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Communication skills are the most important skills for success.                         Effective communication is fundamental for any organization. When we speak about communication as the most important management tool or skill we must understand why is for important and vital in our daily routine at the workplace.
The word communication means a person which wants to share and idea, will understand what we speak and write only when we communicate it in a certain way that we both can understand each other.
An idea itself cannot be understood by people, that is the reason why we must find the way to express it either is in words, signs, or symbols or even with our own body, as a body language. There are many variables inside the meaning of the word communication, the main types of communication are: 
Verbal communication, in which we listen to a person to understand the message, it is an oral way of communicating.
Written communication, in which we read the meaning of the words to understand the message the other person wants to communicate.
Non-verbal communication, in this case is what we do not say verbally or written, but we want to mean with our body language, such as body stance, tone of the voice, facial expressions… This is the first and most old type of communicating a message to others.
In summary, communication skills are abilities we use when we receive or give others any type of information, they involve speaking, listening, and observing.
We can also speak about many different types of skills that include or, are required from our side to be able to have an effective communication.




Active listening is one of the most important skills to take in consideration when we are interacting with someone. It means to pay close attention to your speaker, focusing on their message, avoiding distractions…
We must adapt our message to our audience, as different audiences mean different styles of communication, rather is more formal way of using terminology, or a more informal and friendly way to speak our message.
Confidence is one of the valuable skills we can use in the art of communication.
Mainly and interpersonal skill confidence can be developed. When speaking, we can project confidence with our body language, tone of our voice, and our looks are important factor. A confident speaker has more guarantee that his message will be understood.
Giving and receiving feedback could be one of the most difficult skills in the communication, a strong confident communicator must be able to accept critical feedback from the audience, this feedback also needs to answer questions and provide solutions.
Volume and clear speaking, it is important to be as much clear as possible when we speak, as well as raising our voice in an audible level to minimalize any kind of misunderstanding or miscommunication of or message.
Empathy is a skill that we need when speaking to others, to demonstrate we are able to understand, feel and share their emotions, once both speaker and listener present empathy for each other, the message and the communication will be more fluent and reliable, as both trust each other, show empathy and respect for each other’s message or idea.
Understanding nonverbal skills, in this case referred to our body language. When speaking to others, we must pay close attention not just to their message as active listeners, but also to their body language, expressions… as all of those things carry hidden messages that a good listener does not want to avoid, as for the same part we have to pay attention to our own body language and if it matches the message we want to deliver.





Apart from those three main types of communication, and the rest of the skills mentioned previously, there is two main theories of communication models, those are, Shannon and Weaver model and Berlo´s model.


Shannon and Weaver model of communication is known as the mother of all models because how popular it is. It was developed by Claude Shannon and Warren Weaver in 1948. It is a linear model of communication; this model explains how our messages are lost or do not reach fully the person we are meant to communicate in the process.
By saying this is a linear model of communication, is due to the nature of the model itself, which can be put in one line, like this:
Information source- Transmitter-Channel-Noise-Receiver-Destination
The information source would be the message we are sending, the person who was the information, the sender has different options how to send the information, rather orally, written, our body language, transmitter in this case would be the way it is sent, as Shannon and Weaver model try to explain communication trough computers and phones mainly, face to face wise we could be the person to convert and idea into a message. Channel where our message is converted into signals, the medium for our message to reach.
Next step is the noise, interrupts the message while it is on the way from the person who sends it, the sender, to the receiver. There are two types of noise:
Internal and external.
Internal noises refer to a mistake of the person who sends the message, or the person who receives the message. In the case of the sender, and example would be a misspelling of a word in a text. In the case of the receiver would be a misunderstanding when reading the text. Also, both ways or mistakes can also happen in a face-to-face scenario, where the sender gives wrong, confusing, or unclear information to the receiver. And the other way around when the receiver does not understand or misunderstands the message of the sender.
External noises refer to something happening externally, out of the control of the sender the receiver, blocks or impedes the message. The goal for people using this theory or model of communication is to minimize the external noises to optimize the quality of the message.

