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understanding of the models of communication and the communication skills discussed in class and refer to any case studies done to show how these helped your understanding. Give examples of poor communication in your own or your friend’s workplace and suggest how it could be improved by using your findings from published literature
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In this report I will try to explain communication as a skill, model and its importance in our life.
Communication at its simplest is an exchange of information from one place to another by speaking, writing, visually or non- verbally most of the time a combination of few of those. We are facing the challenge of communication in every day in our life and having a good communication skill will help us in our work, carrier, relationship etc. Transferring that information can be done in different way and models. In this report I will present my understanding of 3 models of communication- Shannon-Weaver, Schramm’s and Berlo’s, also the importance of effective communication and communication skills.



1 Shannon and Weaver 
The Shannon-Weaver model of communication simply explains and analyze how messages are sent and received and how messages can be misinterpreted in the process. This model is mathematical theory of communication in a straight line from sender to receiver with the following steps:
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Sender – Encoder –Channel- Decoder –Receiver

Sender – Shannon and Weaver model starts with the sender (information source). Sender is the person who makes the message or have the information to start with. There is a different way to share that information it can be speaking, writing, body language, music, art etc.
Encoder- that is the next step in the model. Encoder can be machine (or a person) that transform the idea into signals that can be sent to the receiver.
Channel – channel is the one who get the information from the sender and transmit it into the decoder and receiver and can be called “medium” for example in a phone call we are using the cables as a channel.


Noise – Shannon and Weaver explain the Noise as a disturbance around us that can prevent the receiver to receive the message properly. There are two type of noise: external and internal.Internal when the sender is not sending the message right or the receiver is not decoding it right for example the sender is sending a letter or an email and makes a spelling mistake or the receiver is misinterpreting reading it. External noise is when the noise is not in control of the sender or receiver. It can be environment, people, places etc.Identifying the cause for the noise and trying to avoid it will make communication much more effective and prevent any misunderstandings. We’ve studied and saw how the “NOISE” can have impact in the communication process in our case study “Maria and Pedro” where Pedro was working on a building site when Maria called him to ask him to buy chicken but because of the noise on the site he didn’t hear properly what she was saying and instead of buying chicken he went in the kitchen.
I had similar to that situation. I have a small cleaning company and often I get calls from clients while working myself. Once a client called me requiring carpet cleaning on the same day. Because I was on the phone while working, I misunderstood the address, and therefore I gave my team a wrong address to go to and the cleaning was delayed with 2h and no one was happy about it. That situation could have been avoided by simply asking my client to send me a text message with the right address. Decoder is a machine or a technical device that converts the signals into a message or the receiver who translates the message from signals. Receiver- Receiver is the person or the place where the message must go. According to the message the receiver can provide feedback.
 My understanding of Shannon and Weaver model of communication is at it follow – Sender encodes a message and sends it to the receiver via technological device for example a telephone. The sender converts the message in a way understandable for the machine and the message is sent in codes through a medium. The receiver must decode the message before understanding it. There can be a noise in that process which can prevent the receiver to get the message that have been sent which can cause problems and make the communication ineffective. For example, brain can be a sender, the mouth can be encoder which encodes in a specific language, the air can be the channel and someone’s ear can be the decoder and his brain can be the receiver. There can be some noise in the air which can change the message sent so sending a feedback can help prevent any misunderstandings. However, the feedback wasn’t included in Shannon’s model and it was late introduced from Weaver. That is why the model its called Shannon and Weaver model of communication, Shannon’s model was a mathematical equation first made to improve technical communication and minimize the noise in the process.


According to Shannon and Weaver there are 3 levels of problem in communication process: Technical problem where the channel used might cause a problem. Semantic problem where the message meaning is different of the message received. Effectiveness problem –is the message causing any effective reaction. There are also few advantages to this model-the understanding of “noise” helps remove the cause of it and make communication more effective, the model is a two-way process, and it can be used in general communication also the communication is the most important thing in the model. There is also some disadvantages in this model- the model can be applied in interpersonal communication not so much in group communication, the sender plays more important role than the receiver in the process, the impotence of feedback is not taken very much comparing to the message sent from the sender and for some critics the model is “misleading misrepresentation of the nature of human communication” as human communication it is not a mathematical equation.
 Schramm
The second model of communication in this report is Schramm’s. Schramm’s model is built on Shannon and Weaver’s one and it was introduced in 1954. According to Schramm communication always requires 3 elements – source, message and destination. The source encodes the message and transmits it to its destination via channels where the message is decoded and received.

