






Communication is the act of giving, receiving, and sharing information in other words, talking or writing, and listening or reading. Good communicators listen carefully, speak or write clearly, and respect different opinions
From Communication Skills Module I learned about three Models of Communication.
The Shannon and Weaver model was developed in1948 and is a linear model of communication that provides a framework for analysing how message are sent and received. It is best known for its ability to explain how messages can be mixed up and misinterpreted in the process between sending and receiving the message.
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The final step in the Shannon Weaver model is feedback. The feedback step was not originally proposed by Shannon and Weaver in1948. Nobert Weiner come up with the feedback step in response to criticism of the linear nature of the approach. (Linear means that the messages are only going one way). Feedback occurs when the receiver of the message responds to the sender in order to close the communication loop. They might respond to let the sender know they got the message or to show the sender.
A similar example is like when my college call me and said to me, I will meet you at the station and hung up but I was confused I did not understood what station.
The misunderstanding could be avoided if I had called her back and ask her what the name of the station is.
In the case study Maria and Pedro, we have the same misunderstanding from Shannon and Weaver model when Maria have called Pedro and seed to him to bring a chicken when he comes home but he heard kitchen.
The second model is Schramm’s model was proposed in 1954 and its origins in the Shannon Weaver model. It suggests that communication is a two-way path with the message continually passing between the sender and receiver. The basis for this model is that message should be understood between the sender and receiver. Schramm model of communication is a circular rather than linear. It also explores the idea of semantic barriers such as beliefs wolves or background that can change the way the message is interpreted.
Sender                    Channel                        Receiver 
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In the case study with Maria and Pedro now with the Schramm model.Pedro could have called Maria and ask her what she mean kitchen or chicken  and the interference could stop there receiving the feedback what Schramm  model is about.
The third model  is Berlo’s model of Communication which refers to the Source Message Channel Receiver model of communication developed in 1960. Berlo developed with four elements Sender Message Channel and Receiver.
There are three types of communication models the linear interactive and transactional communication models SMCR communication model refers to the one way communication system .So the SMCR model is a linear model of communication where feedback is absent.
Source                    Message                 Channel                  Receiver 
 In the Case study with the Professor and the people in the village which I study says.
The Professor was an intelligent and intellectual person, so he was speaking proper English not like the village people. His house was in fire he run through the village people and ask for help but he asks help speaking proper English not the simple which the village people knows and they didn’t help him because they didn’t understand him. And this is Berlo’s model when the receiver is not receiving the message back.
A similar example is like when I went on Saturday at work and my manager called us in the meeting room. He said to us very fast, and with his Irish accent that on Monday ten people will go to a new construction site .He said  that and he left strait away. We was confused after he left, because we did not understood what he said and, which are those ten  people and where is the new construction  site.
This is like Berlo’s model sending a message but the receiver is not receiving  back  the  message. 
Verbal communication is personal. Verbal communication takes on many forms but the most common form is interpersonal. This is when you verbally communicate with one other person.
Verbal communication also plays an important role in group communication. Group communication is any oral communication that is communicated to a group of two people or more.
[bookmark: _Hlk88767253]Verbal communication refers to the use of voice tone or spoken words to exchange ideas.
Verbal communication is the use of words and vocal noises to give and receive information. It can be considered as any communication where a message is given verbally and received audibly, regardless of any cooding,decoding and transmission medium used  in between.
Verbal communication skills can be improved by practicing. Not everyone is born with natural ability to express herself with the spoken word.
Types of verbal communication are Chatting,apologizing,delegating,directing,advising,informing,challenging,debating.
Written communication refers to the interaction through words we choose to write. Written communication is the most reliable process to convey a message. 
A great advantage of written communication is that the message can be referred back to at a later time, making it the best option for sending a lot of important information at once. And if there is one place you want to be on top of the latest information, it’s in the workplace.
The CS of written communication are 
Connection it is the way you connect with your readers or audience and engage them through written communication. Clarity you should have clarity of thought while engaging in written communication it shouldn’t confuse your reader. Cause before you write something down ask yourself what is that you want to convey. Your goal or purpose should be clear to well as your reader. If there are any actionable items, they should also be said out clearly. Conciseness is effective when it is direct and to the point. You need to be clear and put forward your points succinctly. Correctness always use appropriate grammar inoffensive language and the proper tone while communicating. Always proofread what you have written.
