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Introduction:

What is communication?

Communication is the act of process by which using words, sounds, signs or behaviors to express or exchange your ideas, thoughts, feelings emotions to someone else.

Why is communication Important?
Communication is important in both of our personal and professional lives. Without communication we can not express our feelings and neither we can pass our information to one another.

Communication is important in our workplace to avoid misunderstanding, and create better relationship with each other, also establish a vital role in the team. In addition to achieve job satisfaction, clear communication can also determine your upward mobility. A good leader knows how to communicate with the team to achieve the target goal and lead the group.

2.0. Three Models of communication: 

There are three models of communication by Shannon-waiver in 1948, David Berlo 1960 and Schramm

2.1.Shannon-Waiver Model (1948):

 Sender :  The originator of message or the information source selects desire message.

Encoder : The transmitter which converts the message into signals.
The sender’s messages converted into signals like waves or Binary data which is compactable to transmit the messages through cables or satellites. For example: In telephone the voice is converted into wave signals and it transmits through cables.

Decoder : The reception place of the signal which converts signals into message. A reverse process of encode.
The receiver converts those binary data or waves into message which is comfortable and understandable for receiver. Other wise receiver can’t receive the exact message and it will affect the effective communication between sender and receiver.

Receiver : The destination of the message from sender Based on the decoded message the receiver gives their feed back to sender. If the message distracted by noise it will affect the communication flow between sender and receiver.

The messages are transferred from encoder to decoder through channel. During this process the messages may distracted or affected by physical noise like horn sounds, thunder and crowd noise or encoded signals may distract in the channel during the transmission process which affect the communication flow or the receiver may not receive the correct message
The model is clearly deals with external noises only which affect the messages or signals from external sources. For example: If there is any problems occur in network which directly affect the mobile phone communication or distract the messages.



2.2. David Berlo’s SMRC Model (1960): 

· Sender: Sender is the person or a source or a group of people from where or who encodes or creates the message and the message can be verbal or none verbal.
· Message:  The message it what the sender sends to communicate, or what is used for the communication as the words, the numbers, the picture or recording to communicate.
· Channel: The channel is by which the sender sends through the message.
The fact is channel is the media to use transfer the message from one person or source to another. The examples for the channel can be Radio, Mobile phone, Email, video, etc.
· Receiver: The receiver is a person or a group of people who receives and decodes the message.



2.3. Shramm Model (1954): 
Sender:  The originator of message or the information source selects desire message.

Encoder: The transmitter which converts the message into signals

The sender’s messages converted into signals like waves or Binary data which is compactable to transmit the messages through cables or satellites. For example: In telephone the voice is converted into wave signals and it transmits through cables.

Decoder: The reception place of the signal which converts signals into message. A reverse process of encode

 The receiver converts those binary data or waves into message which is comfortable and understandable for receiver. Other wise receiver can’t receive the exact message and it will affect the effective communication between sender and receiver.

Receiver: The destination of the message from sender.
Based on the decoded message the receiver gives their feedback to sender. If the message distracted by noise it will affect the communication flow between sender and receiver.

The messages are transferred from encoder to decoder through channel. During this process the messages may distracted or affected by physical noise like horn sounds, thunder and crowd noise or encoded signals may distract in the channel during the transmission process which affect the communication flow or the receiver may not receive the correct message
The model is clearly dealing with external noises only which affect the messages or signals from external sources. For example: If there’s any problems occur in network which directly affect the mobile phone communication or distract the messages.

3.0.Communication Skills: 


1) Verbal Communication: 
Verbal communication refers to the communication system which is used by words, language and symbols or spoken words 
Everyday social interaction, presentation, including conversations, meetings recquires the use of verbal communication skills, you can show that you are confident and knowledgeable about the subject you are discussing about.
· Types of written communications: 
i) Letters
ii) Memos
iii) Reports
The examples of verbal communication can be: Telephone or mobile calls, chats, text messages, sending emails, letters or talking to someone by using words face to face.
2) Non-Verbal Communication:
Non-Verbal communication is the kind of communication expressed by facial expressions, body language, signs and signals.
More briefly non-verbal communication does not use words or language. The examples of non-verbal communications are body movement, eye contact, gestures, space.
3) Written communication: 
Written communication is any form of communication that involves the written words. The forms of written communication arAe letter, emails, chats presentation and proposals. To maintain healthy relationships with your business partners and clients you need good skills of written communication.
Promotional Materials
Product Information
Handbooks – Users, Employees etc.
Operational events – minutes of meeting, logs, plans, updates etc.

