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[bookmark: _Toc1553507871]Introduction 
The aim of this report is to demonstrate my understanding of the tree models of communication defined by: Berlo, Shannon and Weaver, Schramm. Therefore, I will introduce the case studies debate in class during this academic term in order to demonstrate the importance of communication skills in certain situations. Simultaneously, I will present some examples of poor communication from my workplace and same suggestions on how to improve those situations. 






















[bookmark: _Toc1377190107]Models of Communication 
Receiving, giving and sharing information can be the best definition for the act of communication, in simple words writing or speaking and reading or listening.
Communication skills are essential for every individual as expressing our toughs, feelings and opinions will allow us to achieve our goals.   
[bookmark: _Toc1592289986]Shannon and Weaver
Claude Shannon and Warren Weaver Model of Communication argue that human communication can be broken down into six key concepts: sender, encoder, channel, noise, decoder and receiver. Lately Norbert Weiner added a 7th concept for the theory called feedback, that changes the model from linear to cyclical model. 
The Sender is the person, organization or group how is thinking at the message they want to communicate.
The Encoder tacks the message and turns into signals.it could be written, spoken or could be trough body language or signs.
The Channel refers to how the message is sent. Can be written or spoken conversations. Trough emails, letters or phones. 
Decoder is the stage when the message arrives and describes how the message is interpreted and converted to language by the receiver.
The Receiver has the message interpreted by their brain but not always is so simple therefore noise is the stage which can change the completely context of the message.
Noise stage refers to background noise or distraction from the conversation which interferes with the channel stage and makes it hard for the receiver to hear the message.
However, a very good example for Shannon and Waver model of communication is Maria and Pedro's case studies. Basically, Maria is calling her husband Pedro, who is working on a building site. Maria is asking Pedro to get her a chicken on his way home and Pedro replay with a simple” okay” .at soon Pedro arrives home he went straight to the kitchen looking for his wife, but he realizes soon that Maria is in the living room. Maria asks Pedro where the chicken that she asks to get on the way home. At that point Pedro realized that he understood Maria would be in the kitchen when he arrived home. 
Therefore, from this studies case we can clearly understand that Noise stage made the difference between the message sent and the message received.





[bookmark: _Toc386805891]Berlo's Model of communication 
In 1960, David Berlo set out his theory of communication also known as SMRC because of its four main components: sender, message, channel and receiver. Each component has many factors to be influenced by.
A sender, also called Source is the person how send the message to the receiver after carefully putting his thoughts into words. This is done with the help of communication skills, knowledge, attitude, culture and social system. 
Message also known as Encoding is the process when an individual transforms his thoughts into words and a message is created. Any message is influenced by some factors: content, elements, treatment, structure and cod.
Channel is the medium used to dispatch communication. In all forms of communication technical machines are used as channels. The channel of communication for every single human being is influenced by five senses: hearing, seeing, touching, smelling and tasting.
Receiver also called Decoding is the process when the message reaches the receiver, and he is trying to listen carefully in order to respond accordingly. 
[bookmark: _Toc1347271639]Schramm's Model of Communication 
In 1954 Wilbur Schramm published the circular model of communication. In his book The Process and Effects of Mass Communication, Schramm spoke and wrote about the communication model inspired by Charles Egerton Osgood model.
According to Schramm, communication is a circular and the recipient and sender of the message can be the same person.
In fact, it is misleading to think of the communication process as starting somewhere and ending somewhere. It is really endless. We are really switchboard centers handling and re-routing the great endless current of information. (Schramm, 1955).


[bookmark: _Toc708830582]Communication Skills 
In 2012 the National Board of Professional Teaching Standards defined communication as a tool that human beings use to meet their physical, social and emotional needs.
Communication is the act of transmitting information from one person to another in different ways, can be verbal, nonverbal, written or even using body language. Communication is important daily; it can be at home with your family or at work with your colleagues or superiors.


[bookmark: _Toc1929690554]Verbal Communication 
It is about what we are speaking and refers to our way of using words. Verbal communication can be oral; face to face conversation, radio, even a speech, and written; letters, emails, texts or reports. Verbal communication skills can be developed, once you choose the writhe words, tone, speed of speaking and clarity you can practice.
However, there are four types of verbal communication:
Interpersonal communication takes place between two people, can be a normal conversation with a family member or a job interview. 
Intrapersonal communication is an act that happens to all of us, speaking to yourself. 
Public communication is when a person or a group of people provide verbal information to a group.
Small Group communication is when more than two people are exchanging information, can be a casual conversation between more than two colleagues at workplace or a presentation for the colleagues.
Therefore, verbal communication has a clear intention and is extremely important but needs to match with our nonverbal communication other way the person how receives our message can misunderstand our thoughts.  

[bookmark: _Toc213546388]Nonverbal Communication
 It is the way we behave through our body language, gestures, tone of voice or facial expressions and plays a very important role as it can establish magnified interaction in everyday life and improve a person's ability to engage or relate. As mentioned above verbal and nonverbal communication are related to each other, as we can express our happiness by voice and the body language can express sadness. 
 
