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COMMUNICATION
There is a saying that relationship without communication does not work. The same as business, it cannot function without communication. Communication, therefore, is the conveying of information that involves two or more people by means of verbal, non-verbal or written message. There are three components that is involve in communication, the sender, the message and the receiver. (Webster, 1996)
In this report, I will also be writing on communication skills and the three models of communication, which are Shannon and weaver’s model of communication (1948), Schramm’s model of communication (1954) and Berlo’s model of communication (1960). Communication is very important in our daily life both in business and personal purpose. For a communication to be effective, the message must be clearly understood by both the sender and the receiver. Moreover, for effective communication to occur, the sender or the receiver must be able to express themselves. Having said about the importance of communication in our daily life, there are some barriers which may affect communication. Message should be clear and simple to understand but using idiomatic expression to get message across could be difficult for the recipient to understand.
  Language differences can also be a barrier to effective communication. Different culture speaks different languages therefore causing difficulties in understanding each other. Another barrier to effective communication is that the receiver of the message conveyed may not be interested.  Stressful situation may affect the effectiveness of communication. Someone that is stressed might not be in right mood to concentrate and receive a message correctly. Furthermore, the sender and the receiver of message should be in the right state during communication.  An angry person might not be in the right sense to communicate with someone. If an individual is angry during the cause of a conversation, there is every intendency that such individual might say something that would upset the other. Another barrier to effective communication is when an individual is too shy to express himself or communicate with others. I remembered being very shy when I first called to preach in my local church with just a congregation of fifteen people. I was very nervous, and   my lips were shaking. My thirty minutes sermon was like a two-hour meeting. I was embarrassed that I could not deliver the message to the congregation more effectively as most expected. (Skillsyouneed,2017).
Having talked about barriers in communication, there are few things that may cause poor communication in the workplace. Where there is no feedback in any message conveyed, this might lead to poor communication. One of my colleagues did not turn up for work on his shift, due to the manager’s bad communication. The manager changed his shift due to high level of work at the office without informing my colleague of the last-minute change of plan.  This apparently led to staff shortage which affect the production level. Using the wrong means of communication to send vital message can lead to poor communication in the workplace. Reference to RadioShack layoff notices in 2006, 400 employees were sacked by an electronics chain by telling them in an email instead of organising a board meeting to that effect. (The Association press, 2006), [online]


  
 Communication skills 
Communication skills are skills obtained to convey message from the sender to the receiver either by spoken, written, listening, observing, body language or empathy. There are different types of communication skills. These are verbal communication, non-verbal communication, active listening and empathetic listening.  Verbal communication is when message is conveyed by written or spoken words. They could be face to face conversation, telephone, radio, television and other media. Verbal communication involves the sender, who convey the message to the receiver. ( skillsyouneed, 2017). There are few examples of verbal communication such as speaking to someone on the phone, radio or television broadcast to the listener and viewing respectively. Asking an individual to do something for you and he says ‘no’, is also classified as verbal communication. Similarly, writing an email or letter to your colleague are example of verbal communication. (skillsyouneed,2017).
Non-verbal communication, also known as body language, is a way of communicating without words. This could be your facial expressions, gestures, tone of voice and posture. More so, non-verbal communication could also be classified as ‘never judge a book by its cover’. What you see in someone may not be exactly what you thought about them. There are few types of non-verbal communication, facial expressions of someone tells how they feel. A sad face can be seen through someone’s facial expressions.   Another type of non-verbal communication is eye contact. Our eye contact tells a lot of how we communicate. Through eye contact, you can see the happiness or anger in someone. Furthermore, hand gestures are a non-verbal communication. But an individual should be careful how hand gestures is used as a way of non-verbal communication because what seems good by hand gestures in one country may be misunderstood in other country due to cultural differences. Touch can also convey good message. Holding hands as you walk in the park with your love one shows a great affection in that person. Tone of voice can tell other people how good or bad your message is being communicated. Someone might say ‘really?’ while listening to other people’s conversation. However, shouting in someone’s tone of voice may indicate anger. (Segal, et.al,2020),{oline}.
Listening is one of the communication skills. It is an ability to pay attention on what is being said, and able to reflect on the story. Listening is not a physical ability. It requires full concentration on verbal and non-verbal message. (Skillsyouneed, 2017). 
Active listening requires attention, commitment and availability. For an active listening to be effective, the listener must show interest on what the speaker is being said. He must not be distracted. However, if the listener cannot understand the speaker’s point of view, it is alright to ask questions or recap on what the speaker has said. This would put the listener in the level of perfect understanding. An active listener must let the speaker know that he is fully focus on what is being said by nodding his head as a sign of listening attentively. An active listener must not be judgemental on the message being conveyed. If you are not clarified on the message, you are free to ask questions like “Did you say that” by reflecting on what the speaker has said. (Dale, 1947).
Empathic listening is like putting yourself in someone else’s place. It is an ability to understand how someone else feels. An empathic listener should not be judgemental.  Listen carefully to the speaker and find out why he is in emotional state, then find a way you could be of great help for them. The speaker may be going through some emotional situation and he is not prepared to open to you. However, as an empathic listener, you can ask questions to ascertain what the speaker is going through. This would make the speaker believe that you care and may easily open to you. (Dale, 1947).

