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  INTRODUCTION
Our style of communication grows with us when we are interacting with other humans, flora, fauna, places etc. I have been a communicator long before I started writing this report, ever since I first cried as a baby. 
But after 41 years of experience, can I say today that I no longer encounter communication difficulties? Or that I always accurately read the words and movements (verbal and non-verbal messages) of the people around me? Unfortunately, I must answer negatively. 
In Allan and Barbara Pease's ‘Why men can’t listen and women can’t read maps’ (1998), I read that I, as a woman, have a more developed "sixth sense" than my husband. He himself often says this. If so, why do I still ask myself questions like: What did they mean? Did I understand them correctly? Did they understand what I said correctly? 
Even today, it still happens to me to understand the meaning of something after the third time of reading it.  Whether it was due to semantic reasons, or to some internal distraction, or purely because I had a headache - the reasons for that can be anything. Even a mosquito can ‘muffle’ someone's voice or ‘erase’ sentences. However, all these visible or invisible (internal or external) barriers that disrupt communication or our desire to communicate, deserve special attention. 

But what is communication?
Despite being part of our human nature, understanding communication as a process is not easy (Morgan, 2016), and this report can hardly cover all aspects of the questions raised.  
In the book ‘The Process of Management - Concepts, Behaviour and Practise” (W. H. Newman and Charles E. Summer Jr., 1961), we can find one short, clear and accurate definition of communication: 

"Communication is an exchange of facts, ideas,                                                                   opinions or emotions by two or more persons."
 
In parallel, it cannot be left unnoticed how some authors determine the process of communication as one of the most important aspects of human lives (Littlejohn. S, 2002), which shifts the focus from the more common definitions. 

 Let us look at some facts:
- The US Department of Labor has identified ‘communication skills’ as a vital requirement for future workers (Griffith and Dunham, p. 47). 
- A different study suggests that 88% of US companies provide communication skills training for their employees (Industry Report, 1999). 

 Similar facts can be found within many different information sources and will all indicate that the deeper insight of the communication process and skills are crucial to any success.  
To gain a greater understanding of communication, in the upcoming text, I will go over three of the most popular conceptual models of communication. 

Shannon and Weaver model of communication (1948)
The most popularised model of communication is the Shannon and Weaver model, developed by Claude Shannon and Warren Weaver in 1948. In the Shannon and Weaver model, there are six concepts:


1.      Sender – the person who creates the message, chooses the channel and sends it.
2.      Encoder – converts the message into binary data or signals.
3.      Channel – where the message is sent through.
4.      Decoder – the machine that decodes and converts the binary data or signals into the message.
5.      Receiver (destination) – the person or place that receives the message. The receiver then sends their reply accordingly.
6.      Noise – the distractions that disallow the message getting to the receiver as it was sent. There are two types of noise - external and internal. In external noise, something external is stopping the message from being understood, e.g. the sound of cars during a phone call. In internal noise, the sender may make a mistake delivering the message, or the receiver may make a mistake decoding the message. In the case study ‘Maria and Pedro’, there is external noise due to the construction work going on in the background. This distorted the message and changed the meaning, which resulted in a misunderstanding. (see Appendix D) 

A 7th concept was later added.  Norbert Weiner changed the model from a linear to a cyclical model by adding “feedback”. Feedback is when the receiver gives a response to the sender, ending the loop. 

In this model, the sender encodes the message and sends it to the receiver through a channel (e.g. a phone). The sender converts the message into codes the machine can understand. Then, the message is sent in codes through a medium. 
The receiver of the message would have to decode it in order to understand it. Problems can sometimes occur - for example, the channel could have noise, which makes it hard for the receiver to understand the message, slowing down the communication process. 

Here is an example that can be used to interpret the process. Our brain is the sender, our mouth could be the encoder, the air is the channel, another person’s ear is the receptor and their brain is the decoder and receiver. Since air is the channel, the sounds in the environment are the noise. (Moodle, 2018)

There are, however, both advantages and disadvantages to the Shannon Weaver model.

Advantages: it views communication as a two-way process, therefore applying to general communication; the idea of noise can help improve communication by getting rid of noise; communication is seen as quantifiable.