[bookmark: _Toc688127144]Written
Written skills are our ability to send a message, instruction or orders by writing thought letters, emails, telegrams, reports. Writing a message is less flexible and more formal if we think that a written letter can be used as legal evidence, when necessary.
 Simultaneously, writing can be a waste of time reported to verbal communication, but certain situations require written skills which can bring benefits to a company or promotion for individuals.
There are three elements of written communication: content of what are you writing about, it needs to be clear message; style referred to the way your message is written; structure is the way of the content laid out. 
 


[bookmark: _Toc323602601]Formal Communication 
The flow of official information through proper predefined channels with a hierarchical structure is called formal communication.
 However, formal messages can be time consuming as they require different processes until the information is completed and the communication flow needs more time. As it happens to be more stressful and requires longer time, formal communication is the most reliable way of communication as paper can be kept forever.
Emails, letters, memos, meetings, reports or presentations are formal communication, and it will always be necessary to have or gain these skills. 
[bookmark: _Toc1678416169]Informal Communication 
Unplanned conversation with your family members, colleagues at work or friends, notes that you put in your child lunch box are informal communication, this type of communications are not formal, they are more relational. Unfortunately, informal communications are not reliable but are quick and spontaneous. 
Berry is a 27 year old manager and qualified food safety officer which is trying he’s meat to keep the restaurant kitchen as safety as possible. He’s responsible for managing and supervising all kitchen staff. However, the restaurant has a high turnover of employees with different ages, backgrounds and cultures. Therefore employees receive a training on same day that come at work or sometimes they start working straight away without a training. Berry has made many efforts to ensure Berry has made many efforts to ensure the staff are able to handle food healthy, but one day he arrives at work, after a long night that he was working on his car and realized that some of the goods were stored on room temperature. At that point Berry felt that whatever he was doing was useless and frustrated. 
From this case study we can see that Berry got overwhelmed by the situation and tiredness. One of the best solutions for him will be to use effective communication with the staff as they are coming from different backgrounds with different cultures, he should try to offer them a proper training wit simple words in order for everyone to understand. 
However, Berry could use simple language and show them exactly how things should be made with the consequences of each task made incorrectly. Therefore, will be much easier for him to keep the employees in the restaurant longer and avoid losing time training new employees.
 

    
[bookmark: _Toc168504822]Poor Communication Example 
I am working as a restaurant manager and poor communication and misunderstanding are daily basis as working with people in my opinion is the hardest job because we are all different and coming from different culture.
However, it happened once’s that on a busy weekend we hosted a family for dinner in our restaurant. They are originally from Scotland and come to London for a week. The waitress is charge of their table reported to me a few times that she is not able to understand them and take their orders. I was extremely busy at that moment and I asked her to take the order for soft drinks and then I will go and take care of the customer. I need to mention that the girl in charge of that table was from Spain with a very short experience in hospitality industry. At soon I pop in to that table and introduced myself complains started to come from different corners of the table, at least this is what I understood from the customers body language because I was not able to understand many words and added the noise in the restaurant.Then I understand the waitress when she told me that she could not manage the situation. The issue was that both sides were speaking different languages but they were expected to understand each other. 
The solution was easier and faster than expected, I asked the customers if I could sit down with them and I explained to them that if they want a lovely dinner with quality service, we need to understand each other first.



















[bookmark: _Toc1147717471]Conclusion

Effective teamwork and communication modules made me understand the importance of those two skills in my life. I always thought that my abilities were good enough but in the last ten weeks I have learned that we are never good enough. Ther is always something to learn and new challenges for every single individual. 
However, between personal and professional life should be a line for everyone to keep the balance but communication and teamwork skills suit both our life as we need them daily.   





























[bookmark: _Toc500484134]References

Businesstopia (2019) Berlo’s SMCR Model of Communication [Online]. Available from: https://www.businesstopia.net/communication/berlo-model-communication (Accessed: 17 August 2021).
Davis B. (2021) What are the 3 elements of written communication [Online]. Available from: https://www.mvorganizing.org/what-are-the-3-elements-of-written-communication-2/ (Accessed: 20 August 2021).
Drew C. (2019) Shannon Weaver Model of Communication – 7 Key Concept [Online]. Available from: https://helpfulprofessor.com/shannon-weaver-model/  (Accessed: 19 August 2021)
GoodTherapy (2007-2021) Nonverbal Communication [Online]. Available from: https://www.goodtherapy.org/blog/psychpedia/nonverbal-communication (Accessed: 20 August 2021).
Management Study Guide(2021) Berlo’s Model of Communication [Online]. Available from: https://www.managementstudyguide.com/berlo-model-of-communication.htm (Accessed: 15 August 2021).
Schramm, W. (1955). How communication works. In: Schramm, W. (Ed.). Process and Effects of Mass Communication. Illinois: University of Illinois Press.


















	
	
	



	
	
	



