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[bookmark: _Toc124360285]Introduction
According to Indeed Editorial Team (2021). Communication skills: Definitions and Examples.
“Communication skills allow you to understand and be understood by others. These can include but are not limited to effectively communicating ideas to others, actively listening in conversations, giving, and receiving critical feedback and public speaking.”
Communication is the exchange of thoughts, messages, or information, as by speech, signals, writing, or behaviour. It is an essential component of the world of work, as it allows individuals and organizations to share ideas, make plans, and coordinate actions.
There are many barriers that can affect the clarity and effectiveness of communication, including language differences, cultural misunderstandings, physical distance, and technological issues.
Poor communication can have serious consequences in the workplace, including misunderstandings, mistakes, conflicts, and damaged relationships. It is important to pay attention to the clarity and effectiveness to avoid these negative outcomes and ensure that information is accurately carried and received.
[bookmark: _Toc124360286]Models of Communication
Shannon and Weaver (1948/49)
According to Models, in C. and Communication, I. (2011). Shannon and Weaver Model of Communication.  “In 1948, Shannon was an American mathematician, Electronic engineer and Weaver was an American scientist both of them join together to write an article in “Bell System Technical Journal” called “A Mathematical Theory of Communication” and also called as “Shannon-Weaver model of communication”.

This model is specially designed to develop the effective communication between sender and receiver. Also they find factors which affecting the communication process called “Noise”. At first the model was developed to improve the Technical communication. Later it’s widely applied in the field of Communication.
The model deals with various concepts like Information source, transmitter, Noise, channel, message, receiver, channel, information destination, encode and decode.”


The Shannon and Weaver model of communication is a linear model that describes the process of communication as a one-way transmission of information from a sender to a receiver. According to this model, the key components are:
[image: ]
Sender: The person or the entity that is sending the message.
Encoder: The process by which the sender translates the message into a form that can be transmitted through the channel.
Channel: Is the medium through which the message is transmitted, such as telephone line, radio wave, or internet. In our showed case, is the Noise.
Decoder: Is the process by which the receiver translates the message back into a form that can be understood.
Receiver: Is the person or the entity that is receiving the message
Noise: is any interference or distortion that can affect the transmission of the message. It can be external, such as static on a phone line or a poor internet connection, or internal, such as a misunderstanding or misinterpretation by the receiver.
Case Study Description, Maria, and Pedro
Pedro works on a building site and Maria is his wife.
One day Maria phoned Pedro.
‘Hello, Pedro, when you’re coming home, see if you can get me a chicken.’
‘Okay,’ replied Pedro.
When he got home, Pedro took off his boots and coat and went into the kitchen.
‘Maria, where are you?’ He said.
‘Here – in the sitting room,’ she said.
When Pedro went into the sitting room, Maria said, ‘Where is the chicken?’
‘What Chicken?’ Asked Pedro.
The one I asked you to get on your way home.’
Oh, no! I thought you said when I come home I will see you in the kitchen!
Sender: Maria is the sender in this scenario because she is the one transmitting the message to Pedro
Encoder: The message in this scenario is Maria’s request for Pedro to bring home a chicken.
Channel: The channel is the phone, which is the medium through which Maria sends the message to Pedro.
Receiver: Pedro is the receiver in the scenario because he is the one receiving the message from Maria.
Noise: In this scenario is the misunderstanding that occurs to a lack of clarity caused be the noise at Pedro’s workplace. Maria assumes that Pedro understands her request for a chicken, but Pedro misunderstands and believes that Maria is simply asking to meet her in the kitchen when he comes home. These misunderstanding results a confusion and a breakdown in communication.
The misunderstanding could have been avoided, if they, would have used a different channel of expression, such as text messaging, to repeat or confirm the information that Maria sent to Pedro.