These may be formal but follow “protocols” or rules determined by stakeholders past and present.
Promotional Materials
Product Information
Handbooks – Users, Employees etc.
Operational events – minutes of meeting, logs, plans, updates etc.

These may be formal but follow “protocols” or rules determined by stakeholders past and present.

4) Visual Communication: 
Visual communication is the type of communication that involves or uses visual media send the message.
Example including photographs, videos, MIDI files and charts. This can be the uses of showing charts, diagrams, statistics and transfer of data.


We need both of the communication in our day to day life to communicate with our friends or family and professionally.
Communication is the key to our everyday life to express feelings, share information or contact to anyone.



3.3 Active Listening:
Active listening is a way of listening and responding to another person that improves mutual understandings. Active listening is a person’s willingness and ability to hear and understand.  At it’s core, active listening is a state of mind that involves paying full and careful attention to the other person, avoiding premature judgement, reflecting understanding, clarifying information,  summarizing and sharing.

Active listening is a perceptual process: firstly we sense and receive information; secondly we interpret that information; we then subsequently evaluate that information (separating out fact from opinion); and finally we respond. 

Gathering Information
In order to gather accurate and complete information, we need to ensure our objectivity to the person and to the information being given to us. There are a variety of factors which can impact on the extent to which we are objective about the information we are given, and a number which can affect how much information we actively receive in the first place 

· Our own feelings of superiority can mean that we don’t believe the other person will say anything important and so we don’t attend to what they are telling us.
· Our physical surroundings can distract us: noise, others’ conversations and environments which are too cold or too hot can mean that our attention is drawn away from what the other person is saying and towards how we can change our environment.
· Our distrust of another person can mean that we don’t believe they will be saying anything that is true, so we pay little attention to it.
· If we get emotional (upset or angry) about the content of what the other person is saying, then we may well miss information which is relevant but becomes ‘hidden’ or is initially seen as irrelevant.
· Planning what to say next is common, but if we concentrate on this, then we will not be attending properly to what the other person is saying. By the time we have prepared our response, we are usually ready to give it, and may have a tendency to interrupt the speaker.
· There are times when we can be communicating with someone whose non-verbal behaviour is unfamiliar or about which we are uncertain – especially if they come from another culture. If that is the case, then we may be focusing on trying to understand the non-verbal behaviour more than the content of the message. 
· We might not understand the language or the words being used, especially if English is not our native language. If so, then there will be gaps in our information.
· The same is true with technical subjects: if we don’t understand the words relevant to a particular topic, then there will be gaps in our understanding.
· If we are insecure about others’ views of us, then we will spend our time worrying about what others are thinking of us, rather than actually taking time to understand the information being given to us.
· Finally, if we are tired or have no energy or motivation to gather information, then we will be less likely to do so. Instead, we will find it much easier to get distracted.
· 



4.0. Conclusion:
This assignment conducts of the topics here The above can affect the way we gather information, but if the speaker stops talking, then there is no information to gather, of course. There are some quick tools we can use to facilitate (or ‘add oil to’) the conversation. We can do the following:
Use ‘minimal encouragers’ to show someone we are listening. These are small comments such as ‘uh-uh’ or ‘I see’ or nodding our head which show that we are engaged in the conversation.
Refer to emotion that seems to be present in the way someone is giving information – e.g. ‘You seem pretty angry about that … ’.
Refer back to earlier content that seemed to be relevant or important to the speaker – e.g. ‘Earlier you were saying that … Do you want to explain a bit more?’
Invite further content – e.g. ‘Is there anything else that seems to be important to you about this situation?’
There are some key non-verbal behaviours we can consider when trying to gather information, sometimes abbreviated to S.O.L.E.R:
Square Seating Position – consider the following situation: you are trying to encourage someone to talk to you about something they think is important, but for various reasons (possibly including their uncertainty about how you will react) they are wary of telling you. Which of the following seating arrangements would be most effective in such a situation.

