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Communication is giving, receiving and sharing information – talking and writing and listening or reading.
5 Essential Communication Skills:
· Written Communication – use written language.
· Oral Communication – use of spoken language.
· Non-Verbal and Visual Communication – convey ideas and information through the use of imagery or wordless cues. 
· Active Listening – communicate effectively by summarizing and restating what you hear in your own words in order to confirm the understanding of all parties.
· Contextual Communication – communicate in different contexts. This includes such contexts as professional, cross-cultural, online, academic and crisis communication.
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FOUR TYPES OF COMMUNICATION STYLES:
1. PASSIVE:
· a lock of eye contact
· poor body posture
· an inability to say “NO”
· act in a way that states “people never consider my feeling”
· easy to get along with as they follow others and “go with the flow”
2. AGGRESSIVE:
· speaking in a loud and demanding voice 
· maintaining intense eye contact
· dominating or controlling others by blaming, intimidating, criticizing, threatening or attacking them
· often issue commands, ask questions rudely and fail to listen to others
· leaders and command respect from those around them
3. PASSIVE-AGGRESSIVE – users appear passive on the surface, but may feel powerless or stuck, building up a resentment that leads to seething or acting out in sublet , indirect or secret ways.
4. ASSERTIVE – features an open communication link while not being overbearing. Assertive communication can express their own needs, desires, ideas and feeling, while also considering the needs of others. One of the keys to assertive communication is using “I”.
5. 
SHANNON AND WEAVER MODEL OF COMMUNICATION

Shannon Weaver model of communication was created in 1948 when Clauden Elwood Shannon wrote an article “ A Mathematical Theory of Communication” in Bell System Technical Journal with Warren Weaver.
CONCEPTS IN SHANNON WEAVER MODEL
· SENDER ( INFORMATION SOURCE )
  SENDER

SENDS THE MESSAGE
CHOSES THE CHANNEL
MAKES THE MESSAGE






· ENCODES ( TRANSMITTER ) – uses machine, which converts message into signals, binary data, also directly refer to the machine.
· CHANNEL – used to send message.
· DECODER ( RECEIVER ) – convert signals or binary data into message or translates the message from signals. 
· RECEIVER ( DESTINATION ) – gets the message or the place where message must reach. The receiver provides feedback according to the message.
· NOISE – physical disturbances which does not let the message get to the receiver as what is sent.
LEVEL OF COMMUNICATION PROBLEMS -  there are three
1. TECHNICAL PROBLEM – How a channel causes a problem
2. SEMATIC PROBLEM – Is the meaning of message sent and received very different
3. EFFECTIVENESS – How effectively does the massage cause reaction

ADVANTAGES OF SHANNON WEAVER MODEL
· Concept of noise helps in making the communication effective by removing the noise.
· This model takes communication as a two way process.
· Communication is taken as quantifiable in Shannon Weaver model.
CRITICISMS OF SHANNON WEAVER MODEL:
· more for interpersonal communication than group communication and mass communication.
· receiver plays the passive part and sender plays the primary role that sends messages.
· feedback is taken as less important in comparison to the message sent by the sender.