Shannon and weaver’s model of communication (1948).
The purpose of Shannon and weaver’s model of communication is to enhance effective communication from the sender (source) to the receiver (destination). The model is made up of seven components, the sender, encoder, channel, noise, decoder receiver and feedback. The sender (source) encodes the message, through the channel (transmitter.)  Noise may occur during transmission, if not, the receiver then decodes the message that has been conveyed.  However, if there was a noise when the message is being transmitted, the receiver will then send a feedback to the sender. Here is one example of Shannon and weaver’s model of communication. Mr Smith called his secretary on the phone, remind me of a board meeting at 9am. During his call to the secretary, there was transmission breakdown and the secretary only heard “Remind me of a board meeting “at”. Then the secretary called Mr Smith for a feedback. “What time is the board meeting”. Smith replied, 9am. Message completed because of the feedback. (Voon, 2019).
More so, reference to case study of Maria and Pedro, there was a transmission error between Pedro and his wife Maria. Maria called Pedro, when you are coming home, see if you can get me a chicken. But Pedro misunderstood Maria’s message due to communication breakdown. Pedro thought that his wife Maria said, when he got home, he should see her in the kitchen. But if there was a feedback this would not have happened. 
Having said that, Shannon and weaver’s model of communication, has few pros and cons. The Shannon and weaver’s model detected noise during transmission which reduce the effectiveness of communication.  In Shannon and weaver’s model, non-verbal communications are not recognised. That is one of the disadvantages of Shannon weaver’s model.  Another disadvantage is that there is no feedback of the message conveyed to the receiver. (Voon, 2019).
Schramm model of communication (1954).
In Schramm model of communication, message conveyed by the sender to the receiver does not make sense until feedback of the message is received.  Schramm model of communication is a two-way system of communication that involves two people. The sender (encoder) encodes the message to the receiver (decoder) who then decodes the message and encodes the message back to the sender. At this point, the message is classified as completed. The recipient must give feedback of the message transferred to the sender to let him know that he clearly understood the message. Where there is no feedback, the message is rendered incomplete. (Mccabe,2009:27). These are some examples of Schramm model of communication. Abigail sent a message to Jessica, “Can I borrow one of your shoes for a party to night?” But Jessica kept quiet for few days and never replied. The communication between Abigail and Jessica would then be concluded as incomplete. Another example was between Joseph and Leonard. Joseph sent a message to Leonard his work colleague, “My car brook dawn, please give me a ride to the office.” Leonard arrives in his car and takes him to the office. There was no misunderstanding of the message because Leonard, Joseph’s colleague, knows where he works. (Juneja, 2008).
Schramm model of communication has some advantages and disadvantages. In Schramm’s model of communication, the sender clearly understands if the message conveyed to the receiver is received and understood because of feedback. Furthermore, the sender and the receiver are on the same level of sending and receiving message.  One of the disadvantages of Schramm’s model is that message cannot be sent to various people because the model only assume that the only people involve are the sender and receiver. (Bhasin, 2020).

Berlo’s model of communication (1960)
In Berlo’s model of communication, message is sent and received without transmission errors (noise). Berlo’s model of communication is also known as S-M-C-R model of communication, Source (S), also the sender, generates the message to be conveyed to the receiver. Before a message could be transferred more effectively, the sender and the receiver must have a good communication skill. Both the sender and the receiver must be knowledgeable of the message being sent and received.  The letter(M) which stands for message, is the source of information sent to the receiver. The message could be sent in form of speech, text or audio. The sender encodes the message, while the receiver decodes the message to be able to interpret it. Channel (C) serves as access between the sender and the receiver. Message is sent via the channel to the receiver. The letter (R) is the receiver of the encoded message from the sender(source). (Underwood, 2003).
Berlo’s model of communication has the following advantages and disadvantages. Message is sent and receive without transmission errors. Another advantage of Berlo’s model of communication is that the means of conveying the message must be on the same level with the receiver. Having talked about the advantages of Berlo’s model of communication, this is one of the disadvantages. The model has no barriers and noise to communication. Therefore, the effectiveness of communication is not guarantee. (Preeti, 2017).
Conclusion
Having talked about communication and the three models of communication, I can now conclude that communication is very important in all works of life, as well as in business.  Lack of communication could lead to poor management in the workplace. Therefore, using verbal and non-verbal communication can improve the level of understanding in working with others and knowing their feeling. Furthermore, the three models of communication, Shannon and weaver, Schramm and Berlo explained how message is being transmitted from the source, (sender) through a channel to the receiver who decodes the message to be interpreted.

REFERENCES
Associated press, (2006), Poor communication in the workplace: RadioShack layoff notices are sent by email: The New York times.
Dale, E. (1947) Mindtools.com/commskill/active listening, empathic listening.htm
Juneja, P. (2008), Managementstudyguide.com/schramm-model-of-communication.htm
Mccabe, (2009. P27). Helpfulprofessor.com/osgood-schramm-model-of-communication.
Preeti, (2017), communication models-types, advantages and disadvantages simply note. [accessed march,5 2021]
Segal et al, (2020). Helpguide.org/articles/relationships-com/non-verbal-communication.htm
Skillsyouneed, (2017): Barriers to effective communication.[accessed 28.02.21]
Uk.indeed.com/career-advice/career-development/communication-skills. [accessed 11 March 2021]
Underwood, M. (2003). Berlo’s S m c r model of communication: Toolshero.https//www.toolshero.com/communication-skills/Berlo’s-S m c r-model-of-communication.
Voon, E. (2019). Shannon and weaver’s model of communication (1954) [Online]Eugene Voon: https//the voony.com/Shannon-weavers-model-of-communication [accessed 05 March 2021]
Webster, M. (1996), http://www.merriam-webster.com/dictionary/communication.[accessed 05 March 2021]





  





















 











