensure that it is understood by him.
[bookmark: _Toc78498658]2.3 Berlo
The communication model of Berlo follows the SMCR model of communication. It consists of the source, the messages to be sent, the channel used for sending the messages and the receiver. These four sections have other sections under them that ensure that the communication process is understood by all. This also talks about the noise that discusses the message and causes the receiver to receive the message or partially receive it. Please explain the internal and external noises that cause the deflection in communication. So the different causes of internal noise are communication skills, attitude, lack of knowledge, social system and culture. The components are the source, the message, the channel used and the receiver. All these have different sub-components that creates differences in communication. Thus it explains that this model is good for analysing the cultural factors of communication and how it occurs when two different parties try to communicate.
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Figure 3: Berlo's Model of Communication - The Professor and The Village People case study (Berlo, 1960)
The professor was unable to communicate with the villagers because they were not familiar with the words he used to describe the situation of his burning house. The case study of the professor and the village people shows that the professor was unable to make the people understand what was happening by using different words which were not clear to the general village people as there was a gap in their cultural training and communication skills and knowledge. The professor could have avoided his misfortune if he could communicate better with the villagers.
This model does not explain how the noise can be reduced but it shows the factors that increase the noise internally and externally. This model explains that communication master occurred between two parties of the same knowledge and skills. In the workplace environment, if a marketing manager is told to explain the finances of the company he would not be able to do it due to the lack of knowledge and understanding of the system.
[bookmark: _Toc78498659]2.4 Differences
There are differences among these theories and models of communication and these models can effectively explain the different situations of communication in professional life. Shannon and Weaver and Berlo’s model of communication identifies the causes and factors of noise in communication but fails to identify any suitable solution to it. The Schramm Model shows communication as a cycle and clarifies that communication in both ways can help to reduce noise and miscommunication. All the models are based on the initial model of the Shannon and Weaver Model and contain the decoder and encoders.  Schramm Communication Model helps to mitigate it by introducing two-way communication.
[bookmark: _Toc78498660]3. Communication Skills - Methods of Communication
Communication skills and methods of communication is very essential in organizations for the transfer of information. Verbal, non-verbal and listening skills are some of the communication skills that are required in the organization for its development. These methods of communication together form the most effective form of communication. An employee with good communication skills has to have all these three skills.
[bookmark: _Toc78498661]3.1 Verbal Communication
Verbal communication can be both oral and written through which information is passed on in the organization (Rocci and de Saussure, 2016). It is the most effective form of communication in the organization. At my workplace, when there is a meeting with the manager, all the employees joining and the manager talks about the task that has to be done. After talking he leaves the meeting and the rest of us are sometimes in confusion about understanding the task as there is no scope for asking any questions or two-way communication between the manager and us. This creates problems in the tasks at hand as we are in a dilemma of choosing our approach at work. Personal awareness would help the manager in this case and the organization as well if he were to ask the questions about understanding the tasks and we would be able to clarify our queries and increase the management-employee relationship. Verbal communication is the most widely used form of communication and is the most essential for developing skills. In the organizational context, an employee needs to be capable of good communication for the passing of information and the overall development of teamwork.
[bookmark: _Toc78498662]3.2 Non-verbal Communication
Effective communication is very important in the organization which is not bound by the verbal but also in the non-verbal sector as well (Burgoon and Guerrero, 2016). Body language of employees, posture, signals and tone of talking are very important in the organization when there is an observed environment. Proxemics and the S.O.L.E.R model are set to understand the nonverbal communication of body language to which messages are conveyed to persons which are separate from the normal conversation (McArthur, 2016). In my work environment, the tone of talking is very important. The manager, when he is giving us advice sometimes talks in an angry voice which seems intimidating to some of us. This kind of communication would result in demotivating the employees and also resulting in them being afraid of the manager. Leadership and effective communication are very essential for living the organization properly and the communication between management and employee would develop following this method of communication.
[bookmark: _Toc78498663]3.3 Listening
Listening is one of the most important communication skills and in an organization, as it is more essential to listen to what others have to say. Listening to and understanding others opinions is very essential for organizational development and effective management. In my friend's workplace, the manager always talks about the meeting and the task that has to be done. He does not listen to others and sometimes interrupts others while they are talking with the motivation the employee was to give new ideas and also feel inferior in some cases. We are also unable to clarify our queries due to this. Being an active listener on empathetic listening would have the manager gain more support from the employees as he would be able to evaluate what others are talking about (Learmonth, 2018). A good listener is also good in communication as he can understand what others are talking about and communicate with them in response. An active listener is important in an organization as well.
[bookmark: _Toc78498664]4. Conclusion
Communication is a very important aspect in the organization and lives of people and the different barriers of it can be minimised through following different models and practices. Communication is affected by different reasons like lack of understanding, better communication, understanding etc. Mitigating the barriers helps the communication. Poor communication can lead to a lack of information and misunderstanding of situations. The case studies prove that communication is very important in every sector as it might cause problems in various aspects. Proper communication different communication skills like verbal, nonverbal and listening skills are required. Acquiring the skills helps the person to be effective in communication in personal and professional life.
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