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1. Introduction
Communication, an important part of our day to day lives. From our talks on social media platforms to reading books. It is also the oldest form of expression, being used by humans from prehistory. Although we started to use only non-verbal communication, while evolution took place, we developed also verbal communication and today we use both in order to get our messages to the receivers.
Along time, researchers have come up with different models which we will approach in this paper. The models I will analyze are the Shannon and Weaver model, the Schramm model and Berlo’s model of communication.
This paper will also contain a brief analysis of the communication at my workplace, based on the models mentioned above.
2. Definition and importance
Each author has a different description as to what communication means, but at the end we all agree that the communication is the process of expressing ideas, feelings and offering people information. 
According to (Blythe, 2014) the communication is defined as being a transactional process between participants, who use international symbols. What we understand from this definition is that since us, people, are not telepathic need to translate into words what is communicated to us in order to be able to understand it. The way we do it is by breaking down into symbols the messages before understanding them.
We use it in our day to day activities, including at our workplaces, where over 70% of our activities consist in a form of communication. We either speak to our coworkers, write emails, or talk to clients. If we look at the statement made in (Worth, 2004) by Ken Matejka and Diane Ramos, “You need effective, persuasive communication skills for career advancement”, we come to the conclusion that communication is the key of advancing in your profession.
Also, according (Worth, 2004) we spend our communication time as follows: writing – 9%, reading – 16%, talking – 30% and listening – 45%.
There are also issues that can materialize in a communication process. These issues can vary, and they can be defined as “barriers”. A barrier consists of factor that can affect communication in a negative manner. As a common barrier we can use as an example is the language barrier, which can affect the communication between people who have different natal language. 
Communication is one of the most important parts of a person’s life, it is the most common activity a person can perform either by carrying out conversations, by reading a letter, a book, magazines etc. or by watching television, film, etc. (Blythe, 2014)
In the workplace communication is just as important, no matter what type of job we must communicate with people: they could be colleagues, clients, or suppliers, but the same communication applies. It is important to know how to communicate in a clear manner and avoid any miscommunications in order to be certain that we are carrying out a proper service.
3. Models of communication
The base of today’s communication consists in three models that we are going to describe in continuation. 
First model is the one presented by Claude Elood Shannon and Warren Weaver (known also as SW Model of communication) in 1948, second model is presented by Wilber Schramm which is the Schramm model of communication who presented this in 1954 and the third one is the model described by Berlo which is the Sender-Message-Channel-Receiver Model of Communication or for short SMCR Model of Communication.
a) Shannon – Weaver model of communication
As both Shannon and Weaver were engineers, they based their model on the machine technology (radio, radar, telephone) available in 1948. (Baines and Haslam, 2005)
The model introduced by Claude Shannon and Warren Weaver has below structure:
Information source → Transmitter → Signal (noise source) → Receiver → Destination
As all models of communication, the SW Model has as basic elements the following: information source (sender/ source), transmitter (the object of communication used in order to send a message to another person), the signal/ noise source (disturbances that affect the message that is send), the receiver (the object of communication used in order to receive a message from another person) and the destination (the person that receives the message).
According to this model the information source is encoding a message by using a code that the receiver would be able to understand. The receiver gets the message and decodes what it means by what he/ she is seeing, hearing, or reading and transposes it into thoughts. The clearer the message the less misunderstandings are met. (Mulder, 2020)
Into the model can intervene noise which can lead to miscommunication between both parties. The noise can be either internal noise (as an example we can describe a situation where our own opinions can alter the message we are decoding by putting our own emotions into interpreting the message we have received) or external noise (as an example we can imagine a conversation on the phone between two people with construction noise in the background making it almost impossible to understand the message we are receiving).


b) Schramm model of communication
Schramm model of communication has its origins in the model of Shannon-Weaver itself. However, according to Schramm since communication is a two-way process, if the receiver and recipient are not both participants to the conversation, then the communication is not complete and is ineffective. What we deduct from this is that if we only express our thoughts to someone without their direct reply or input, we cannot consider this an effective communication.
Message


