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Communication is the act of transferring information from a sender to a recipient. It may seem simple as an action because it is since we were born that we communicate and transfer information, but it is a very complicated process. The difficulty lies in having an effective and accurate communication skill, a skill in high demand in the workplace. In this report, I am going to outline the different communication models we have covered and communication skills by posting examples about my workplace.
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The linear communication model all started in 1948 with a mathematician and scientist, Shannon and Weaver. Later it will be defined as '' the mother of all models '' because it is popular but also much more technological than other linear models. The model is also known as "Shannon's theory" because he was the primary developer of the theory. Shannon and Weaver's communication model was designed to develop effective communication between sender and receiver. It is better known for its ability to illustrate how messages can be mixed up and misinterpreted during the transmission and reception processes. This model argues that human communication can be reduced to 6 simple key concepts: sender, encoder, channel, noise, decoder and receiver. (Businesstopia, 2018)
The communication model follows the following steps: the process begins with the sender who has the information with which he then starts the process by choosing what to send, who to send it to and how to send it. The sender can decide to send the message in different ways: in writing, spoken or even just with body language.
In the next step we have the sender using a machine, which converts his message he wants to pronounce into signals or data binary. The model was originally designed to convert the message through phones or machines, but the encoder can also be a person. In this case the sender is his brain and his mouth the coder that transforms an idea into spoken words.
Then we have the channel which is the medium used to receive and send the information.
The next step is the noise that interrupts the message on its way to the recipient. Due to this interruption the message may arrive incomplete or not arrive at all. 
We have two types of noises:
· Internal: If the sender makes a mistake in encoding the message or the receiver makes a mistake in decoding the received message.
· External:  when an external factor, such as thunder or crowd noise, prevent the reception of the message

In my workplace, I can very often face some misunderstandings regarding the language since it is not my mother tongue. Sometimes it can happen that they write to me using a local slang or dialect that I then interpret in a different way. So, in this case the interruption of the message was caused by an internal factor. The next process is the exact opposite of encoding, i.e. decoding. At this point the message sent previously must be translated from, for example, binary codes to a format that can be understood by the receiver. The process ends with the receiver and this is where he will receive the complete message or what is left of it if it has been subjected to noises. 
Initially there were only five components for this process, later noise was introduced and with it the concept of feedback. And from there the linear approach, that went in only one direction, became circular. The feedback comes into play when, the recipient replies to the sender and with the reply the sender can understand if he has received the complete message or not. This mode of communication has advantages and disadvantages. The advantages are that the communication is a two-way process, the communication is quantifiable, and it explains in detail the concept of noise to help people understand which parts of the communication process they need to improve. 
In fact, we have three levels in which communication can be interrupted: 
· Technical problems: when the decoder, encoder or channel causes the problems.
·  Semantic problems: This is when the message that was sent is different from the message that was received
· Effectiveness problems: how efficiently the message provokes a response
Disadvantages:
· Receiver plays the passive part 
· Feedback is taken as less important
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This next model was born in 1954 and takes its roots from the previous model. (Juneja, 2015)
The Schramm communication model that was proposed by Wilber Schramm is a cyclical model consisting of three elements: 
· Sender (Encoder): who sends the message.
· Message: information communicated through words, symbols, or body language.
· Recipient (Decoder): who receives the message.

It is a cyclical model because according to Schramm, communication is a two-way street. So at least two parties will receive and send a message which they will then have to encode or decode depending on whether they received or sent the message. (Jance, 2019)
In this model, coding and decoding play an important role, because information is useless until it is translated and then expressed in words. Decoding is heavily influenced by knowledge, language and cultural aspect. (Juneja, 2015)
The success of this process will depend on the ability to convey information in a simple but clear way. But it is not the only thing to consider because as long as the sender does not receive feedback from the recipient, the communication is considered null. Thanks to the recipient we can understand how the message was received and interpreted. 
