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1. Introduction
This report will focus on the three Communication models studied in class and communication skills and will use Case Studies and personal experience to demonstrate how they work. Then moves on to discuss Communication skills barriers and key elements to effective spoken communication skills, the importance of body language and other aspects of non-verbal communication, and the essential skill of listening to others.

2. Models of Communication

     2.1   The Shannon and Weaver Model (1949)
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This diagram above is showing the Shannon and weaver model with the theory of communication. Around 1948/1949 Shannon who a mathematical and waver who was a scientist came together which they both came up with a developed model called Shannon and weaver which describes how communication works. “Bell System Technical Journal” called “A Mathematical Theory of Communication” and also called as “Shannon-Weaver model of communication”.  (Shannon and Weaver Model of Communication, 2021)
This model is known as the mother of all models what got induced first which explains the communication between the sender and receiver. What they believe to affect the communication process was the noise. 
Sender (Information source) – will send a message they desire to the receiver 
Encoder (Transmitter) –Encoder is the sender who uses machine like a phone, which then converts message into signals.
Channel –Channel is the part what convey the message from the sender to the receiver this also comes with feedback noise 
Decoder (Receiver) – Decoder is the receiver side of the machine used to convert signals into message.
Businesstopia, 2019 
                                                          
The case study Maria and Pedro shows poor communication. Pedro received a phone call from his wife maria while at work. His wife had asked him to bring home a chicken, Pedro finished work went home and went to the kitchen instead of getting the chicken that she had ask for. Pedro misheard kitchen and chicken due to the noise from heavy machinery. 

      2-2   Schramm (1954)
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Wilber Schramm proposed the model of communication in 1954. Information is of no use unless and until it is carefully put into words and conveyed to others (Juneja ,2021). Encoding or source it would be called plays valuable role due to the process of communication by having an idea and turning it into content. Unlike Shannon and Weaver, this model is a circular model. One person will send an encode message the receiver will decode the message send one back. Schramm is a two-way message continually passing back and forward between sender ad receiver therefore the message and communication on both parties be understood.
In the case study Pedro and Maria, he could have made sure during the call to have gone to a quieter place and if that not possible to then tell his wife to call back later to understand what would have been said.
  
2.3 Berlo (1960)
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Berlo in 1960 developed Berlo model that has the same communication model to Shannon, weaver, and Schramm. So, you have a sender or source who send the message through the channel this could be a phone radio to someone or the receiver. SMCR model has more focus on the encode and decoder before the sender source send the message. So, before the source sends the message are the communication skill going to be good, is the attitude on a level or is the idea you send going to be understandable. Because of the important factory of model which is the Nosie that interfere with the message although with Berlo it did not allow feedback 
Source or sender will send a message, but this includes communication skills of the sender, their knowledge and attitude of how they send the message 
Message includes the structure, content, and code of what has been sent due to interference from feedback 
Channel is where the sense of seeing, hearing, touching, and smelling come into play
Receiver is just like the source which is the recipient of the message sent from the sender including their attitude knowledge and culture of understanding the message  
(Drew, 2021)
In the case study ‘The professor and the Village People shows a professor fell asleep while smoking his pipe the pipe fell onto the carpet. He rushed into the village, screaming ‘the edifice is being consumed by a great conflagration, miscommunication of incorrect information when the professor should have said there was a fire which would have been more understandable to the people in the village therefore, it was poor communication of the professor.

 3. Communication skills verbal/written/non-verbal and listening
The word communication is derived from a Latin word meaning "to share “(Dingwall, Labrie, McLennon and Underwood, 2021) Communication is also a process exchanging information through a common system of symbols, signs, verbal, and nonverbal language.
The key to effective communication is that the message is transmitted and understood clearly by the recipient, without misinterpretation or omission of information (culture and phrases, 2021). Communication enables information to travel from one place to another place which could be a person or group of people. All communication involves at least two people a sender and a receiver in between may have distraction. 
Communication skills come with different type of skills involve speaking, listening, observing and empathizing. Communication skills help with everyday life and is used by face-to-face interaction, phone conversation, digital via email or social media. Verbal communication it enables you to express or share information with others or a group with words or sounds. Oral communication will be face to face or on the telephone using words of your choice that one can understand and interpreted. 
Communications skills also come with barriers that tend to affect the communicate due to the cultural differences and language. Communication style may differ so the pace of the speech will be slow or at a fast pace.  The inability to listening to other people could be very poor communication. Communication can be understood in many ways some people understand without even trying. 

