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1.Introduction
Communication as a general definition represents the process of interaction between individuals. This may include words, images, gestures, signs or symbols. Through this process, people share their knowledge, ideas, experiences, attitudes, feelings, opinions etc. Communication is simply put the transmission and the exchange of information or messages between entities. The elements and characteristics of communication are complex and require research and attention. 
The two main subjects approached in this report are the models of communication and communication skills. My goal is to show an understanding of the subject, to substantiate the importance of communication and highlight the traits that are essential in creating an effective way of communicating.

2. Models of Communication
The essential elements of communication have been studied, analysed and theorized during human evolution and science development. Theories of human communication have engendered in various models of the communication process. 

· 2.1 Shannon and Weaver (1948)
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The fundamental model of communication, updated later by numerous other sociologists, belongs to Claude Shannon and Warren Weaver (1948). It is a linear model and it focuses on the transmission of the message and not the meaning conveyed. Both Shannon and Weaver come from a technical and mathematical background and they based their theory on radio transmissions. The concepts of the Shannon-Weaver model of communication includes the sender, the encoder, the channel, the decoder, the receiver, the noise, and in the improved model- the feedback.
The Sender is the person initiating the communication process for a specific reason or purpose.
 The message then is converted, by means of a transmitter or Encoder into a message compatible with the transmission channel.
 The Channel is an essential factor for ensuring correct reception of the message, which can be interrupted by internal or external noise. 
The Noise can cause variations or errors of the transmitted signal. 
The Decoder is the technical device of transforming the received message into the interpretation given by the Receiver. 
The success of this model of communication depends on the technical compatibility of the Encoder and the Decoder, and on the minimization of the Noise. The Feedback is the Receiver’s reaction to the received message, that has been decoded and perceived- reaction that is being comunicated to the Sender and determines how the communication will progress.
The downside of Shannon and Weaver’s model is that it can be applied more for interpersonal communication than group or mass communication, and the feedback is not considered essential.




· 2.2 Schramm (1954)
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The model developed by Wilbur Schramm in 1954 originates from Charles E. Osgood’s theory. He presents a different approach than the previous presented model of communication. 
Schramm, in his cyclical model, defines communication as a two-way process, despising the belief that the communication process has a beginning and an ending. His theory is that both the initiator of the conversation and the recipient have the same function, where the roles change with the intervention of each interlocutor. In contrast to Shannon-Weaver’s model of communication, that was particularly based on the channel used, Schramm focuses his analysis on the behaviour of the transmitter and the receiver, that successively perform actions of Encoding, Interpreting and Decoding the Messages.
The Encoder encodes the original Message.
The Interpreter perceives, analyses and interprets the Message.
The Decoder - decodes the Message.
Encoding in the communication process must convert into words and images the communicator's intentions. They must take the form of the Message.
Decoding is the process that should give answer to the following questions: Will the Message be understood as it was originally thought by the interlocutor? Will the receiver agree with the Message? 
On one hand, Wilbur Schramm's model has been praised for talking about the dynamic roles in communication, breaking the barrier between the transmitter and the receiver, including the idea of a permanent feedback. On the other hand, it has been criticised for giving the impression that the communication process is symmetrical, communication being often asymmetrical in terms of participants’ position and access to information channels.










· 2.3 Berlo (1960)
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Subsequently, in 1960, David Berlo elaborated an updated version of Shannon-Weaver’s model of communication. Berlo’s SMCR model of communication highlights the psychological nature of communication, a key part that has been omitted hitherto. Various components are emphasised, including attitudes and intentions, along with the conditions that are being used in order to communicate the message. As shown in the diagram above SMCR represents the Source-S, the Message-M, the Channel-C and the Receiver-R.
The Source wants to convey a message, to express its needs or ideas. This process depends on: communication skills- the ability to code the message (i.e. Through speaking or writing), the competence to rationally analyse a situation; attitudes which represent the predisposition to act in different situations (i.e. Positive or negative); its knowledge in regards with the subject matter; the social and cultural system ( i.e. Its background, belief system).
The Message needs to incorporate a specific content, treatment, structure, code and elements.
 The Channel is represented by our five senses. And ultimately, the Receiver has the same characteristics as the source, influencing the communication process.
Critics: The concept of feedback is missing; therefore, the effects are not clear. It is a linear and rather complex model. In Berlo’s conception, the Source and the Receiver need to be on a similar level on all the factors mentioned above so they can communicate effectively. 
We can see this pattern in the following Case Study discussed in class called ‘The professor and the village.’ The story tells that an English teacher was living next to a village that he was never visiting, because its inhabitants were uneducated, and therefore they had nothing in common. One night his house caught fire. He then went to the village shouting: ‘The edifice is being consumed by a great conflagration!.’ People heard him, but no one really understood what he meant, so the professor returned home without any help. The next day he went to the village asking why no one helped him stop the fire when he was begging, the people responded that they were not aware that his house was on fire, otherwise they would have helped. 








