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This report focuses on demonstrating my understanding of the models of communication and the communication skills that have been discussed in this module. Background meaning from Latin communicare means 'to share' or 'to be in relation with'; following a brief dictionary explanation that states "the imparting or exchanging of information by speaking, writing, or using some other medium". The key purpose of communication is to create a process of transmitting a message between people, subjects or organizations; in all cases, there is always a sender and the receiver. Communication can take place always, but not always there is effective communication. There are several factors that need to be consider when it comes to evaluating poor communication, especially when we want to improve communication with a receiver or wide audience. 
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· the Shannon-weaver mathematical model,1949
"The fundamental problem of communication is that of reproducing a message sent from one point, either exactly or approximately, to another point" (Shannon, 1948, p. 379).
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The model shows a clear step by step process of how the communication is progressing. First, we have a sender who or what is an information source to the encoder. An encoder is a person who holds the message that needs to be passed on to the decoder. Before the message is passed on to the decoder, the encoder needs to evaluate what channels he would like to use and what are the distractions. Most of us use technological devices, and to communicate, we use online platforms such as emails, social portals, WhatsApp or Microsoft Team. The encoder needs to think of who is decoder is in order to choose the appropriate communication channel. Once this is evaluated by the encoder, the last part most important in this model is the receiver – destination point. What happens after the message was communicated through all those stages, was it effective, what could have been done better, what's the outcome of that communication. Example to support the understanding how the model should work was taken from management study guide. Example focus is between Vice President and Supervisor of a marketing international corporation. Vice president informed his supervisor that he would like him and his team to develop a strategy plan to achieve a company goal and to use this they should use marketing methods that company got in hand. Supervisor has understood the task that has been given, but his lack on interest as he was on the way to his lunch made him pass the information to his team member thinking they will create the strategy plan and he does not need to be getting involved any further. His idea was that the plan will be delivered to the Vice President and no further work needs to be completed by him which was incorrect. 
This shows that feedback and more time that is mention in the model to be used was not used and resulted poor outcome of the requested task.

· Schramm's model of communication, 1954
[image: ]
Schramm's model of communication in 1954 was built on the basis of the Shannon weaver model. The difference of Schramm's model is that the key focus is on sender and receiver. The model idea is that coding and decoding are the essential processes of effective communication and believe communication has not to be completed unless the receiver provides feedback to the sender. This way, both sides have a full understanding of the message purpose that the sender has set it up at the beginning of the communication process.

What the sender needs to focus on here when it comes to effective communication are the importance of the subject and the outcome. Both sides will need to include in their communication effective listening and observation to be able to have a clear understanding and respectful discussion.

Sender and receiver will need to consider body language and language they use to not offend either side while communicating. For example, the way you talk to your friend, you will not talk to your manager or client at work. 



· Berlo's model of communication

The linear model of communication is a one-way interaction where feedback is not present. Linear is the primary communication model; whereas, the transaction model is formed based on the linear model. The sender communicates with the receiver without receiving feedback. It also represents the one-way process of communication. 

         [image: ]
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In any organization, the ability to communicate effectively is essential for getting the work done. Management involves the process of getting things done through others. People working in an organization should be instructed on how to do their assigned tasks in the best possible manner.
The purpose of the communication can be summed up into the following:
1 Transparency in Information Flow :
An uninterrupted flow of relevant information is necessary from top to bottom. Managers must inform employees at all levels about the disorganization goals and developments. The manager should take care to avoid misinforming and provide information in a language they can understand. The best course of action is to avoid difficult words. In the right circumstances, the right person should transmit the right information at the right time.
2. Coordination: The members of the organization must communicate with one another to accomplish the organization's goals. Coordinating all personnel's efforts is easier when there is effective communication.
3. Learning Management Skills:
By communicating, employees can exchange information, ideas, beliefs, perceptions, advice, opinions, orders and instructions, etc., which allows managers and supervisory staff to learn managerial skills through their experience with others. As the message travels, the experience of some of the senders will get reflected in some of the content, which can be analysed and understood by the recipient.
4. Preparing People to Accept change:
Professional communication is a vital tool for the management of any organisation to make staff accept and respond positively to a change in the organisation's policies, procedures, and work style.
5. Developing Good Human Relations:
Workers, managers, and other staff communicate to share ideas, opinions, and perceptions. They are better able to understand each other this way. As they recognise their colleagues' difficulties at work, they sympathise with them. As a result, good human relations are promoted within the organisation.
6. Ideas of Subordinates Encouraged:
Communicating facilitates the exchange of ideas between subordinates during challenging situations. Developing creative thinking will result from this. Employees will reinforce the feeling of belonging to the organisation if subordinates are given due credit for their ideas. Their superiors will be more likely to share information with them without hesitation as a result of this. A manager is expected to know what subordinates think, say, feel, react, and feel, and the subordinates are equally expected to know the same from the lowest level employees of their respective departments.
Importance of Communication:
Management and industrial relations can be improved through effective communication. In our modern society, the growth of telecommunications and information technology and the increasing competition and complexity in production have made communication an increasingly important element of every organisation, no matter how large or small. Effective communication is essential among executives, either with their superiors, colleagues in different departments, or their subordinates. The employee will enhance his performance, and he will be in a position to give the company his 100 per cent.
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	Individual Communication Skills
	Skills at the workplace 

	· Offering and taking feedback
· Understanding body language

	Initiative

	· Active listening

	· communication

	· Adapting your communication style to your audience

	· collaboration

	· Friendliness

	· Decision making

	· Confidence

	· integrity

	· Volume and clarity

	· management

	· Responsiveness

	· Problem-solving 
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The best example of poor communication was when I was taking part in a group work presentation. Our communication was poor which in result unable us to achieve a higher score. Reflecting on the communication between each member of the team and myself I can state that our team leader who according to the Shannon-Weaver mathematical model, 1949 was an encoder was not able to make us be on the same level of understanding of what is expected from us when it comes to the final presentation. Each of us has our own idea of how we would like to present our part of the work.
We have used different channels of communication to keep in contact but personally not every individual has taken their part serious. This has created a conflict as people who stated that they do not understand what they need to complete thought work will be completed for them and handed in as their own. It has escalated to the next stage of the model which is noise, this included excuses of not having a device to work on, people where have other responsibilities such as different hours of work or childcare. Some members decided to go abroad and have not kept in contact for few days.
Our communication channels were emailed to avoid possible plagiarism and a WhatsApp group so each member could see what was discussed each time someone raised a concern. Personally based on the evaluations of each model and communication skills I should have come up with the initiative to book a video call meeting via Microsoft Teams that would allow us to share our screens as well as create discussion and clear any misunderstanding before the due date.
However not seeing other members motivated put me off being a motivated team member and leading the group as our team leader was not able to do so. I see that to have effective communication it takes two sides the encoder and decoder to work together and show interest. Without that interest, there is only a one-way process of message coming out but there is no response in return.
After the presentation we had a conversation as a group as our feedback from the tutor was that we could of doing much better. We did conclude that the reason of our poor communication was the lack of understanding the task as well as we have not motivated each other to keep working rather than just accept the excuse that was passed on and not be determined to resolve the conflict and focus on work.
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In conclusion, having a full understanding of communication models and being able to identify communication skills allows me to look at any future group work different. I am much more confident to take a role as a leader and use available to me channels of communication to make sure each member have a full understanding of their role and responsibilities. Be more strict, when it comes to setting up group meetings and making the meetings more constructive using agendas and logs to achieve set aims and objective before the final presentation. 
I believe for effective communication the key skills to obtain are effective listening and observation. This allows you to gather all relevant information as well as be able to provide better support. 
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