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1. Introduction
     Communication is process which involves two or more individuals. This process consists of exchanging of information or ideas that results in a shared understanding between the participants involved in that process. The whole communication process starts with an idea in the mind of the sender, then they encode the idea into the form of words or movements. The sender then selects a medium to send already transferred idea to the receiver. Successful communication is when the receiver correctly understands the message transmitted by the sender. In the following report I will look at the models and types of communication also communication skills. In order to explain and show how the models of communication are working, I am going to analyse some case studies we have been talking about at class (Griffiths and Dunham, 2014).
2. Shannon and Weaver Model of Communication
     Shannon and Weaver Model of Communication was developed in 1948 by Claude Elwood Shannon and Warren Weaver. This model is considered “mother of all models”. Here is explanation how the model exactly works: “The Sender encodes the message and sends it to the receiver through a technological channel. The sender converts the message into codes acceptable to the machine. The message is sent in codes through a medium. The receiver has to decode the message before understanding it and interpreting it” (Shannon and Weaver Model of Communication (Businesstopia,2018)).      This model consists of six elements: 
· Information Source (Sender)- The individual who creates and sends the message. 
· Transmitter (Encoder)- The machine or the individual which converts message into signals or binary data.
· Channel- The channel is the medium used to send message.
· Noise- Those are the external factors such as noises caused by bad connection, people and surrounding environment which does not let the message gets to the decoder in a proper way.
· Decoder- This the machine used to convert signals into message.
· Receiver- The person who receives the messages or the place where the message needs to reach.

Shannon and Weaver Model

Examples:
     Yesterday my manager called me on the phone while we were working (it was extremely busy) and said: “The staff food is ready, please let the others know”. However, there was loud music around me also there were a lot of chatting people around, so I did not hear the part about letting know my colleagues therefore they missed dinner.            The conclusion of that experience is that when the communication is interrupted by noise the receiver must ask if doesn’t understand. Probably if I had asked my manager to repeat or he asked me to confirm, we would have more successful communication.
     The other example is “Maria and Pedro” case study, where Maria called Pedro to ask him, if he can get her some “chicken” but Pedro heard “kitchen”. In my opinion Pedro misunderstood Maria because of the noise coming from the workplace of Pedro. This is a pure example of Shannon and Weaver Model of communication. The process of sending of the message was interrupt by the noise, so Pedro did not receive the message in its original variant. That would be prevent if Pedro gave feedback to Maria and they clarify the message which is “Schramm`s Model of communication”. 

3. Berlo`s SMSR Model of Communication 
       This model was created from Shannon and Weaver Model in 1960 by David Berlo. Berlo`s Model is focused on encoding and decoding also considers the emotional aspect of the message. This model includes verbal and non-verbal communication. Berlo`s model emphasised on the fact that if the sender and the receiver are not with similar communication skills, language knowledge and cultural background then the message will not have the same effect. The model itself consist of four components. They are sender, message, channel, receiver. Each one of them is influenced by many factors.
 
Sender- This the individual who originate the message or the source of the message. They both send the message to the receiver. The factors bellow influenced both the sender and the receiver.
· Communication skills – Those are the skills to read, listen, write and are very important in order to achieve successful communication. This model requires both the receiver and sender to have good and similar communication skills.
· Attitude – The attitude of the sender and receiver could change the meaning and effect of the message.
· Knowledge – Acquaintance with the subject of the message makes it more effective. Knowledge on the subject matter makes the communication effective.
· Culture – The culture background differences make the message different. Religious differences might change the meaning of the message and any of the part of the communication could end up offended. 



