


                                                                       Certificate of Higher Education for the  Workplace


[image: See the source image] 
Table of contents

1. Introduction…………………………………………….……………………………..2

2. Analysis……………………………………….………….……………….………..…2

3. The Shannon – Weaver Mathematical 1949.…………………..…………...…….3

4. Schramm’s Model Communication…………………………………………………3


5. Berol’s Model of Communication………….……………..…………..……….…….6


6. Communication skills…………………………….….…….…………………..……..3

6.1 Verbal Communication……………….……………..…………………….4


6.2 Non-verbal Communication…..….…...………………………………….4

6.3 Active Listening………..…………….………………………………….…4 

6.4 Emphatic Listening…….………………………………………………….5


7. The advantages and disadvantages of communication technology, such as the mobile phone and the internet, especially in terms of how they impact students' learning………………………………………………………………………………..5

Introduction:
Communication is the process of sharing your thoughts and opinions with someone else (Keyton, 2017). Communication is important in a business situation because it helps people work together better and achieve their goals. There are many things that make it hard to communicate, such as location-based barriers, culture differences, language barriers, and more. During this assessment, three different types of communication models will be explained in detail, and the focus will be on learning all of the skills that are needed to communicate well.

Analysis:
1) The three models of communication taught in class:
Three different types of communication models are shown, which can help  figure out how people talk to each other. In the environment of the workplace, these three models will be looked at, and this research will try to figure out what kind of noise is made in these kinds of interactions and how feedback is started.

The Shannon and Weaver Mathematical 1949
This is a way for a sender and a receiver to communicate so that they can work together well. In this whole model, there are several stages. In the second level, the sender encodes the message, and in the third level, the message is sent using a channel. At the fourth level, there could be noise or disturbances that get in the way of the message being sent. In the fifth level, the receiver writes down the information and finally gets it to understand what is being shared. In the seventh layer, the last step of feedback is to send a message back to the sender. This completes the circle.(Hovland and Lumsdaine, 2017)
Case study: On a nice fall day, Maria called her husband Pedro, who was working at a construction site, and asked him to grab up a chicken on his way home. When he got home late at night, Maria asked him if he bought the chicken. Pedro was surprised because he thought they were talking about something else. Because of the noise from the building site, Pedro couldn't hear his wife's message, and he didn't get back in touch with her after he finished work.


Schramm’s  model of communication
This communication model is based on a two-way message system in which a sender and a receiver exchange information with a lot of barriers in the way. In this kind of conversation, people talk to each other face-to-face. The sender creates a message and sends it to the receiver by using an encoding, interpretation, and reporting process. On the other hand, the receiver is deporting the decoding, figuring out what it means, putting it into his own message, and sending it back to the sender through a feedback process.( O’Rourke, 2019)
Case Study: John says to Teddy, "I'm always late for work. Please bring me a clock."
John was never late to work again after Teddy bought him an alarm clock at a nearby market. How could he have gotten the message wrong if he understood what his friend wanted? No matter who has to bring the clock, a clock is still a clock.
Nobody ever thinks that a clock is a wristwatch or anything else. Most people can understand some messages. They are called "messages with a denotative meaning" because everyone understands them in the same way, so there is no chance of confusion or misunderstanding.( Malkan, 2022)
Berlo’s model of communication
In this communication model, an introduction is made by using different compounds in four states. This framework is made up of four parts: the source, the message, the channel, and the receiver. At the source stage, it's important to understand the sender's communication skills, attitude, understanding, cultural background, and other aspects. Business elements such as language, business elements, the port, keywords and other things are considered. This directly helps make an all-around plan and ways to get things done. At this stage, things like human approach, targeting strategy, and knowing what a good response will be taken into account. In business, this type of communication model is used to create advertising campaigns. As once channel or medium is taken into account, the person receiving the message uses his or her own knowledge, culture, and communication skills to try to figure out what it means. Understanding content, cultural factors, how messages will be handled, and how they will be received are all important (Schiller, 2019).
Study case: Berlo's S-M-C-R Model of communication can be seen in action when people watch the news on TV. The news comes from the newsreader, and she tells the audience what happened. The news is the message, TV is the channel, and the people who watch TV are the ones who get the message(Communication Theory, 2014)

