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[bookmark: _heading=h.379gellr2y3f]INTRODUCTION
Right from our home to our workplace, there is communication everywhere. From a song, speech to site head nod, or handshake, different forms of communication are used throughout the day without us realizing it.
Communication makes conveying thoughts easier and helps us to understand the perspective of another person. Learning would stop without communication since we cannot teach anyone without the use of text, pictures, sound, or sign language. There would be no exchange of ideas or thoughts without communication, and businesses would not be able to sustain, and neither could people.
[bookmark: _heading=h.hm1jypc4u81t]MAIN BODY
[bookmark: _heading=h.46mcmkvlidsk]Reflections
Communication plays a significant role in the day-to-day life of humans. Similarly, the role of communication is crucial in the business world. If we want to survive in the business world, it is essential to communicate properly. The primary purpose of communication is to deliver a piece of information from one party to another in its original form. Communication is considered successful only if the other party receives the meaning as intended by the sender. Therefore, the need to have a communication model that fulfills all requirements of the organization becomes essential. A communication model makes it easy to understand the communication process by representing the different aspects of the communication model in pictorial form. 

[bookmark: _heading=h.esaa8v281vp5]Models of communication
In this report I will write about three models that we studied in this term.
1.Shannon and Weaver’s model
2. Berlo’s S-M-C-R
3.Osgood-Schramm Model
1.1 Shannon and Weaver’s communication model is one of the complex communication models. It was the first communication model that considered the impact of noise on communication. In this communication model, Shannon mentions that the message sent by the sender can be distorted because of the presence of noise. Of course, we all know that the process is not always that simple, and there are often obstacles to communication. Therefore, the Shannon-Weaver model introduces the concept of “noise”. Noise refers to anything which interferes in the channel stage of the model. This could literally be background noise which makes it hard for a receiver to hear a message, or it could be distractions which prevent them from focusing on the communication. If you imagine you are talking to a service user who is in a great deal or physical pain, or perhaps stress or emotional anguish, then all those feelings would constitute noise, which would limit their ability to focus on, and interpret the message.
In my workplace my manager sends a message via phone text to us about changes in our daily process work. We do not receive the full message because of noise. The last phrase goes missing due to warehouse noise. Our feedback lets the manager know that the message reached incomplete and we get the chance to get the full message only after our feedback. This stage describes how the receiver interprets the message and converts it to language this could be a machine that does this electronically using binary data, or it could be our brains, when we pick up on all the language and communication data, including words, visuals, intonation and so on that form a communication transaction.
1.2 Berlo’s S-M-C-R Model explains the communication process using four elements of communication. Each of the component is affected by many factors. This model of communication represents the process of communication in its simplest form. Because this communication tool also emphasizes the coding and decoding of the message, it can be used for more efficient communication. When the message arrives, it must be decoded. The model also focuses on encoding and decoding which happens before sender sends the message and before receiver receives the message respectively. We talk through either one-to-one interaction in person, or through e-mails, messaging, calls and what not. That is termed as the medium. And the main element of this is the Message itself. The Berlo’s dynamic theory basically suggests that for Effective Communication. We're treated to dozens of advertisements, ranging from hair care products to the most modern hybrid vehicles. Unlike today's more modern forms of communication, like social media where we can engage in a two-way conversation with our favorite brands, we simply sit back and take in all the messages eager companies are sending our way. Television advertising is a one-way, linear form of communication.
1.3 The Osgood-Schramm model is the simplest communication model in the category of interactive models. It is also referred to as a circular model, which depicts that the message follows in both directions.
This model doesn’t differentiate between the sender and receiver in the communication process. Because in this model, both parties play the role of sender and receiver at different times in the communication process. The principles are as follows: This communication model is best for situations where communication takes place immediately. For example, in face-to-face communication, misunderstanding created because of the noise can be clarified immediately during the conversation. Both parties involved in the communication perform the tasks of encoding, decoding, and interpreting while communicating. Schramm’s model (which is sometimes associated with Osgood and Berland), is a reaction to the linear model that insists that communication is necessarily two way and is generally known as the transactional model. Elements of the Schramm model of communication include Encoder or Sender, Decoder or Receiver, Interpreter, and message. This model states that communication is a two-way highway, which means that information passes between the sender and receiver. One part of this model states that the message passes from the sender to the receiver, but similarly, when the receiver sends a message back to the sender, then role reversal takes place. The sender becomes the receiver and vice versa.

