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[bookmark: _Toc124114120]INTRODUCTION
The purpose of this report is to discuss the models of communication (Shannan and Weaver’s, Berlo’s, Schramm’s), communication skills and the study cases. 
[bookmark: _Toc124114121]Models of communication

[bookmark: _Toc124114122]Shannon & Weaver (1948)
This model was first published in 1948 and has since been adapted, modified, and developed in numerous ways. The Shannon weaver model is made of components such as a source, encoder, medium, decoder, receiver, and noise. It describes how information arrives from a sender to a receiver. 
The message is encoded and sent to the receiver via a technological channel such as the telephone or telegraph. The message is converted by the sender into machine-readable codes. The message is delivered in code via a medium. Before understanding and interpreting the message, the receiver must decode it. In some cases, the receptor machine can also function as a decoder. The channel may be noisy, and the receiver may be unable to decode it, causing problems in the communication process.
As in Maria and Pedro example. When Maria called Pedro to buy a chicken in his way home, because of the environment Pedro is working was noisy, he was not able to understand the message that Maria sent it to him. To avoid this situation, Maria could send a text message to Pedro and explain what she needs, instead of calling him.


[bookmark: _Toc124114123]Berlo’s 1960
Berlo's described factors affecting the individual components of communication, resulting in more efficient communication. 
The model also emphasises encoding and decoding, which occur before the sender sends the message and before the receiver receives the message. 
Berlo's model describes the communication process primarily through four components. They are the sender, the message, the channel, and the receiver. Many factors influence each of the components.
As in The Professor and The Village People example, where the professor was teaching at a well-known Welsh University, and he was well educated and living around a little village with uneducated people. When he asked for help in the night when his house was on fire because the receiver was unable to decode the message from the sender, because the professor has used an academic language the people of the village was unable to understand. For the professor to get help from the people of the village, he supposed to use simple words that can be understood by everyone.


[bookmark: _Toc124114124]Schramm’s 1954
According to Wilbur Schram (1954), it's critical to consider how messages affect people. According to Schramm's approach, communication is a joint effort between an encoder and a decoder. Most significantly, this model considers how recipients understand the message. According to Schramm, a person's history, experience, and expertise might affect how they understand something. Schramm also held the view that a medium is used to transmit the messages. To confirm that the message has been received, the decoder will also be able to offer feedback regarding the message. Without feedback from the recipient, he contended, communication is insufficient. Schramm's concept claims that encoding and decoding are essential for efficient communication. Any communication that does not involve feedback or decoding is ineffective or incomplete.

As in previous model of communication (Berlo’s 1960), the case study of The Professor and the Village People can be applied for Schramm ‘model of communication, where the feedback from the village people it is ignorance because they cannot understand the language that the professor has used when help was requested. The sender has delivered the message at a high skill of communication that the receiver was unable to understand


[bookmark: _Toc124114125]COMMUNICATION SKILLS

[bookmark: _Toc124114126]VERBAL
Verbal communication is when you or someone else uses words to communicate with you. It is important that in verbal communication. The message to be clear, using a simple language not complicated, speak clearly and slowly, use the body language to send the same message as the words sends, facial expression and tone of voice to send a friendly message, also keep the conversation honest, be natural and don’t make people to fell small or disrespectful, also look at the people and keep eye contact so the receiver can understand that the message it is important and real.

a) Oral: A message sent through words to a person or a group of people ( teacher at the class ).
b) Written: Written communication can be done through a vast range loke letters, memos, report, emails, messages.
There are 2 types of written communication:

1. Formal: Formal communication is the kind of communication in which information flows through appropriate and pre-defined solutions. It generally follows a hierarchy established by the organization itself.
Because employees are expected to follow formal communication while carrying out their responsibilities, this kind of communication is essential in the workplace. 

2. Informal: Informal communication can take many forms and can move freely throughout an organization without being constrained by predetermined channels or routes. It is relational and relatively quick.
It is frequently referred to as the "grapevine" in businesses. Employees can talk about work-related issues more openly, which ultimately saves the business money and time, which makes it important for growth.
Chats between team members, a private diary, and other examples are common examples.

[bookmark: _Toc124114127]NON- VERBAL
Gestures, facial expressions, tone of voice, eye contact, body language, posture, and other means by which people can communicate without speaking are all examples of nonverbal communication.
In the example ‘A Day with a chief’ it can be seen that the body language it is important and can tell and send to the receiver emotions. At the beginning when Mark was excited and nervous about meeting his boss in California his mouth was dry and he was trembling. He understood wrong his boss body language, when she was smiling, keeping eye-contact, shaking hands and after they started to chat, he became more relax and loosed his tie, crosses his legs, without thinking that he is there for a formal meeting. The body language that he used and the way he was talking, made the CEO to ask ger secretary to show him the way out.

[bookmark: _Toc124114128]ACTIVE LISTENING
Active listening is when you try to not only hear what another person is saying but also, more importantly, to hear the whole message that is being sent.
You need to pay close attention to the other person to accomplish this.
In professional and business communication, listening skills are essential. Listening is vital for companies of all sizes.
A method of listening to and responding to another person that enhances mutual understanding is called active listening. Finding a way to calm things down and find solutions to problems is a crucial first step.

Putting aside any prejudged notions, developing an open mind, and actively engaging with the speaker are essential components of effective listening.
Also, the silence is part of communication.
Reflecting, expressing support, checking, and providing clarification are useful active listening techniques.
How to listen better: Give the speaker your full attention, keep your mind open, don't interrupt, and get involved in the conversation.


[bookmark: _Toc124114129]EMPATHETIC LISTENING

Being able to understand and to put yourself in someone else’s place is called empathetic listening. Even if you disagree with the other person, you must listen patiently to what they have to say in order to use empathic listening. Pay close attention to what is being said, how the speaker is feeling, and, most importantly, how they are moving. 
As in example ‘’Max, the multitasker’’, the fact that Max has been dealing with 2 different clients and he forgot to write in his diary the new date for Tamara’s parents party, Tamara was disappointed about the fact that Max has not respected her wishes that she had a behaviour without thinking about Max feelings. All the situation could be prevented if Max was more responsible and write down in his diary about Tamara’s wishes.






[bookmark: _Toc124114130]ADVANTAGES OF TECHOLOGY IN COMMUNICATION

Living in an era of technology, today the communication it is easier and faster than never. People are having access to different ways of communications, from mobile phones to internet. From videocalls to emails and instant messages, we can communicate through different apps for mobile phones and laptops.
The technology in communication can be an essential part of the learning experience for students as they begin their educational journey. There is no limit to the positive development of a young mind, whether that be in the form of improved academic achievement, enhanced creative thinking, or the development of skills that will be crucial in later life, with the effective use of technology in classrooms and more conventional teaching methods.
Increases student engagement and interaction, makes learning accessible at any time, and makes it easier for teachers to maintain a healthy work-life balance by reducing teacher paperwork, enables students to learn at their own pace and encourages individual learning styles, provides children with special needs or disabilities with greater access to more focused learning resources, and enhances peer support and collaboration among students are just a few examples of how the technology helps young people with their studies.


[bookmark: _Toc124114131]CONCLUSION

The capacity to communicate viably with clients, colleagues and supervisors is basic, anything segment you work in. Great communication makes strides groups, rouses tall execution and upgrades the working environment culture. Fair keep in mind, communication may be a two-way handle, so take take note of other people's verbal and nonverbal signals as well as your own. By instructing yourself how to communicate more successfully, you’ll associated in a more valuable and profitable way, making the working environment a positive and flourishing environment.
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