Message – This is the information that is being sent by the sender to the receiver. It could be in the form of the text, voice, video etc. The key components influencing the message are:
· Content
· Elements
· Treatment
· Structure
· Code
Channel – Channel is the medium that the sender used to send the information. Channel could be a machine such as cell phone, online platforms, etc. However, the five senses of the individuals involved in the communication process are the factors that affect the effectiveness of the medium. Those are:
· Hearing
· Seeing
· Touching
· Smelling
· Testing
Receiver – This is the individual, that receives the message. Berlo`s model highlighted that the way of thinking and all other factors must be in synchrony and in the same level. The model believes that the message might not have the same effect if both participants are not similar. Those are the factors that must be similar for the communication to be successful:
· Communication skills 
· Attitudes
· Knowledge
· Social system
· Culture

   The case study of the professor and the village people is a pure example how communication could be not effective if the sender and the receiver are not similar. This case study tells a story of a professor whose house is on fire. He goes outside and starts begging for help, but the language he uses is incomprehensible to the villagers and therefore they do not help him.  The professor could have saved his house if he had used a simple language, then the villagers would have understood him and helped him.
Here is example from my previous experience: Guest in a hotel is asking the housekeeper for direction of museum around the hotel but she does not understand him, and she gave him direction to the local pub. 
Berlo`s model of communication gains a lot of criticism because of lack of feedback so you do not know about the effect of the message. This model does not mention barriers of communication also there is no room for noise. The big disadvantage of the model is the need people to be on same level for communication to occur.

    4. Schramm`s Model of Communication 



This model was developed in 1954 by Wilber Schramm. Schramm`s model is built on the theory that communication is a two-way street, with a sender and receiver. It emphasizes on encoding and decoding of message, which means a message is only send when encoded by sender and decode after its receiving by the receiver. This model believes that the communication is uncomplete unless and until the sender receives feedback from the receiver.
If we go back to “Maria and Pedro” case study we can see that if Pedro had given Maria feedback, they would have effective communication. In my opinion this model is the most effective model of communication because the sender and receiver do not need to be in the same level also when the receiver gives feedback to the sender, communication is most likely to be successful. 
Here is example how my manager uses Schramm`s model to achieve effective communication: Every day before work we are having a briefing about reservations, special needs of customers, etc. When he finishes, he always asks did we understand, so he is making sure that we understood everything what he is saying. 

   5. Types of Communication
There are three types of communication: verbal, non-verbal. 
Verbal Communication- Verbal communication is everything we say during communication but also our verbal fillers. Verbal communication could also be written if is mail, phone message, letter.
Nonverbal Communication- Nonverbal communication is all ways we communicate without words. Definition for nonverbal communication is “communication other than written or spoken language that creates meaning for someone” (Ivy and Wahl, 2014). There are kind of behaviour that are included in the term nonverbal communication such as: walk, posture, facial, eye expressions. All these things are making the nonverbal communication very important part of the whole process of communication.
    All these elements are important in order to create successful communication. There are some case studies that show how communication could be affected. For example, the case “A Day with the Chief” shows how Mark misunderstood both verbal and nonverbal messages and that gave him extra confidence which made him use inappropriate language.
Here is another example for unsuccessful communication. The case with Sheila and David, when as a result of Sheila`s verbal and nonverbal communication skills, management concluded that she was responsible for the work, in fact the ideas were coming from David. 
       6. Communication skills 
    
· Listening – Listening involves being focused on the verbal and nonverbal messages being sent and to understand correctly the meaning. The good listener “listens between the line” also shows understanding and engaging throughout the conversation. Here is the time to make a difference between hearing and listening. Hearing is the ability of the individual to detect sounds. It is process of receiving sounds. Listening is when you pay attention to gestures, tone of voice and facial expressions. In order to achieve good listening, the individual must be focused, patient and to pay attention to the other participant.

· Writing and Reading - Reading and writing are important for communication. Reading offers an opportunity for academic development and as a cognitive act permits access to technological, scientific improvement. When it comes to writing, we don't always have to communicate orally, but it's important to have good written communication. These days, new information and communication technologies have conquered our lives. Writing a cover letter to attract a recruiter or sending an email to a company to complain about their service requires this skill.

7. Conclusion 
   The main aim of the communication process is to give an understanding of the information that is the subject of exchange. Nevertheless, the simple fact of exchanging information does not ensure effectiveness in the communication of those involved in the process. In order to better understand the method of information exchange and the requirements of its usefulness, we need to have an idea of the stages of the process in which two or more individuals are involved.
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