SHANNON AND WEAVER MODEL OF COMMUNICATION (EXAMPLE)
Linda is on the train. She calls to her mother:
Linda: Hi, mum! I’m on the train.
Mother: Hi! You are training!
Linda: No, mum! I’m on the train. I’m back at home.
Mother: Really! That’s great.
Linda: I will arrive at 11:15.
Mother: Ok! I will be there.
Linda is on station but her mum is no there. She calls to her mum:
Linda: Mum, where are you?
Mother: I’m at home.
Linda: I’m at the station. I waiting you.
Mother: But you told me that you will arrive 11:50.
Linda: No, mum! I said 11:15.
Mother: I’m sorry! I thought you told me 11:50.
Sender : Linda
Encoder: Telephone company
Channel: Mobile signal
Noise: Train 
Decoder: Mobile phone
Receiver: Mother
The transmission error is the noise. The feedback lets the Linda knows that the message reached incomplete. The receiver gets the chance to get the fell message only after the feedback.
SCHRAMM MODEL OF COMMUNICATION ( 1954)
Schramm Communication is a two way process where both sender and receiver take turns to send and receive a message. Information is of no use unless and until it is carefully put into words and conveyed to others. The Schramm Communication Model offers a classic approach to and explanation of communication. It can be used to determine how communication between two people.
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Schramm’s Model has different parts for communications:
· The sender is the person who sends the message.
· The encoder is the person who turns the message to be sent into codes. 
· The decoder is the person who gets the encoded message which has been sent by the encoder and converts it into the language understandable by the person.
· The interpreter is the person who works to understand and analyse the message. The message is received after interpretation. The interpreter and receiver are the same people. 
· The receiver is the person who gets the message. 
· The message is the data sent by the sender and the information that the receiver gets.
· Feedback is the process of acknowledging the received message by the receiver.
· Medium or media is the channel used to send the message.
· Noise is the interference and interruptions caused during the process. 
Advantage
· Dynamic model- Shows how a situation can change
· It shows why redundancy is an essential part
· Assume communication to be circular in nature
· Feedback – central feature.
Disadvantage
This model does not talk about semantic noise and it assumes the moment of encoding and decoding.
SCHRAMM COMMUNICATION MODEL ( EXAMPLE )
Jon calls his friend (Joy) through the smartphone to meet on Monday. Children are screaming around Joy; therefore, he cannot hear what Jon says. Jon is a source of information that generates the message. The information source is Jon, also the sender of the message. Additionally, the smartphone is a channel that converts the message(voice) into a sound wave signal to transmit from the sender(Jon) to the receiver(Joy). Children screaming sound is the noise that bars the communication process. Joy decodes the voice into a message, so he is the receiver and destination of the message.


BEROL’S MODEL OF COMMUNICATION
Berol’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. Berol’s Model has four components – Sender, Message, Channel and Receiver. Each of the component is affected by many factors.
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SENDER is the source of the message or the person who originates the message. The person or source sends the message to the receiver. The factor related to sender:
· Communication skills – include the skills to speak, present, read, write, listening.
· Attitude – the attitude of the sender and the receiver creates the effect of the message.
· Knowledge on the subject matter makes the communicator send the message effectively.
· Social Systems – values, beliefs, laws, rules, religion affect the sender’s way of communicating the message.
· Culture – cultural different as makes messages different.
MESSAGE – send by the sender to the receiver (voice, audio, text, video). Factors:
· Content is the thing that is in the message.
· Elements are the non verbal like gestures, signs, language.
· Treatment is the way in which the message is conveyed to the receiver.
· Structure – the way it has been structured or arranged, affects the effectiveness of the message.
· Code is the form in which the message is sent (language, text, video)
CHANNEL is the medium used to send the message. The five senses of a human being is the channel for the communication flow (Hearing, Seeing, Touching, Smelling and Tasting)
RECEIVER  is the person who gets the message sent in the process. The receiver must have a very good listening skill. Other factors are similar to that of the sender:
· Communication skills
· Attitudes
· Knowledge
· Social Systems
· Culture
Criticisms of Berol’s SMCR Model:
· No feedback.
· No concept of noise.
· It is a linear model of communication.
BEROL’S MODEL OF COMMUNICATION EXAMPLE
Watching television news is a example. The news presenter is the source of the news who disseminates the information. The news is the message and television is the channel. The audiences are the receivers of the message who watch the TV. The audience cannot provide feedback .One-way communication.