At the beginning of my internship in the fashion agency, for example, there was a misunderstanding between me and my supervisor. The problem arose when he verbally asked me to write and inform 4 models for a job and while doing my work, I only informed 3 models. As in the case we analysed during the lessons, of Maria and Pedro, the confusion could have been avoided if there had been feedback from Pedro. Maria had phoned Pedro to ask him to buy the chicken, but he heard when you get home we meet in the kitchen. For my case, when he told me the names, I mainly made two mistakes: that of not repeating them to him to confirm what he told me (feedback) but also of not having immediately put it in writing. So, feedback everywhere but especially in the workplace is essential.
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As the third and final model that I will address we have the Berlo’s model, called "Berlo's sender-Message-Channel-Receiver (SMCR)" and introduced in 1960. The model focuses mainly on four components and the different factors by which they are influenced. The components are sender, message, channel and recipient. (Businesstopia, 2018) 
The sender and the receiver are affected by communication skills, attitude, knowledge, social systems and Culture. The message is affected by content, elements, treatment, structure and code. The channel is affected by the five senses of human being: hearing, seeing, touching, smelling and tasting.
There are several criticisms levelled against this model such as that it is a linear, complex model that does not consider feedback or even simply communication barriers. But it also does not consider the sixth sense (thought / analysis) as a channel that can be very useful. Do not include noise as a disturbing factor which is included in Shannon and Weaver's communication model. 
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Verbal communication is what we say verbally or in writing to communicate information to other people. Verbal communication is all about what you say, how you say it and how it is absorbed and interpreted by your interlocutor. And this communication requires at least two individuals: the speaker and the listener.
We can have two types of verbal communication: written and spoken. There are three major differences between the two which are:
· Spoken communication: Informal, Synchronous and Unrecorded
· Written communication: Formal, Asynchronous and Recorded
(University, n.d)
Normally at work when I have to communicate something important or ask for a day off I usually do it via email, that is in writing, because it is more formal and I can have the conversation record for any problems. But with written communication we are not sure that the message we wanted to communicate has arrived, which we can instead verify with spoken communication. And this is because in case of misunderstanding it can be resolved immediately and we can also fix the message when the words we are using are not delivering the message correctly. Voice communication allows us to leave a conversation with the certainty that your message has been received. 
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Non-verbal communication is what we do not say but that we communicate with our body through gestures, tone and pinch of voice and posture. (Doyle, 2020)
Non-verbal communication is as important as verbal communication, because it can create a positive or negative impression depending on what we communicate with our body. When preparing for a job interview, we focus a lot on what to communicate verbally, forgetting that our body will also communicate at that moment. For example, our body will show if we are truly confident as we wrote on the CV. At the beginning of this chapter, we did an activity proposed by the professor in which we had to look at a photo of several people and try to guess what their body language was communicating to us. One of the first images we were shown was of a woman who had an exhausted face and her hands in her hair. Her posture and her facial expression showed that this woman was angry and stressed, probably from work or family problems. And this to make us understand how a simple photo can communicate so much.
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There are two types of listening that I am going to analyse: Active listening and empathic listener.
When we communicate, we spend more time thinking about what we want to say or answer rather than listening to what our interlocutor is saying. If we want to have good verbal communication, we must also learn to listen. And to be an active listener we must first of all motivate ourselves to listen, avoid getting distracted, have an open mind and remember that silence is part of communication. There are numerous ways to listen more efficiently such as: focusing on the speaker's main direction, not dwelling on one or two points, not judging the speaker even before his speech is finished, showing your support through body language. When we talk about an empathic listener, we are talking about a listener who puts himself in someone else's shoes, i.e. the speaker. (Salem, 2003)
The best way to do this, is to listen patiently to the person who is speaking even if we do not completely agree with what he is saying, pay attention to the speaker's behaviour and body language. Being an empathic listener has a lot of benefits such as building trust, creating a safe place to talk openly and finding solutions to any problems, and decreasing tension.
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Communication is a very important aspect of our life that allows us to relate to others, which is one of the basic needs of human beings. If communication is lacking, ideas cannot have passage, people would not have the opportunity to confront each other, to know themselves and others and therefore to relate. From how we learned with Berlo's model, however, subcultural differences such as social class, language, ethnicity, can increase the difficulties in communicating between people by limiting their empathy and the ability to understand the needs of the other. But even among people who do not have differences of language or religion, there can be misunderstandings, but the important thing in this case is to try to get feedback from our interlocutor.
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