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Introduction 

The purpose of this report is to write a reflection of what has been taught in class, we are going to be using the module of communication from Shannon and weaver (1948, schramm 1954 and Berlo (1961). The reflection will be made on the module of communication, communication skills, Active listening and empathetic listening. Moreover we going to be given example of each case study  that happened at my work place and how the problem where resolve .

























Models of communication                  

1 I will  outline and evaluate a specific, well-known model of communication created by Shannon and Weaver (1949) 
Note: The sender's communications are turned into signals, such as telephone.

Decoder: The signal receipt point that turns signals into messages. Encoding in the decoder 

-case  study: also discovered that nearly a quarter of their sample worked in an entirely open office, despite the well-known drawbacks of distraction, lack of privacy, insufficient storage space, and a poor indoor climate (e.g.,Brennan et al., 2002  ;Kamarulzaman et al., 2011;Kim & de Dear, 2013). On the other hand, an advantage of more open work environments is the increased frequency of unplanned face-to-face meetings during which knowledge is shared (Appel-Meulenbroek, 2014), though there have been conflicting findings on the quality and quantity of interaction in open offices (e.g., Brill et al., 2001; Serrato & Wineman, 1997, 1999).

Example of this case at my work place : this issue happened when having a group of 10 to 15 person in a meeting and there are a lot of background Noise and there is Equipment working and making loud noise in building, when our manager was giving out information about the new change of teams. After the meeting a Feedback leaflet was given out to everyone to fill in Their Option at the end of the meeting,  that is where the  manager Knew that we did not get the Actual information that was  given to us.

Solution: the manager have to send out a copy of the meeting Discussion by post to everyone that Attended the meeting and Instruction was given that after reading the letter that  feedback leaflet must be sent back to her as soon as possible before the changes Comments, we all Fill our feedback leaflet and send back to her before the given date. Here is where the manager now Feel confidence that the information is well understood.

2) Schramm's Model incorporates various components for communication. 

The sender of a communication is the one who sends it. 
The encoder is the one who converts the message to codes for transmission. To communicate our ideas to the message receiver, we must consider the appropriate phrases to use and the order in which we should send our messages. 
The decoder receives the encoded message delivered by the encoder and turns it into a language that the person can comprehend. When we get a message, we must use our reading, listening, and other skills to decode the message so that it makes sense to us. 
The interpreter is the one tasked with deciphering and analysing the communication. The message is this: The message is received after it has been translated. The receiver and interpreter are the same person. One person.

Case study will be the Professor and the villagers, this is the case where feedback will not be given because of the level of communication or understanding  skills. Are not in the same level. is the Barrier Between professor and the villagers, the sender is the only person in the 
Centre of the communication because the Receiver has known Understanding
Of the information passed on to them. furthermore  the sender will not be getting a feedback. 

Example of this case at my work place: we going to be referring to manager and the staffs, which they are from different countries with different language and understanding skills because when the manager is having a meeting with the staffs a lot of people do not understand what the manager is saying, she is English and the staffs are from Africa, India, Philippine and English too. 
 solutions : in this case for a good understanding the manager always  use the  Floor manager which there from Philippine  and Indian to -interpreter and the manager also uses , poster with signs and and also giving training  to the staffs at all time and she always updating the poster with different Languages this is the model of which she always use to get  a good feedback from the staffs to be sure is she is well understood.

Berlo  model of communication (1961) places the speaker in the centre and suggests that the speaker is the one who drives the entire communication, Berlo's model considers the emotional part of the message.

The case study of Berlo communication will be the Professor and the villagers,-this is the case where feedback will not be given because of the level of communication or understanding  skills. Are not in the same level. is the Barrier Between professor and the villagers, the sender is the only person in the 
Centre of the communication because the Receiver has known Understanding
Of the information passed on to them. furthermore  the sender will not be getting a feedback. 

 Example of Berlo model of communication at my work place: in this case we will be referring to doctors that always coming to my work place to check on our Residence’s. The Carers always find it Difficult to understand the Doctors Tense  and the doctor wanted us to get him the Residence  medication File Furthermore because we could not understand what he was saying we are unable to get him the file.we all was really thinking of what he said but unable to, which made the doctor to spend more time than needed.