COMMUNICATION SKILLS

Communication skills are the abilities you use when giving and receiving different kinds of information.
1. Verbal Communication is about language, written and  spoken, use of words.
· Written Communication includes letters, documents, e-mail, text chats. The effectiveness of written communication depend on the writing style, grammar, vocabulary and clarity.
· Oral Communication – face-to-face or through phone, voice chat, video conferencing. The effective of oral communication depends on the clarity of speech, voice modulation, pitch, volume speech. Oral communication finds use in discussions and causal and informal conversations.
2. Non-verbal is the transmission of message or signal through a nonverbal platform such as eye contact, facial expressions, gestures posture and body language. Body language is the use of physical, behaviour, expressions and mannerisms to communication nonverbally. Nonverbal communication or body language include:
· Facial expressions – the human face is extremely expressive, able to convey countless emotions without saying a word – happiness, sadness, surprise, fear.
· Cultures – use your hands when arguing or speaking, often expressing yourself with gestures without thinking. Some gestures can be very different across cultures.
· Posture can convey a wealth of information about how a person is feeling as well as hints about personality characteristics.
· Tone of voice is how the character of your business comes through in your words. The way you say it and the impression it makes on everyone in your audience who reads or hears.
3. Listening -  paying attention not only to the story, but how it is told, the use of language and voice, and how the other person uses his or her body. 
· Active listening is a way of listening and responding to another person that improves mutual understanding. Four stapes to effective listening:
1) Pay Attention – to be fully present for the other person (stay completely of cussed on what the speaker is saying).
2) Listen for Accuracy – listen for the meaning in what the speaker is saying.
3) Listen for Empathy – listen, under the words to appreciate the speaker’s point of view. Appreciate the speaker’s feeling and recognize their needs.
4) Listen for Mutual Creativity – you can stand with speaker and you both begin to invent a new way of relating to or viewing the situation.
· EMPATHETIC LISTENING is structured listening and questioning technique  that allows you to develop and enhance relationships with a stronger understanding of what is being conveyed, both intellectually and emotionally. The 4 stages of Empathic Listening:
1) Mimicking content – least effective stage of listening.
2) Rephrasing the content – more effective but remains limited to the verbal portion of communication.
3) Reflecting feeling – includes not only what was said, but how the speaker fells about it.
4) Rephrasing content and reflecting feelings - incorporates both the second and third stage.

COMMUNICATION TECHNOLOGY

Communication technology is any digital tool you can use to send and receive information. This technology can include software, computer programs, devices and messaging systems. They also often allow people to connect with each other from any place in the world.
MOBILE
The phone is one of the core communication technologies that most professionals have readily available. Most phones have communication features that go beyond sending and receiving voice calls, including voicemail, conference calling and recording capabilities. Smartphones allow you to perform basic work duties as well if you have an available internet connection, such as writing emails, posting on social media and reviewing documents. A mobile phone is an example of mobile communication (wireless communication). It is an electric device used for full duplex two way radio telecommunication over a cellular network of base stations known as cell site.
SOCIAL MEDIA BULLYING
Bullying on social media is just as harmful as other bullying. Because it’s hard to get away from and it can reach people no matter where they are or what they’re doing. What can you do if you are being bullied online:
· Change you privacy settings
· Block and un-friend
· Keep your personal details private
· Take a break from your phone or computer
· Report bullying where is happen
· Don’t respond to mean or threatening message
· Report serious threats to the police
How to prevent cyber bullying:
· Don’t contribute to online bullying
· Don’t encourage bullies by “liking” or sharing their comments or post
· Don’t spread rumours online
· Don’t forward mean message
· Defend other people when they’re being bullied online
· Block and report harassers
EDUCATION ACADEMIC MISCONDUCT
Academic Misconduct is any action that produces an improper advantage for the student in relation to their assessment(s) or deliberately and unnecessarily disadvantages other students.  It can be committed intentionally or accidentally.
This can involve obvious things like involve copying other people's work or submitting work that is not your own. It can even include working with a friend on a piece of work when you were supposed to work alone.
The most common types of academic misconduct are:
· Plagiarism: This is where you copy work from elsewhere (e.g. internet sources, Wikipedia, textbooks) and don't make it clear that it isn't your work. Using source material, even quoting from it, is OK, but you must reference the work properly.
· Collusion: This is where you work with someone else, such as a friend, when the assessment rules state you should work alone
· Examination misconduct: The most common examples of examination misconduct include taking notes or a mobile telephone into the exam room when you're not allowed to, or simply being a nuisance or disrupting your fellow students. Less common examples can include getting somebody else to pretend to be you.
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