Many people would probably say A. This seating plan might be perceived as confrontational, particularly because someone needing some encouragement to talk might not know where to look if there is something they might feel embarrassed about. For A, eye contact is generally direct and fairly constant, and whilst a few meetings really require a confrontational approach, this seating plan represents how many meetings are conducted. Of course, there are times when being confrontational is exactly what is needed (e.g. when conducting a disciplinary interview).
B is almost the exact opposite of A: it is the kind of arrangement two friends would have when watching a movie at home. It is very relaxed and gives a great deal of freedom for someone who wants to look away. On the other hand, it is very difficult to see the non-verbal facial expressions and possible to miss the occasional signals which might give an indication that the speaker wishes to say something but might need a little encouragement.
Often the best is C – for all of the issues mentioned above. It is not difficult to see someone’s facial expressions but they can look away if they need to. This is referred to as ‘Square Posture’, since it is across a corner.
Open Posture – the way we position our hands, arms and legs gives an indication of how open we are to others’ messages. More comment on this is given in the section above on gestures. If someone is going to talk to us openly, then we need to indicate to others that we are ready for that, and our body language is crucial.
Lean Forward – leaning forward is a sign that you are interested in what the other person is saying. Cultures and personalities will differ in how individuals feel about the issue of ‘personal space’: most individuals have a ‘personal physical space’, and will feel uncomfortable about someone coming too close, especially for a prolonged period of time. As with many things related to communicating with someone you don’t know, the most sensitive thing to do is often to mirror the behaviours of others (see the section above on establishing a rapport), so leaning forward when they do – and to the same extent that they do – is often important. 
Eye Contact – making eye contact is essential if you want to show that you are listening. As with leaning forward, making eye contact shows to the other person that you are paying attention. 
Relax – there can be many different things going through our minds when we are listening to someone talk, some of which can be unconnected with the conversation of course, but some will be relating to the issues outlined in in the figure above. Being relaxed is crucial if we are to properly attend to what someone is saying. 
S.O.L.E.R gives some indications of non-verbal behaviour’s importance when trying to gather information. With the exception of the seating positions, there is one characteristic that the other aspects of this nmemonic have in common – the need not to demonstrate in inappropriate ways. Leaning forward too much, giving too much eye contact (i.e. staring) or being too relaxed (or even sleepy) can frustrate the listening process as much as not doing these things at all. 

If we are failing to gather sufficient information, then our interpretation of that information and our understanding of its significance will be severely affected, with the consequences identified above.

Interpreting Information – and Checking that Interpretation
If we are attending to the information properly, are aware and are able to overcome these issues, then the next stage in active listening is to interpret the information – verbal and non-verbal – that we have been given, and this is done unconsciously. However, we have to be sure that our interpretation is correct, which is why we use reflective questions. 
Reflective questions actively check that we have understood the information (its importance as well as its meaning), usually rephrasing what someone else has said. We could restate the information but that would just demonstrate we can remember what someone has told us, not that we have actually understood it. The questions we ask could either reflect back the content of the message – ‘So what you are saying is that your group asked you to do the conclusion for the group project but then never provided the earlier content for you to summarise?’ – or the emotion expressed by the speaker caused by a particular action – ‘OK, so you’re saying that you were really angry about that?’ – or both. It is usually important to at least recognise the emotion that someone else has felt. 
Reflective questions can be very powerful for ensuring that the speaker knows that we have been listening, but they also ensure that the feedback loop (mentioned in Part III ) is closed and that we have an accurate understanding or decoding of the other person’s message. In conversations where you have to give a difficult message to another person, it can be quite powerful to ask the other person to summarise what you have agreed. 

Helping To Calm Someone Who Is Emotional
If someone is really emotional about something, then it is very hard to give information to that person, simply because they will be listening to their own emotion rather than anything you say. If what you say does not align with their own emotion or to what has happened, then it will be likely to make them even more emotional – not less.
There is a very simple technique for assisting someone to get rid of their emotion, and it goes beyond being a passive listener. That technique is simply to ask questions, especially probing questions 
(What did you do next? What happened then? Did anyone explain anything to you about these things
(reflective questions (So you felt pretty irritated about that? And you felt that he was ignoring you, right? And the next thing he did was to meet with other group members without telling you?) 
Most human beings cannot be both extremely rational and extremely emotional at the same time, and most human beings won’t respond to rational questions in an emotional way, assuming they are asked politely.
The implication is that by asking factual questions calmly, the emotion will start to disappear as the brain focuses on giving factual information. Sometimes, an individual will recognise the other side to an argument as good questions are asked. As these things happen, they will gradually calm down and be in a place (emotionally) to accept any information you wish to give.
Listening well is not a passive process. Instead it requires paying active attention to information and an ability to interpret non-verbal and verbal messages well, and a willingness to then check that information in order to ensure an accurate understanding.
    


The three models and communication, why the communication is important, what are the kinds od communication, Verbal and non verbal communication and the active listening and so many important topics. This report is a short idea of what we learnt about the communication and how they are important to our personal and professional lives.
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