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[bookmark: _Toc50414923]1 Introduction
Communication is the act of sharing information from one person or group to another. Communication always composed from a communicator, a message, and a receiver. At workplace we need to communicate to our managers and supervisors to understand the tasks better and to do them properly. We use our communication skills in everyday life. (SkillsYouNeed.com, n.d.)
 Purpose of my report is to show my understanding of communication models and communication skills.
In this report you will be able to read about the Aristotle Model of Communication. The structure of this model and what critical elements need to have a good communicator.  
In the next topic you will read when and how the Shannon and Weaver Model of Communication was created and how to make communication effective. Also, you can find the information how communication can be distracted and the problems that can appear during the process. 
I will discuss communication skills in this report. And types of communication there is. Go over basic skills that we need to become a good communicator. And you will be able to read about types of organisational communication.
Also, you will find the story of my own experience of lack communication at the workplace.
And on the end conclusion of all this parts.



[bookmark: _Toc50414924]2 Aristotle Model of Communication.
Aristotle was the founder of the first liner model of communication a way back in history even before 300 BC. Aristotle model of communication is presented in a diagram and it been created and used nowadays, worldwide for lectures, public speeches, and seminars. But interpersonal communication is not its strongest part.
(Janse, 2019)

[bookmark: _Toc50414925]2.1 Diagram of Aristotle Model of Communication.

This model of communication has five main elements:

Effect
Audience
Speech
Sender

Occasion





Speaker- is the most important person in the Aristotle Model of Communication, the key element. It is what makes it a speaker-oriented model. To make the inspiring speech and influence the audience 
Speaker need to:
· Choose the words accordingly. 
· Study the audience.
· Choose suitable voice tone.
· Provide regular eye contact.
· Select appropriate body language.

Speech- used to convince or manipulate the listeners. And must have facts that will influence the target audience to have emotions and react accordingly 
Occasion- is the situation speech been prepared for. 
Audience- have a passive role what makes it a one- way communication model.
Effect- is a mass reaction on the sender’s speech. 
(Mishra, 2018)

[bookmark: _Toc50414926]2.3 Critical Elements of a Good Communicator
According to Aristotle’s Model of communication the main three elements need to be presented by someone who is a good communicator or person that speaks in public. This will reinforce other key elements and combine their relationship.
· Ethos- (credibility) audience should trust and see authority of the speaker.
· Pathos- (emotions) need to find what interests the audience, find emotional aspects that will matter for them. That will make speaker one of their own people. 
· Logos- (logic) speaker need to build a speech on the logical facts. If the audience do not follow the logic behind the speaker work, they will stop believe and listen.
 (Bajracharya, 2018)



[bookmark: _Toc50414927]3 Shannon Weaver Model of Communication.
Shannon Weaver Model of Communication known as “mother of all models”. It was created by American mathematician Claude Shannon and American scientist Warren Weaver in the year nineteen forty-eighth (1948) after they wrote an article called “A Mathematical Theory of Communication” in “Bell System Technical Journal”. (Businesstopia, 2018)

[bookmark: _Hlk49710565]The Shannon Weaver model of communication is a liner model of communication that been invented to show how message can be transmitted by sender and received at the destination. Also, to make better communication between transmitter and receiver and show why communication can fail. This model includes distraction elements as noise that can have influence on the message. 
Shannon Weaver model of communication contains sender, a message, encoder, channel, decoder, noise, receiver, and a feedback. (Drew, 2020)
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Sender (Information source)- someone that produces a message, starts communication. Also, choose the channel to send a message.
Message- is what is sent by sender and received at the destination.  
Encoder (Transmitter)- the way sender converts the idea into understandable words and sentences. It can be the way sender speak or grammar of the message. Also, it can be how the message converts into a signal.
Signal- it is what message will be converted to after encoding to be sent through the channel.
Examples of signal:
· Pictures in a book
· Electronic signals
· Radio waves
· Words 

Channel- will be a source that is used to transmit the message. 
Nowadays we have many ways to communicate.
Communication Channels:  
· Face to face
· Email
· Letter
· TV
· Radio 
· Telephone
· Posters 




Noise was invented later into Shannon Weaver model of communication. 
Noise- Can be internal noises that will be made by sender and the message will be interpreted incorrectly. 
Internal noises:
· Special jargon
· Accent 
· Mumbling 