3.Communication Skills
Communication is the ability to share information with people and understand each other. The objective is to be heard, understood, accepted and/or to cause a reaction.
 It involves verbal and non-verbal elements. To communicate effectively, these elements are fundamental when wishing to send and receive accurate information/messages.
If verbal communication does not correlate with the body language, the message can be misinterpreted and the result unsatisfactory. I will further elaborate on why these elements are important, their definitions, their principles, and their components. In this context, I will also address the role Listening plays in an effective communication.


3.1 Verbal Communication

Verbal communication is the most common method as a form of communication. People use words (written or spoken) to express their thoughts, ideas and feelings. Verbal communication should be dynamic and permissive, it must contain a message and offer multiple way of understanding the message.
At the centre of its approach there is the articulate language (speaking) and the inarticulate vocal language (paralanguage). Speaking is thee most simple and evolved way of expressing one’s thoughts, including emotional, rational and abstract thinking. Paralanguage covers the tone, volume, rhythm, intonation, accent, intensity, fluency, speed, use of breaks etc. These depend on one’s mood, emotions and attitudes.

The two main forms of verbal communication are written and oral communication.
Oral communication forms a direct connection between the interlocutors, provides the opportunity to influence the spoken word immediately and convey emotional information. Written communication instead offers the possibility of a clearer organization of the informational content and it can be consulted at any time.
Verbal communication is further classified into 5 types, which are:
1. Intrapersonal communication (one’s conversation with himself when he listens to the "inner voice")
2. Interpersonal communication (it involves at least two participants)
3. Group communication (it requires more than two participants)
4. Public communication (it implies a single transmitter and a multitude of receivers)
5. Mass communication (it refers to books, newspapers, radio or television broadcasts)


· 3.2 Non-Verbal Communication

Non-Verbal communication is the communication of the individual with the world around him through body language, physical appearance, symbols, signs, environment, space etc.
These are all components that make communication coherent and veridical. Psychologically, non-verbal communication speaks about the individual’s emotional state, his character and his self-confidence. Some aspects of this type of communication is are: 
· It is culturally determined.
· May deliberately contradict certain aspects of the verbal communication.
· The messages are often unconscious.
· Emphasizes and completes the verbal message.
The means transmitting the non-verbal communication are multiple and diverse. I will exemplify below some of them:
Facial expression can provide a reaction to what we say or hear- surprise, anger, sadness, approval or disapproval etc.
The eyes, the way you look at someone can show interest or disinterest, availability for an open communication.
The smile can signify joy, satisfaction, stillness, acceptance etc.
Gestures can express, for example, the image of itself- if a person is an introvert or an extrovert.
Music can give a perspective on a person’s way of being and sometimes on his general mental state.
The environment is generally expressed through two components: the communication space and the clothing, including accessories. Here we should be aware of the prejudices and stereotypes.
Silence is a tricky one, it can mean many things but if we listen to it closely, we can learn something significant.
In conclusion, without non-verbal elements, communication can be equivocal and incomplete. 
Verbal communication is used mainly for the transmission of information, while non-verbal communication expresses interpersonal attitudes, emotional states etc. Simply put, they complement each other.







· 3.3 Listening
Listening, unlike hearing is a conscious process that require focus and interest, it needs processing of what is being said and the capacity of understanding and giving feedback.
Listening can be passive or active.
In passive listening, the interlocutor listens in silence, but signals non-verbally that he is present, and he is paying attention to what is being said. The listener can sometimes disconnect from the speaker in order to follow his own thoughts and later step into the conversation with a comment or a question.
In active listening, communication is more intense. The interlocutor does not only confirm to the speaker that he is attentive and interested, but that he really understands what is being said.
Active listening involves several techniques: paraphrasing, verbalizing, probing, summarizing, reflecting, taking over the idea, comparing and evaluating contradictory statements. 
It also includes:
Empathic listening -the listener's attempt to put himself in the speaker's situation, to see what is exposed in his point of view. Here it is important to create a peaceful interaction, to maintain eye-contact, to suspend any judgement or assumptions, and to use words of encouragement and validation.
Analytical listening- the listener’s objective to analyse if what is being said is true and whether it is based on logical facts. It requires critical thinking, engagement and a minimized reactivity.


4.Conclusion

To conclude, I can affirm that humanity cannot evolve without communication, be it verbal or non-verbal. In order to have an effective communication we should have all the constituent elements of communication and we must remove the factors that can disrupt our communication. My advices are: know yourself, be ready to listen and observe, show your interest, keep an open mind, listen empathetically and analytically (depending on the context), and ultimately try to understand and offer feedback.
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