Schramm thinks that communication is a two-way process where the sender and the receiver exchange roles to send and receive messages. He thinks that information is not in use until it is put in words and passed to others who can decode and understand it. Encoding is very important for the process as it is converting a thought into a content. Both encoding and decoding are the most important factors in the communication without them cannot be any exchange of information. He also thinks that the communication will be incomplete unless the sender receives a feedback from the receiver.
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Schramm thinks that ethical background, knowledge and personal experience can also affect how an individual interprets  a message. According to his model the sender must send the information to the receiver, the receiver must decode it and must 
give the sender a feedback. The communication is incomplete and ineffective unless the sender receives feedback.
The 3rd model of communication in this report is Berlo’s model.  David Berlo developed his model from Shannon and Weaver one and it has 4 components- Sender-Message-Channel-Receiver (SMCR).
This model focuses on encoding and decoding the message which happens before the sender has sent it and the receiver has received it. Each of those components can be affected by different factors.
Sender- the sender is the person who creates the message and sends it to the receiver. The factors that can affect the communication are the same for the receiver. They are: Communication skills, attitude, knowledge, social system and culture. If the sender has good communication skills like speaking, writing, presenting, reading etc.it would be much easier for the receiver to understand the message. However, the receiver must have the same skills for an effective communication. The attitude of both sender and receiver towards themself and the environment can affect the meaning of the message. Knowledge, but not like educational degree more like with familiarity what the communication is about and what is the subject of it can also affect the process. Religion, laws, rules and beliefs can also have impact on the process as well as cultural difference. What will be appropriate in one culture can be inappropriate in others which can change the meaning of the message.


Message-message is the information that the sender has sent to the receiver like video, audio, text or media and it can be also affected by few factors. Content it is the whole information or what it is in the message, elements like non-verbal sings, language and gestures that come along with the message. Treatment, that is the way that the message has been sent to the receiver can also affect the feedback from him also the structure of the message is important, and it can affect the way that the receiver decodes the message as well as the “code” that the message has been sent to for example text, video, language etc.
Channel is the medium that has been used to send the message in group communication and it can be technical machine, telephone, internet. However, in general communication the basic human senses can also affect the communication. Seeing, hearing, touching, smelling and tasting help us to communicate more effectively with others.
Receiver is the person who gets the message from the sender. Berlo believed that all the factors above can affect the efficiency of the communication and sender and receiver must have similar level of knowledge for an effective communication.
There are some criticisms about Berlo’s model. He doesn’t mention the feedback, no room for noise, it's too complex and a leaner model in whom for the communication to happen the people must be on the same level which is not really part of our daily life communication. But, the biggest disadvantages to this model is that doesn’t add the sixth sense as a channel for exmple thinking, analyzing, understanding, etc.
Communication skills
Being able to communicate effectively is probably the most important skill that we will need in our life, and in this report, I will observe the following verbal and nonverbal communication skills as well as active listening and assertiveness.
Verbal communication-definition of verbal communication is simply sharing information with others and it can be written or spoken. Speaking is the most common way that we interact with others. Verbal communication used in organization includes personal discussing's, presentations, informal and formal conversations, staff meeting and telephone conversations. Outside of the organization a face-to-face meeting, phone calls, speeches and video conferences are considered verbal communication. A system called Group Development Observation System (GDOS) developed by Wheelan et al analyses and categorizes the verbal interactions that are taking place within a group of colleagues in a organization. They’ve observed that groups in different stages with different tasks make around 32,000 verbal statements. They also find that a team working together for longer agree at 85% to 95% of the time and are more effective than other working

 Groups. Trought verbal statements of the team member can be analyzed whether they are committed to the tasks, resistant or not engaging with it. Choosing the right word is very important how other understand us. Techniques used to ensure us that what have been said is what we have understood are "Reflecting” and “Clarifying”.
Nonverbal communication-Nonverbal communication is as much important as the verbal. Having a good understanding of nonverbal communication can help us understand the hidden message in the communication. Cues as facial expressions, eye contact, body language, gesturing, vocal qualities (paraverbal) and physical space (proximity) between people can affect the way that the message is interpreted. A research done by Mehrabian in 1981 shows the importance of nonverbal communication and suggests that message expressed with feelings is better understood. The research shows the contribution of both verbal and nonverbal components in a conversation: 7% from words(verbal), 38% from paraverbal and 55% from facial expressions and body language (nonverbal). While most of us are aware of the use of verbal communication daily, nonverbal communication is not intentional and can give us a lot of information about people and situations. Nonverbal communication are important because can give us information about how a person is filling, how someone receives the information and how to approach someone in different situations.


Another important communication skill is Active listening. Active listening is basically accurately understanding of what another person is saying. Often the listeners are distracted by many reasons like thinking what to say next, thinking about personal things which was the case in Jennifer's situation that we’ve studied in class. Good listeners don’t rush to speak and make statements, they often wait till the speaker has finished just to make sure they have understood accurately the information. More advanced listeners are putting themselves into the speaker’s “shoes” to have better understanding of what the speaker position is. There are 5 specific way to encourage the speaker and it's called SOLER - S for square facing the person, O for open posture, L for leaning slightly forwards, E for making an eye contact and R for relaxing. Following those guidelines can make the speaker comfortable sharing the information. Probing is another way to show that we are actively listening. This is simply by asking questions and knowing when and what kind of questions to ask. Another important part of the communication process is Assertiveness. That is the ability to stand up for ourselves without being rude or disrespectful to others.





Being able to communicate effectively is a vital life skill which will helps in our career, public gatherings and in life in general. Good speaking, writing and listening skills are required from any organization and high valued skills in any employee.
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