Sender   			ReceiverMessage



He also claimed that decoding a message is essential to have proper communication and that the knowledge and cultural background of a person has an important impact. Why? Because individuals have a different interpretation of the message transmitted based on those factors. For example, having a discussion about Picasso with a painter would be different than having a discussion on the same topic with someone with no knowledge or interest in the subject. 

c) Berlo’s model of communication
Berlo upholds the idea that every message has an emotional aspect and creates the model of SMCR.
Source → Message → Channel → Receiver
· Source – is the initiator of the communication, transmitting his/ her message to the receiver. In order to do so the source needs to have communication skills, knowledge, culture, attitude, and a social system:
· Communication skills – the speaker should know how to transmit the message in an interactive way, engaging the recipients in the communication as well. The sentences should not be long as to bore the other persons, and the pronunciation should be clear.
· Knowledge – the speaker should have a deep knowledge of the subject in case the participants have questions. Also, knowing the subject helps in transmitting the right information.
· Attitude – even if the speaker has communication skills and knowledge, attitude is the key in maintaining the attention of the receiver, making the speaker stand out and the others to observe and listen.
· Social system – refers to the fact that even if the speaker possesses the above attributes, he also needs to consider the context of communication. For example, if at a party he tries to speak about politics or religion, the listeners will lose interest or get offended.
· Culture – this refers to the cultural background of the recipients of the message, and maybe even their native language.
· Message – when the source transforms the thoughts into words, a message is created which has the following components: treatment, structure, element, content, and code.
· Treatment – a speaker should know the importance of the message he is transmitting and how to present it in order to be accurate.
· Structure – the message should be properly structured in order to be efficient.
· Element – verbal communication alone will bore the listener after a time and that is why we need to combine it with non-verbal communication as well. Hand gestures, body movements and facial expressions make the speech interactive.
· Content – taking into account that we cannot show our thoughts to the person in front of us, we need to create the content, which needs to be accurate in order to create an impact on the recipient.
· Code – if we do not use the right code (facial expressions, gestures) to transmit the message, the recipient might get confused and the message gets twisted. For example, think of someone telling you how funny the movie from last night was with a straight face and arms crossed. You would clearly believe that he did not enjoy it as much as he says.
· Channel – refers to the environment through which the information gets to the receiver. Our five senses are the channels helping individuals communicate: smelling, touching, hearing, tasting, seeing. 
· Receiver – once the message reaches the receiver, he tries to decode it in order to respond properly. To do so, as per Berlo’s beliefs the receiver needs to have the same knowledge and skills as the source, which is not plausible since individuals have different backgrounds.

4. Effective communication at the workplace
At my workplace communication is a key factor. My job consists of talking to people and listening to what they need and providing them with a good service. 
Communication in my job usually occurs as it follows: it all starts with a person (sender/ source) which comes into the restaurants and requests a table which I provide; them they order what they want and need to eat and drink (the message) with specifications, then my job is to further pass the order to the chef so that he can prepare what the customer has requested, meanwhile I prepare their drinks. The feedback consists of me repeating the order they have just placed in order to confirm that I have understood what it is that they need. 
Sometimes in this type of job there are variant noises that can happen and disrupt my work. In can either be in relation to the technology we are using as SW model describes: our computer can malfunction during an order with can prolong the time the customer has to stay into the restaurant, or it can be a human mistake as to read the order wrong and give the client something else.
Or it can be an issue in relation with the customers as in a restaurant there are a lot of people coming there will always be people of different cultures with a lot of different accents which are harder to understand if they speak rapidly, people with loud children etc.
Communication at my workplace can be improved by providing language and technology training to all the employees in order to make sure they understand what they are told and know how to use all the technology available as it should.
5. Conclusion
As a conclusion we can now clearly state the basic element of the communication process which are the sender, the message, the channel, the receiver, and the feedback. 
We can provide a definition in which we can define communication as being the means of understanding other people by sharing thoughts and needs.
There are also obstacles we have to cross in communications and those are the barriers of communications, such as: the language barrier, cultural barrier, lack of clarity etc. 
We can not get rid of all miscommunications that appear, but we can try to overcome them by attending courses or trainings in this regard.
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