What is communication skills : is the  ability to successfully communicate or exchange thoughts, 
"You'll need strong communication skills and the ability to collaborate with others." 
When sharing and receiving different types of information, you use communication skills. This can be expressed in a variety of ways, including written, spoken, typed, and even body language. It's possible that you will need to express your thoughts, feelings, or observations about what is  going on around you. Listening, speaking and watching  are all important communication abilities. With a good communication skills you can active your goals. Good communication skills enable you to a Team leader, Enable you to be a boss because you can share  your ideas in a way that others can understand.
  
Three types of communication 

Verbal communication: is The most common  sort of communication appears to be verbal communication.Is  makes use of the spoken word, whether in person or through the internet like phone or video call and  written  communication.Although verbal communication is critical in most situations, there are other nonverbal indicators that can help lend context to the words themselves. When nonverbal communication is combined with spoken communication, a more sophisticated message emerges.

Nonverbal communication with the publication of Charles Darwin's The Expression of the Emotions in Man and Animals in 1872, scientists began to study nonverbal communication and behaviour. Since then, a great deal of research has been done on the different types, effects, and expressions of unspoken communication and behaviour. can be intentional or unintentional. Because we can't see ourselves to know what we're doing, controlling facial expressions is particularly difficult. As a result, we may confuse communication by attempting .
   Example of nonverbal communication 
Hand gestures, nodding, and shaking the head are  of body motions (kinesics), which are often the easiest nonverbal communication 

Written communication 
 written communication skills can help you communicate messages and create reports more efficiently. They enable you to write in a clear and succinct manner, with specific messages that all audiences will comprehend.

Advantage of emails 
Email is a complimentary service. There is no additional cost to send and receive messages once you are connected to the internet. Email  is a convenient meth of communication. Sending a message is as simple as clicking a button once you've finished composing it. 
Email is sent, delivered, and read almost instantaneously, especially if an email system is connected into the network. 
Disadvantage of emails 
Email has the potential to overwhelm people with too much information. 
Some messages may be ignored or discarded, particularly if there are a large number of them arriving and the network does not have an email alert system linked with the PCs at work. 
 Email is cold and impersonal. 

Some items should be verbally relayed or written by hand in a note or letter, while others should be sent as written and typed messages. 





Active listening 
Active listening is the person willingness and ability to listen, noting what verbal and nonverbal cues are being given and then providing relevant feedback to demonstrate that you are paying attention to what is being said. This type of listening show that the speaker and listener are on the same page. Speakers get validation that their message is getting across, while engaged listeners take in more information and have a better understanding. 

Why is active listening important in the workplace?
It helps you build connections,It helps you build trust,It helps you identify and solve problems.It helps you increase your knowledge and understanding of various topics: Great employees are continually looking for new methods to expand their knowledge. Because active listening aids memory, it will also assist you in better understanding new topics and remembering what you've learned so that you may use it in the future.








Empathic listening : by Carl Rogers, a humanistic psychologist 1980,p.143
is the act of paying close attention and responding to the input of others during a conversation. Empathic listening requires establishing an emotional bond with the other person and identifying parallels between their experience and your own in order to respond with greater sincerity. Empathic listening, also known as active listening or reflective listening, entails being aware of the other person's viewpoint. Giving support and encouragement rather than advise or criticism is a major characteristic of empathic listening.

Empathetic is a multi-faceted process rather than a condition in which the listener is "entering the other's private perceptual world and being totally at home in it" (Rogers, 1980, p. 142). It entails sensitivity to the speaker's feelings on a moment-by-moment basis, as well as briefly living in the life of the other without passing judgement. 

Another part is being aware of the speaker's unconscious feelings while taking care not to reveal anything that is below the speaker's conscious level and could endanger them.
Benefits of empathic listening
Helping you act considerately: Once you've developed the practise of thinking about other people's feelings, you'll be more likely to act generously and compassionately in your daily life.. And is
 Productivity enhancement: Coworkers who trust and understand one another are more likely to work well together. They can work for longer periods of time when there is less conflict, resulting in higher output. 
Workplace issue resolution







Conclusion

The role of an empathic listener is to be supportive, kind and caring.

Listen carefully and without judgment. Interject occasionally to show that you've understood what's being said. Where appropriate, repeat key phrases to encourage the speaker to open up.

Pay attention to what's not being said, too. Take note of the speaker's emotional state, their tone of voice, and their body language.
And, when you successfully win their trust and confidence, make sure that you respect it.
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