And can be external noises that will make harder to hear the message communication will be affected.
External noises: 
· Car horn
· Thunder  
· Construction noises

  Decoder (Receiver)- It is the process how receiver will interpret the words into understandable message with a meaning. And the process how signal will be decoded into a message.
Receiver (Destination)- the second person or the audience that receives the message or what is left from the message after noise intervention.
Feedback- is the final step of Shannon Weaver model of communication. After Receiver got the message, he will answer back to the sender by giving him a feedback. (Businesstopia, 2018)



[bookmark: _Toc50414929]3.2 Communication problems.
Businesstopia.net (2018) states that according to Shannon Weaver communication model there is three levels of communication problems. 
First is technical problem that can be caused by the channel. 
Second would be a sematic problem that is caused by people who send and receive the message when on the way meaning of the message been incorrectly interpreted.
And third is effectiveness problem when effectivity of reaction take place. 
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Communication skills is ability to listen and understand what the other part saying and respond accordingly. And share the information you received.  

[bookmark: _Toc50414931]4.1 Communication types. 
Verbal communication can be written or spoken. 
For example:
· Answer phone call 
· Discussion
· Share information 
· Give or receive instructions
· Give a presentation 
Or non- verbal communication mainly it is emotions, body language, facial expression, voice tone or gesture.

Internal communication.
Will take place if communication is in organisation. 
External communication.
When communication flow is outside of the organisation and between other businesses.
Formal communication. 
It will proceed through the formal channels and will have formal meaning.
Informal communication. 
Where this type of communication more friendly and not as official as formal. 
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To be an effective communicator at work you may need skills like:
Clarity- means you need to be clear and consistent. Use short sentences with main meaning.
Empathy- empathize your colleges feelings, ideas, and goals.
Sincerity- be yourself.
Relaxation- be calm and consistent, take a deep breath.
Appearance- share your opinion about your self with others. 
Posture- watch after yourself and your opponent’s body language.
Effective listening- your colleges would like to share ideas if you will listen to them. To become an effective listener, remember to stay open minded, give your attention, don not interrupt, motivate speaker and yourself, and use positive questioning. (indeed.com, 2020)



Also, you can use technic:
H	for Honesty; be clear and straight. 
A for Authenticity; be yourself.
I for Integrity; be your world.
L for Love; wish them well. (Treasure, 2016)
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Organisational communication divides on three directional communications.

1 Vertical communication: 
That can be downwards communication when it flows from hight management to general employees. Or upwards communication when it flows from general employees to the top-level management. 

2 Horizontal communication. 
If communication flows between members of the same level of the business.
 
3 Diagonal communication.
When communication implements between individuals of all levels of the organisation. 
(Smriti, n.d.)



[bookmark: _Toc50414934]5 My experience.
I used to work in the organisation that was making cardboard units, stands for shops where I had role as a team leader. Another day I explained a line workers how to glue parts of the unit together, they all nod as everything was clear and they understood what need to be done. 
Unfortunately, one person that did glue the shelfs, sticked them upside down. She was talking to her friend that was standing next to her and did not pay attention.  That cause the issue to put up stand. The next person did not notice the mistake and continued doing her parts. 
We notice the mistake ten units later and changed them. I explained this girl again how to stick the shelves to the unit.
  But after we send the units to our customer, we received an email that two units were still with a shelfs sticked upside down. Customers send it back and asked us to send two more units. 
In this story you can see the lack of communication. The girl that was sticking shelfs wrong was needed to speak up and I would explain her again. Also, she was distracted by talking to her friend. 
We lost our time by changing units. 



[bookmark: _Toc50414935]6 Conclusion.
I can conclude that Aristotle Model of communication is speaker oriented and do not suitable for interpersonal communication. The speaker needs pay attention on content of the speech and should know the audience. Also, he needs to be very confident in how he will present the speech. This model does not have the concepts as distraction and feedback.
Different with Shannon Weaver model of communication, it has distraction and feedback what makes it suitable for interpersonal communication. As well it has concepts as encoding and decoding that makes this model more open to use interpersonal communication.
And I would like to highlight that to boost our communication skills we need to be honest to our opponents, be ourselves, and be respectful to others. And wish them all the best. 
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