Off all the types of information written is most reliable for discussing topics related to business. 
Types of written communication are 
E.-mail,letters,reports,cover letter,resume/curriculum vitea, manuals,procedures.memo’s minutes.
Similar to verbal communication the words we choose when writing affects the way the message is received. The audience receiving the message should determinate the words chosen Sending an email full of lingo unique to your office will be confusing to a new employee. In situation where you are addressing whole team, it is particularly important to explain jargon and industry terms for those with less experience.
One of the biggest misconceptions people generally have about writing is that the use of fancy words makes you seem more intelligent and well informed. But here’s the scoop the true sign of knowledge on any topic is the ability to explain it in as few simple words as possible. Keep it short, sweet and informational.
Formal communication typically refers to an official interchange of information. Regardless of your role within an organization, knowing how to formally communicate and recognize formal communication can help improve the way you communicate with colleagues and the company’s management. It is in general downwards as the higher authorities send orders instructions information message to the subordinate employees following the rules and regulation of the organisation. The subordinate employees may also inform the authority their feedback grievances suggestion demands through the structured channels. So it is upward also. Letters reports memos speeches e-mail internet website are used in formal communication. It is routine type rigid official systematic and reliable 
The informal communication is characterized by an indefinite channel of communication which means there is no definite chain of command through which the information flows. The information can flow from anywhere. Often such communication arises out of the social relations that an t individual creates with other persons based on common interest linking or disliking.
The informal communication is based on the personal or informal relations such as friends’ family club members etc and thus is free from the organizational conventional rules and other formalities. Most people assume that informal communication only has negative traits but that is not the case. If used correctly it can be used to encourage the interchange of opinions feelings and ideas in an organization to boost company morale and generate team spirit. Another advantage is the employees would be more open to express their ideas when they’re off the record. Having these conversations can be beneficial for the company from time to time and can help establish trust among managers and employees.
Nonverbal communication occurs without using any oral or written word it relies on various non verbal cues like physical movements tasks colours signs symbols signals etc to express feeling attitudes or information. Common types of nonverbal communication are eye contact facial expressions gestures posture and body orientation body language touch silence.
Nonverbal communication can play five roles:
Repetition it repeats and often strengthens the message you’re making verbally.
Contradiction it can contradict the message you’re trying to convey thus indicating to your listener that you may not be telling the truth.
Substitution it can substitute for a verbal message for example your facial expression often conveys a far more vivid message than word ever can.
Complementing it may add to or complement your verbal message as a boss if you pat an employee on the back in addition to giving praise it can increase the impact of your message.
Accenting it may accent or underline a verbal message Pounding the table for example can underline the importance of your message.
Active listening is more than hearing it involves the goal of understanding the views and feelings of the person speaking. Active listening goes beyond just listening. Active listening means being attentive to what someone else is saying. The goal of active listening is to understand the feelings and views of the person. In fact, active listening comes from the person -centred therapy of Carl Rogers.  But active listening is not only used in the therapeutic setting it’s essential component of effective communications. Active listening means that you must pay attention in what the person says to you.
Empathetic listening is the practice of being attentive and responsive to others input during conversation. Listening empathically entails making an emotional connection with the other person and finding similarities between their experience and your own so you can give a more heartfelt response. Also called active listening or reflective listening empathetic listening requires you to be considerate of the other party’s input. One main quality of empathetic listening is giving support and encouragement rather than advice or criticism. 
Benefits of listen empathically are building working relationships helping you act considerately increasing productivity problem solving the steps to be a good empathetic listening you must create a comfortable space for sharing, acknowledge the speaker’s feelings, pay attention to body language, let them guide the conversation, wait to speak be encouraging. For example, in the case study of Max who was a party organistra he was working alone because his mother was sick he was good in what he was doing but a mistake from his side made Tamara be very angry and upset and not judge him and empathy him.
Conclusion 
My conclusion about communication is that we have to explain we have to get or give information to inform the other person or people to motivate our self and other person or people and to gain people’s attention we have to slow down our speaking speed to think and speak always learn and speak sentence not in words learn to listen engage the audience by adding the quotation or by telling stories and be confident.
Communication skills are very important aspects of our life. Communication skills are many needs in the 21st century to survive in the day to day life. A person without good communication is just like a computer without operating system. Along with knowledge communication is the path that leads to success
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