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1. Introduction:
Communication is the procedure by which messages or information is dispatched from one place or person to another, or the message itself. It is also an interchange of information and the expression of feeling that can result in understanding (from Latin: communicare, meaning "to share" or "to be in relation with"). A good communication can increase teamwork and lead to better project cooperation. There could so many barriers that could affect our message, such as not using an appropriate plain language, disorganized messages, information overload, etc.
2. Models of communication
2.1 Shannon and Weaver:
Shannon and Weaver model of communication is a 1948 linear model of communication.  It is a mathematical theory of communication that is used to facilitate communication between a sender and a receiver. It is an SMCR (source, message, channel, receiver) model of communication that involves sending a message from a sender via a channel to a receiver. In this process, the message could get distorted by noise in the channel phase.  This linear model of communication provides a foundation for comprehending the sending and receiving of messages.
This model of communication, is as shown in the diagram below:
[image: Diagram

Description automatically generated with medium confidence]

In other to understand this properly the below example explains what happens in the communication model.
Pedro works on a building site and Maria is his wife.
One day Maria phoned Pedro.
‘Hello, Pedro, when you’re coming home, see if you can get me a chicken.’
‘Okay,’ replied Pedro.
When he got home, Pedro took off his boots and coat and went into the kitchen.
‘Maria, where are you?’ He said.
‘Here – in the sitting room,’ she said.
When Pedro went into the sitting room, Maria said, ‘Where is the chicken?’
‘What Chicken?’ Asked Pedro.
The one I asked you to get on your way home.’
Oh, no! I thought you said when I come home I will see you in the kitchen!




2.2 Schramm:
Schramm's Model of Communication is a 1954 circular or cyclical model of communication, the Shannon-Weaver model served as its inspiration. Schramm’s first hypothesis was that communication follows a circular rather than a linear paradigm. This approach is based on the idea that both the sender and the recipient must understand the message. In contrast to previous communication models, this one includes all of the fundamental components of communication such as Encoder or Sender, Decoder or Receiver, Interpreter, and Message.
This model of communication, is a shown in the diagram below:
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2.3 David Berlo:
Berlo’s model of communication is a 1960 linear model of communication. This model of communication is similar to the others, like Shannon and Weaver, it is linear and without feedback. This Model of Communication by David Berlo captures communication in its most basic form. Sender, Message, Channel, and Receiver are all abbreviated as SMCR. This communication tool may be used for more effective communication since it also emphasises the coding and decoding of the message. The source who composes and transmits the message to the recipient is known as the sender. The source, who is also the one who encrypts the message, initiates communication. The receiver is subject to the same factors that may affect the sender.

According to Berlo's SMCR Model of Communication, the following elements have an impact on the source:
Communication skills: Communication skills include: reading, listening, speaking etc.
Attitude: The audience, receiver, and subject are all impacted by one's attitude, which alters the message's intent and effects.
Knowledge: Familiarity with the subject of the message makes communication more effective.
This model of communication, is a shown in the diagram below:
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In other to understand this properly the below example explains what happens in the communication model.
A Professor of English at a well-known Welsh University lived in a large house not far from a little village. He never went into the village, bur shopped in the town near the University because he had nothing in common with the village people, who were largely uneducated and did manual jobs.
One night, the professor fell asleep while smoking his pipe and the pipe fell onto the carpet and started a fire.
When the professor awoke and saw the house on fire, he rushed into the village, screaming:
‘The edifice is being consumed by a great conflagration!’
‘The edifice is being consumed by a great conflagration!’
The village people looked at him and continued doing what they were doing
‘Don’t you understand?’ He said. ‘‘The edifice is being consumed by a great conflagration!’
They ignored him.
When the Professor returned home, he saw that his house had been completely destroyed. He sat down on the ground and wept.
The next day, he went into the village crying. ‘Why, oh why didn’t you help me? My home has been destroyed by the fire. I came and begged you last night.’ He wept.
‘But Professor, why didn’t you say that your house was on fire? We would have helped.’







3. Communication skills

Verbal communication:
Any exchange of information with others that involves words is referred to as verbal communication. These words can be written or spoken.

Non-Verbal Communication:
Nonverbal communication is the exchange of messages or signals through nonverbal cues including body language, gestures, and nonverbal cues like eye contact and facial expressions. It makes use of kinesics, distance, physical environments/appearance, voice, and touch in addition to social cues.

Listening: 
Active Listening: In order to engage in active listening, you must pay close attention to the speaker, comprehend what they are saying, respond to and think about what they are saying, and remember what they said for later. As a result, the speaker and listener remain actively involved in the discourse.
Empathic Listening: With a deeper comprehension of what is being communicated, both academically and emotionally, empathy listening is a disciplined listening and questioning strategy that enables you to build and improve connections.

Workplace example:
At my workplace, for example, my manager calls a meeting of all staff in the morning  for few minutes before opening, he basically inform us our last day report and what we have to do during the day for each department, for example front of the house, kitchen, etc. He is English and speaks very quickly to us, also he have a strong accent. Us who are mainly foreigners do not understand him. When he is finishes speaking, he leaves the room and a lot of us are fully confused. We do not get to ask for clarification, which could be dangerous because when you work in the hospitality section the kitchen is most dangerous place and we need clear instructions. In the case of Maria and Pedro, the confusion could have been avoided if there was feedback and clarification. Similarly, our manager should ask us if we understand what he had said. This will avoid confusion and accidents.
 
4. Advantages and disadvantages of communication technology
Advantages of communication technology: 
· more efficient
· faster method of communication during emergencies
· able to communicate from anywhere in the world
· long distance communication is easier
· communication made easier

Disadvantages of communication technology:
· harder to use for people of older generations
· cyber-bullying and cyber-skyping made possible
· not always reliable
· makes communication less personal
· not always sure who you are communicating with

Conclusion:
In conclusion, with this report, I have learned the main three models of communication and how do they work. I have also learned the different types of communication skills and how to apply with them, such as verbal, nonverbal and listening. I have made some researches about the advantages and disadvantages of communication technology. I have learned to be more careful with the technology.
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