[bookmark: _heading=h.epb63iifn6jb]What is communication 
Practically the world runs because of communication. If it were not for communication, then we would be back in Neanderthal times. Communication is defined as the process of understanding and sharing meaning. It changes all the time and cannot be defined. Therefore, the concept of the process has a change in feedback, change in perspective, or any other relevant change which impacts the existing situation. For example, when we travel to the office from home, our process changes because our perspective changes since we interact with a different set of people. The next part of the definition of communication is understanding. Understanding means to comprehend or interpret. We will be able to understand a movie more clearly than merely watching non-moving pictures without explanation or sound. The last part of the definition is sharing. When we do something together with one or more people, then it can be termed as sharing. This communication is a culmination of all these components to form a comprehensible, knowledgeable, and informational activity to convey information, messages, or any other relevant thoughts to a receiver or a group of receivers.
[bookmark: _heading=h.azvjb8icb25q]Communication skills
The form of communication that occurs without using words is understood as Non-Verbal Communication. Facial expressions, gestures, postures, tone and pitch of the voice, kinesics, proxemics, etc. play a key role in non-verbal communication. In businesses, nonverbal communication plays a crucial role in revealing who we are, plus it also impacts our interpersonal as well as business relations. Nonverbal communications have been regarded as a critical aspect of disclosure for the ages. It applies to gestures, facial expressions, tone of voice, a touch of the eye, the language of the body, stance, and other ways of communication through which one puts different messages forwards without using the medium of language. Such non-verbal signs can provide hints and context of spoken communication. In many situations, we use behavior classes to communicate information for nonverbal ways. For example, to suggest disapproval, we might combine a frown with crossed arms and unblinking eye gaze. It may seem unprofessional to have poor postures.  We must incorporate the right nonverbal skills so that we can have the right impressions on our audiences. This will also increase the importance of our verbal communication. Our facial expression, vocal tone, and posture can often tell people exactly how you feel, even if you haven’t spoken a word. Research indicates that about 55% of interpersonal messages are conveyed non-verbally (Lavan, 2002).
Example: “Are you fine? You look a little unwell.” No one tells us that they are unwell, but from their non-verbal communication; we will get to know how people feel. The types of nonverbal communications are: Facial Expressions, Gestures, Paralinguistic, Body language and Posture, Eye contact or eye gaze, Closeness or Proxemics. Verbal communication concerns communication rules- shared understanding of what communication means and what constitutes appropriate communication given the context. Two kinds of rules guide communication (Pearce, Cronen, & Conklin, 1979). Regulative rules describe when, how, where, and with whom to talk about certain things. constitutive rules define what communication means by prompting us to count certain kinds of communication. Verbal communication is a form of oral communication that happens between two or more persons in any form of speech or by using words. This speech-based communication includes spoken words, discussions, conversations, presentations, sign language, coded information, etc. It encompasses both how we deliver messages and how we receive them. In verbal communication, the sender uses words to share his or her feelings, ideas, thoughts, or opinions. Verbal communication is defined as communication that includes the exchange of information through spoken words, written messages, or sign language. In verbal communication, the speaker uses words for transmitting the message to the receiver. In this form of communication, messages are understood with better clarity. The Importance of Verbal Communication is that it helps to build a positive image of the organization in the industry. As a clear communication barrier between the two parties from the diverse religions and cultures can have adverse effects on one’s emotional sentiments and work as a deal breaker.  In situations when the time is less and work is more, each team member must ensure that the communication is authentic, clear, and to the point to make a win-win situation for one and all. If each team member duly understands the Importance of Verbal Communication as a part of his duty can have a huge impact on the overall environment. When we follow the rules and Importance of Verbal Communication, we are not confined to one job role and responsibility or a single industry domain.
[bookmark: _heading=h.yuwj6r9apy8d]CONCLUSION
Organizations whose employees have excellent verbal communication skills foster productive business relationships with clients, customers, suppliers, and other organizations. A workforce with diverse backgrounds must have good verbal skills, as it reduces the barriers that might occur because of language or cultural differences. All in all, effective verbal communication is one of the most important factors that optimize job satisfaction levels.
If we follow the rules and Importance of Verbal Communication, we are not confined to one job role and responsibility or a single industry domain. Organizations whose employees have excellent verbal communication skills foster productive business relationships with clients, customers, suppliers, and other organizations. A workforce with diverse backgrounds must have good verbal skills, as it reduces the barriers that might occur because of language or cultural differences. All in all, effective verbal communication is one of the most important factors that optimize job satisfaction levels.  Communication is one of the most vital elements and factors to grow on a personal level plus get a high on the professional graphs as well. But the underlining fact is that it should be unbiased, clear, crisp, fair, and to the point without any sort of ulterior motives. Therefore, communication is a vital aspect of our existence. Using appropriate communication in appropriate settings is essential for effective communication. This can be achieved by being mindful of different elements of communication.
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