Personal Example of Case Study
Ineedaroofer Ltd is a small roofing company that has been in business over 30 years. The owner Joe has always prided himself on providing excellent customer service and high-quality workmanship. However, in recent months, he has been receiving complaints from clients about miscommunications and misunderstandings on job site.
Upon investigating the issue, Joe realized that there were several factors contributing to the communication breakdown. First, many of his team members were not fluent in English and had difficulty understanding instructions and transmitting information to clients. Second, there was a lack of clear channels of communication, with team members, with team members relying on handwritten notes and verbal instructions rather than formalized methods like email or project management software.

Sender: Joe the owner.
Encoder: The non-fluent English speaking team members.
Channel: In person meetings or over the phone.
Decoder:  Handwritten and verbal instructions.
Receiver: The clients.
[bookmark: _Toc124360287]Schramm (1954)
According to Anon, (2021). Wilbur Schramm Model of Communication Business Management & Leadership June 2021.
“Wilbur Schramm Model of communication views communication as a process that takes place between a sender and a receiver. There will also be a message and a medium through which the message can be transmitted (Schramm 1948). Wilbur Schramm proposed this model of communication in 1954.”
The important points of Schramm Model of communications are:
· Communication is not linear
· Communication is usually equal or reciprocal
· Messages require interpretation
· The model consists of encoding, decoding, interpreting
The Schram model states that the communication between sender and receiver is incomplete unless the sender receives feedback from the receiver accordingly.
Schramm’s Model Diagram
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Maria should have requested feedback from one to each other to avoid the misunderstanding that came from Noise.

Berlo’s (1964) Model of Communication

Berlo is a model of communication that focuses on the exchange of ideas and perspectives. This type of communication allows for a variety of points of view to be heard, and it is often used to improve communication between groups.
The difference between Berlo’s Model of Communication and Shannon and Weaver or Schramm’s, is that Berlo’s model is linear using, Source, Message, Channel and Receiver, and without feedback requirement. It relies on the sender and receivers: 
· Communications Skills, such as reading, listening or language differences.
· Attitude, such as being bored, not listening or assuming things.
· Knowledge, such as, sender using difficult words, which makes it difficult for the receiver to understand the message.
In 1960, David Berlo developed Berlo’s Sender-Message-Channel-Receiver (SMCR) model of communication from Shannon Weaver’s Model of Communication (1949). He described factors affecting the individual components in the communication making the communication more efficient.	
· The model also focuses on encoding and decoding which happens before sender sends the message and before receiver receives the message respectively.
· Berlo’s Model has mainly, four components to describe the communication process. They are sender, message, channel and receiver. Each of the component is affected by many factors.
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Study Case
                                        THE PROFESSOR and THE VILLAGE PEOPLE

A Professor of English at a well-known Welsh University lived in a large house not far from a little village. He never went into the village, bur shopped in the town near the University because he had nothing in common with the village people, who were largely uneducated and did manual jobs.
One night, the professor fell asleep while smoking his pipe and the pipe fell onto the carpet and started a fire.
When the professor awoke and saw the house on fire, he rushed into the village, screaming:
‘The edifice is being consumed by a great conflagration!’
‘The edifice is being consumed by a great conflagration!’
The village people looked at him and continued doing what they were doing
‘Don’t you understand?’ He said. ‘‘The edifice is being consumed by a great conflagration!’
They ignored him.
When the Professor returned home, he saw that his house had been completely destroyed. He sat down on the ground and wept.
The next day, he went into the village crying. ‘Why, oh why didn’t you help me? My home has been destroyed by the fire. I came and begged you last night.’ He wept.
‘But Professor, why didn’t you say that your house was on fire? We would have helped.’
In the above study case, the professor is addressing his need for attention and assistance towards the villagers in an intellectual manner, confusing the villagers and not understanding what the professor is trying to tell them.
To avoid this misunderstanding caused by the lack of knowledge of the villagers, the professor should have adapted to a simpler way to express his attention. E.g.: “The house is on fire!” instead of “The edifice is being consumed by a great conflagration!”