I´ll know give two examples of both internal and external noises in my working environment.
Internal noises happen often in my new work environment, which is a luxury hotel, in this work, me as a concierge, must deal with all guests enquires, bookings, reservations, phone calls and emails. With previously mentioned that Shannon theory focuses more on this sort of online or web type of communication.
There are many problems that occur when contacting a guest, through the phone or email. Sometimes I make spelling mistakes, of words or numbers that can lead to a confusion. There was one specific time, a guest asked me to book a reservation at one of the most luxury and prestigious Japanese restaurants in London, named Roka in Mayfair, for process the reservation the restaurant asked for the credit card details of the guest, which is never secure and comfortable to ask during a phone call. I called the guest back and let her now the restaurant requirements, she agreed to give me the details, during the process she made a mistake of one of the numbers, making me impossible to continue, she then proceeds to send me the details via email but write the wrong post code attached to that card. At this point I was unable to make any reservation due to those small spelling mistakes. I contacted the restaurant and they agreed to book her without the booking fee, so at the end I manage to make our guest happy. 
This would be one and the most recent of many examples of internal noise that may occur in my workplace while dealing most of the time with phone calls and emails.

As an example of external noises, the noisiest working environment that I have been at, would be at the construction. During lockdown I started working at construction with my relatives. This environment brings any type of loud noises during the shift, such as drilling all over the place with huge decibels, grinders cutting steel, one of the loudest noises, and the security factor that we must wear ear protectors because of the loud machines used at work, made this job one of the hardest if not the hardest to communicate, while this brought some serious misunderstandings, stress, and negativity between the co-workers.
My most stressful example would be, while we were working at the basement of the house we were building, the communication was limited, the concrete walls block sounds from outside, being deep in the ground makes it even more limited, we also were using a digger inside with it is motor running, making our communication hard and the need to scream to be able to understand each other. While I was carrying some heavy rubbish such as metal parts and woods, also having my ear protectors on my ears, my cousin who was driving the digger did not want me to leave the rubbish at the corner I was pilling everything, he started shouting at me, but the fact the digger was on, my own ear protectors and a co-worker using a drilling machine, made absolutely impossible for me to hear him, this brought him to get really mad at me, to the point it escalated so much I was not able to work with him again.
Overall working in such environment with such a poor and lack of communication and adding the fact the huge number of external noises, makes it the hardest place to have proper and clear team communication and understanding, while being a really dangerous workplace that requires the clearest of the communications.
The next model of communication is Berlo´s model or theory, also known as the sender-message-channel-receiver (SMCR). This model was founded by David Berlo in 1960. It is the most basic form of communication. A one-way model of communication, linear and simple.
This model is more of and identifier of the parts of communication
Berlo´s model relies on four elements:
1.Sender: This is the person who sends the message.
2. Message: The information we want to send to or communicate.
3. Channel: The way or medium we use to send the message through.
4. Receiver: The person who receives the message or whom the message is directed to.
This model it is mostly used in television advertising, newspaper, magazines, and some basic types of social media.
This communication model emphasises on the coding and decoding part of a message.
 Berlo model focus and identifies some factors that could affect the message from the sender such as; communication skills, the attitude of the sender and toward the audience, the knowledge the sender possess about the subject he is speaking about, cultural differences that could affect the message and the way it is perceived from the audience. 
The message presents factors as the content of itself, the elements that involve gestures, signs and all the body language, the structure of the message and how logical it sounds and the code, meaning if it is written, oral…
The channel may present and be able to hear, see, touch, or even smell and taste to receive the message.
The receiver is the person who decodes the message, is affected by any type of disruption process of communication. Could be lost or distorted by a different channel or maybe a noise may occur, making the receiver understand the message partially and not the full meaning.
An example of a lost or distortion message, at my workplace, situations like this occur frequently, most of the times, when me or some of my colleagues deliver some luggage to a room or different floor than me, we use radios or walkie-talkies to communicate with each other and make sure everything is going fine, this message through the radio, can be hugely distorted making or communication confusing or partial, creating some problems between our effective co-work.


References 

By Indeed Editorial Team
December 3, 2021, https://www.indeed.com/career-advice/resumes-cover-letters/communication-skills

By Lumen Team https://courses.lumenlearning.com/atd-tc3-management/chapter/different-types-of-communication/

By Communicationtheory Team https://www.communicationtheory.org/shannon-and-weaver-model-of-communication/

 Chris Drew, PhD / September 29, 2019 https://helpfulprofessor.com/shannon-weaver-model/

Narula, U. (2006). Communication models. Atlantic Publishers & Dist. https://scholar.google.com/scholar?hl=es&as_sdt=0%2C5&q=berlo+model+of+communication&oq=berlo+model

Janse, B. (2018). Berlo’s SMCR Model of Communication. https://www.toolshero.com/communication-skills/berlos-smcr-model-of-communication/