Disadvantages: the feedback is not seen as important compared to the message; some view the model as a misleading representation of genuine human communication, because human communication is not mathematical. 

Schramm model of communication (1954)

The Schramm Communication Model is a cyclical communication model that believes communication is a two-way process and focuses on how communication works between people. It was proposed in 1954 by Wilber Schramm. 
Communication being a two-way process means that it is only complete once feedback has been sent from the recipient. The first party and the second party both have to contribute in order to form the two-way process.  Both the Schramm model and the Shannon Weaver model share this outlook, this could be because the Schramm model adapts to certain roots from the Shannon Weaver model. 
This communication model emphasises that unless information is properly expressed and put into words, it is useless. Therefore, encoding is a key part of communication as it converts the idea into context (Moodle). When the recipient receives the context, it’s important they clearly understand the point the sender was trying to make through the information. Otherwise, the communication between the sender and recipient will not flow smoothly. 
Schramm also believed that interpretation played a significant role in communication - for instance, people of different cultural backgrounds, experiences and knowledge would interpret a message differently. 
According to the way the recipient perceives the messages, he has to respond and give feedback to the sender. This is what links and completes effective communication, thus it is viewed as the most important factor. 
Berlo’s model of communication
In 1960, David Berlo developed Berlo’s SMCR Model of Communication. His model focuses on the components of the simple communication process:
 
Sender: the source at the beginning of the process, creating, sending and encoding messages to the receiver. There are several key factors that are important for the sender:
The communication skills a person possesses affect the whole process of communication. A sender must have good communication skills so their message can be easily understood by the receiver. E.g. the ability to speak clearly, listen carefully and understand the information, present information well, etc. 
Both the sender and receiver should have the right attitude, otherwise the communication would not be effective. The message would change meaning judging by the attitude they portray. 
For the message to be understood successfully, the sender must have knowledge on the topic. Otherwise, the message would not be clear and explanative. 
In a social system there are factors such as morals, laws, religion, etc. affecting the way the message is communicated. This can alter the purpose of the message and create a different effect.
People of different cultures view things differently. One person might agree with a message, whereas someone else may be offended by it, making the message different depending on who’s receiving it. 
 
Message: the thought or idea that the sender sends to the receiver. It is mainly affected by the content, code, structure, treatment and elements. 
The content is the point of the message, and what it’s trying to tell us from the start to the end. Without it, the message would not have a meaning. The code is the form of the message being sent, e.g. text or video. This is how the message will be received, therefore it’s important that it’s suitable. 
The structure of the message is the arrangement and order of the message. This affects the effectiveness and meaning of the message as it prevents misunderstandings and keeps the receiver engaged. 
Likewise, treatment and elements also help attract the receiver’s attention. The treatment is the way the message is being expressed - if a message was being conveyed in a negative way, the receiver is more likely to view it that way and give according feedback. 
The elements are the physical parts that contribute to the content, like facial expressions and body movement. Having a range of elements engages the listener and keeps them on track with the message. 
Channel:
The channel is the form being used to send a message. For example, in technical communication, the channel could be a machine, like a telegraph. In face-to-face, general communication, our five senses are the channel. 
Receiver: 
The receiver is the person that receives the message. According to Berlo’s model, the receiver and sender must have similar communication skills in order for the communication process to be successful and effective. 
CONCLUSION
Now that we have dug deep into the models of communications, we can confirm that deeper knowledge of communication (its models, barriers, skills etc.) positively reflects on our overall effectiveness. How, without expressed honesty, would we control our body language, which has been broadly the same since the dawn of humanity? In other words, how will we gain trust if we scratch our heads or look away while talking to someone, even if we say what they want to hear? Everyone who feels joy smiles. Everyone wears the mask of disappointment, pain or sadness when they are part of their momentary emotions.  The tired person's posture has no "race" or "gender," and anger does not have its own "culture." Nevertheless, the correct analysis of all those differences (visible and invisible) between us and our interlocutor will always affect the quality of our relationship. There is no barrier, physical or not, that can be overcome without effort. But before we try to jump over any barrier, we still must notice it, otherwise we will just hit it. 
After all, I want to express my gratitude to every person or event that has appeared and helped me on the path of knowledge. When my family and I migrated to England, I had to adapt to many new things. In my home country, Bulgaria, I worked as an accountant assistant and was constantly surrounded by people who understood me clearly, and it was easy for us to work together. However, in England it was different considering the struggles I had with my England speaking and understanding. It was hard for me to communicate and to receive information from others, therefore the communication process was rough and did not work. Over time, I began to adapt to the language and the patience, active and empathetic listening, tone of voice and body language needed to communicate it well. Currently, I work with children therefore I have to make sure my communication is considerate, and I treat my messages carefully and in a way that is appropriate to the child and parent. My experience throughout the years leading up to the present has expanded my knowledge and my communication skills, which has allowed me to progressively become capable of successful and effective communication and is still helping me in my career field.
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module).
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Ex.1. Read the following passage and answer the questions.