[bookmark: _Toc124360288]COMMUNICATION SKILLS

According to Indeed Editorial Team (2021). Communications skills, Definitions and Examples. Communication skills are the abilities we use when giving and receiving different kinds of information. Some examples include communicating new ideas, feelings and even an update on our projects. Communicating skills involve listening speaking, observing, and empathising.
Communicating skills are categorized by the following:
· Verbal: 
- Spoken or Written
- Choice of words.
- Tone and Pitch.
· Non-Verbal:
· Body language.
· Face expressions.
· Gestures
· Listening:
· Active listening-paying attention and not doing other things that distracts you.
· Empathetic Listening:
· Listening and trying to put yourself in the speaker’s shoes.
Case Study
MAX the MULTITASKER: 

· Max was very good at planning and organising events such as weddings, birthdays and other anniversaries, so he decided to start a business from his home where he received enquires and made bookings for clients. He didn’t have much money, so he did all the work by himself and depended on satisfied clients telling other people about his services instead of paying for advertisements. 
· One such client was Tamara whose wedding Max had organised two years earlier. All the guests had had a wonderful time, and some had even hired Max to plan various activities. Now, Tamara wanted Max to plan her parents’ 50th Wedding anniversary for a hundred and fifty guests at a special venue, the Dorchester Plaza. Max agreed, even though he was so busy that he found himself doing the jobs of secretary and receptionist by answering the phones, taking bookings and phoning around to book various venues.
· ‘Why don’t you employ somebody to help you?’
· ‘I can’t afford it. My mother has an incurable illness and I must pay for her to stay in a nursing home. Also, her medicines are extremely expensive’, said Max. 
· ‘Oh, I’m sorry to hear.’
· Two weeks later, Tamara phoned him on his mobile as his landline was busy. When he answered, he told her that he was on the phone to another client, but she said that all she wanted to do was to bring forward the party to a week earlier as her father had to go into hospital on the date earlier agreed. Max said that it wasn’t a problem and they agreed on a new date. 
· When the day came, Tamara, her parents and their guests turned up at the hotel only to find that there was another party in progress. They were all upset, and Tamara was crying as she phoned Max to find out what had gone wrong. Max apologised and said how sorry he was but that he had forgotten to write the new date in his diary because he had been talking to another client on the other phone and he couldn’t afford to employ anyone to help him. He said he could organise the party for her parents at half the cost any time after her father came out of hospital, but Tamara was so angry and upset that said she would never trust him again and she would tell all her friends what he had done. She called him a rude name and hung up. 
· Max tried to phone her many times after, but she didn’t answer.

Robinson and Robinson (1982) observed that many factors can lead to a listener’s inability to understand what a speaker means. In the Max the multitasker case study we know that he was facing financial difficulties and his client , Tamara, knowing that her demands has overwhelmed Max’s abilities , she has chose to criticise him without showing any sign of empathy.
[bookmark: _Toc124360289]Advantages and Disadvantages of Technology in communication

‌


The advantages of technology in communication are that is efficient, convenient, and reliable. It allows people to communicate easily and quickly, which can be helpful in professions such as business or journalism. Additionally, technology facilitates collaboration and communication among different groups of people. It also allows people to share information and ideas more easily.
The Disadvantages of technology in communication are that it can be distracting and addictive, and it can be used to invade people’s privacy.
According to Anon, (2022). Advantages and Disadvantages of Technology in Communication Impact, Types, and Ways. Communication has been a huge part of our lives for centuries. It allows us to connect with people and share information. Technology has revolutionized communication, making it easier and faster than ever before. Twelve years ago, wire services were the only way to send and receive messages. Today, technology has made communication easier and more efficient than ever before. With technology becoming more advanced, there are many advantages to using it in the workplace.
[bookmark: _Toc124360290]Conclusion

Communication skills are important if we are to build meaningful relationships, within or outside our organizations. It is one skill which not only helps us in becoming successful in our professional life but also helps us in our personal life, in dealing with people, understanding them, solving problems, as communication is not only speaking, but learning to listen as well.
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