3.1 Verbal Communication
Verbal communication is any communication that used words to share the different information between one another. These verbal words could be spoken or written in letters, texting, and emails. Written communications include letter, email, social media, books, magazines, the internet and other media. (Doyle, 2021) 
Verbal Language helps us express our feelings and thoughts, when speaking with others, your tone clarifies and conveys meaning. A phrase as simple as “I don’t know” can be taken in a number of different ways depending on how you decide to express it. (AFTERBURNER TEAM, 2021). The tone which you use can affect the person view on you or not to speak with you again. This skills of element of the tone spoken can affect communication. Tone of voice is focused on the attitude behind what been said due to when speaking to someone your voice does not change but the way you speak can. This would play an effective role if like in a managing role the tone of voice spoken to a person could affect the way they will receive the information. 

3.2 Non-verbal Communication
non-verbal communication is an action through body language, sign or even signals.so the way we listen, look react, and move are all signs of communication without the person knowing. Non-verbal communications very important, it improves the ability to relate, engage, and allows you to focus on meaningful interactions in everyday life. Body language plays a role in the physical behavior., that can speak the loudest. The way the body operates the way we look with the eyes, move the hand make gesture and signs. The tone which will alert the audience or person. Non-verbal sometime lead to wrong information been used. if you’re being truthful, and how well you’re listening. When your nonverbal signals match up with the words you’re saying, they increase trust, clarity, and rapport. When they don’t, they can generate tension, mistrust, and confusion.
 you could receive a message slow or even fast understanding both what is been said and what has not been said. 
In the Barry and communication barriers it shows the communication between Barry and the employee is difficult for him due to a language barrier where he is running a business with employee working there from a diverse cultural and ethnic backgrounds. If Barry just tries to hire a team leader who can speak English and other diverse languages the communication will be better. Posting signs in employees' language, putting signs with visual so that the other will understand and see the interest in the employees. This will show to the employees his trying 
/
3.3 Listening Communication
Listening to another person accurately and interpret messages in the communication process. Listening plays a key role in communication, its effective and still can still be easily misunderstood. listening plays a huge part of communicating, Active listening show you have a good understanding to what been said. To make the effort to not only listen to the words communicates to them but to hear and complete the message been sent. Active listening helps to learn, put information together and understand quickly it’s beneficial for a professional environment to. to become a active listener you just have to pay attention, show that your listening, ask open questions, request clarification, attuned to and reflect feelings and then summarize.
There is different type of styles of listening. If the message receive is not understood it may be a failing to limit distractions according to Quintanilla and Wahl  ‘’When you are talking to someone on the phone, turn away from your computer if you're distracted from the message in your inbox”’ on that note you can be easily distracted by the computer from emails messages, social media. Its best to try stay focus on the phone call and interpret back. When listening you must listen because anything around you can easily distracted the mind of its focus on the message. Failing to focus on the message because of the computer results in inaccurate information receiving. 
When listening to verbal and non-verbal message it plays a big part of communication. Listening is important to business roles and functions like sales, market research, managing, coaching, and dealing with customers complaints. Also mention by Steve Roche “Without listening, no organisation can operate effectively, nor ultimately survive. Effective listening provides the information required to enable organisations to adapt to meet the changing needs of customers and keep up with market trends. This is very important due to the fact of customers' needs which indicate a supply and demand. If you were supposed to not listen effectively then the business will miss out on opportunities so it a must withing larger businesses to listen. 

Conclusion 
Effective team working and communication is key to what we do in everyday life. The report begins with communication model and then communication skills to understand the nature of communication differences. The model is there to give you an understanding of how communication works. The diagrams show you a straightforward way to understand how the message gets sent and received through effective communication with a team can work successfully with each other. We have communication skills such as verbal/written/non-verbal and listening that has helped a lot within communication barriers. In your personal life, good communication skills can improve your personal relationship by helping you to understand others and to be understood.
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