The professor and the village people

A Professor of English at a well-known Welsh University lived in a large house not far from a little village. He
never went into the village, bur shopped in the town near the University because he had nothing in common
with the village people, who were largely uneducated and did manual jobs. One night, the professor fell
asleep while smoking his pipe and the pipe fell onto the carpet and started a fire.

When the professor awoke and saw the house on fire, he rushed into the village, screaming:
‘The edifice is being consumed by a great conflagration!’
‘The edifice is being consumed by a great conflagration!’

The village people looked at him and continued doing what they were doing.
‘Don’t you understand?’ He said. “The edifice is being consumed by a great conflagration!’

They ignored him.

When the Professor returned home, he saw that his house had been completely destroyed. He sat down on
the ground and wept. The next day, he went into the village crying. ‘Why, oh why didn’t you help me? My
home has been destroyed by the fire. | came and begged you last night.” He wept.

‘But Professor, why didn’t you say that your house was on fire? We would have helped.’

Q1: Why didn’t the village people help the Professor?

Q2: What should he have done to get them to help him?

Q3: Whose model of communication do you think can explain this situation?

Q4: Why? ;
e
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MARIA and PEDRO

Pedro works on a building site and Maria is his wife.
One day Maria phoned Pedro. : 5
‘Hello, Pedro, when you’re coming home, see if you can get me a chicken.

‘Okay,’ replied Pedro. ;

When he got home, Pedro took off his boots and coat and went into the
kitchen.

‘Maria, where are you?’ He said.

‘Here — in the sitting room,’ she said.

When Pedro went into the sitting room, Maria said, ‘Where is the chicken?’
‘What Chicken?’ Asked Pedro.

The one | asked you to get on your way home.’

Oh, no! | thought you said when | come home | will see you in the kitchen!

Q: Why do you think Pedro misunderstood Maria?

Currently Pedro is working in a busy and loud setting so he misheard Maria.
Because the words “Chicken” and “Kitchen” sound very similar, Pedro did not know
which one she said. There were probably some technological barriers as well, as
they were talking through a mobile phone and the connection between them could
have been poor.

Q: Whose Model of Communication explains this confusion and why?

The Shannon and Weaver model of communication best explains this confusing

situation (with the added 7th concept of feedback by Wiener which made the model
into a cyclical model). In Maria and Pedro’s case, feedback is missing which is the
primary reason for their issue. There is also “internal noise” as Pedro does not
decode the message sent to him by his wife properly and he was probably currently
doing a specific job which involved his attention and carefulness. ‘External noise’ is
also a problem in this case as Pedro works at a loud and noisy construction site
which is most likely a very inconvenient place for a proper conversation.
Q: How could this have been prevented?
If Pedro was to ask Maria to repeat her sentence then there is a chance he could
have heard her correctly.
Q: Whose Model of Communication explains how it could have been avoided?

In my opinion it is most probably Shannon and Weaver's model of communication,
together with the concept of feedback (7th concept) that was added by Weiner later
on which changed the model from a linear model to a cyclical model of

communication.
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Ex.2. Read the following brief and write a business email according to the instructions.

You are Director of Communications at your company and you would like an employee, Jack Daniels, to join
your Communications Training team.

- Tell JD why you are writing

- Say what you have observed and like about his communication skills

- Tell him why you think he would be an asset to the team
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