2) The communication skills discussed:
There are four different kinds of communication skills that help people get along better with each other. All four of these types of skills will be explained in detail to be understand how they are used in business and how they can be improved.
Verbal Communication Skills: 
One of the most important parts of business communication is being able to give a speech, talk to other people, and connect with them. Being able to use the right formal tone and language and being able to talk to a lot of different people helps you gain a wide range of knowledge, which helps you manage your speech better. This is important because a person can use their leadership and communication skills together to choose the right words that can inspire and guide others. Because of this method, the right pitch can help make sure that people working together in an organisation stand strong (Waisbord, 2019).
Non-Verbal Skills: 
Communication is about being able to use rated towards and interaction skills to talk to people through emails, texts, and other ways. Aside from writing, body language, facial expressions, and gestures are also examples of non-verbal skills that can be used to communicate without speaking. This is important because it makes it easier for people to start talking to each other. These things are important for people who work from home because they make it easier to get in touch with a lot of employees through group messages, multiple emails, and other ways. It can also be given to nature, and it can help make it easier to come up with a good way to interact. This is important because it helps improve writing skills and the way you structure sentences, which makes it easier to express your thoughts (Mehrabian, 2017).
Active Listening Skills: 
It's important to keep communication going by actively listening and paying attention to the other person. It's important to be able to guess what's going to come up in a conversation, because that can make people much more invested in what's being said. Not paying attention to your phone and focusing on the words, special things, and other details about a person are important parts of active listening methods (Thussu, 2018). Also, having a clean and hygienic appearance is essential in order to ensure that interactions, communication, and bonds between people go more smoothly. This can help make sure that people can actively take part in communication strategies, and it can also make it easier for people to form more bonds. Focusing to the eyes and knowing how the conversation is going are also important parts of active listening. All of these things help people talk to each other more and form stronger bonds.
Empathetic Listening Skills: 
To have empathy, you have to be able to see things from other people's points of view. To use compassion in a strategic manner, you need to be able to talk to people and understand how different ideas are affecting them right now. So, if you want to use empathy to pay attention to the other person, you need to be able to judge their emotions, mood changes, and other things. This is because all of these things can directly help you figure out how to create more empathy and stronger bonds while you're talking.(Leiss et al., 2018).
3) The advantages and disadvantages of technology in communication, such as mobile phones and the internet, especially in terms of how they impact students’ learning.
In the present day, mobile learning is very common. Mobile learning, also called m learning, is a new way to access a wide range of online content through a mobile phone. The best way for students to get help is through mobile learning.
Advantages of technology in communication: 
1. Anywhere and at any time: Since m  learning is all about studying on your phone using the internet, you can do it from anywhere in the world and at any time.
2. Goes a very long way: The major benefit of mobile learning is that it works over a wide area. This means that you have access to the same information or tests at the same or different times whether you are in Canberra, Australia, or California, United States of America. Mobile learning doesn't care about where you are.
3. Several kinds of content: There is a large amount of information online. Because it has so much to offer, it's easy for people to use, and a lot of people from all over the world can use it for different topics or subjects.
4. Encourages students: There are lots of educational software that are using online quizzes to maintain track of your progress. (daily, weekly or monthly, depending on firm to firm). The research is presented in a way that makes it interesting to the students. For example, there are game questionnaires that allow students to do better than they did before.


Disadvantages of technology in communication:
1. Issues with software: Software is an app that runs on a device based on the instructions that were written into it when it was coded. Even though it seems like software has a smooth life, there are other things outside of software that make its life less smooth. IT trends are being changed by these outside factors. Some of the things that make it hard for the software to work are problems with compatibility, not upgrading to a new version, frequent system crashes, etc., all of which can make it hard for you to learn on your mobile device.
2. Hardware problems: Hardware is different from software in that it uses physical devices. After a while, the physical tools used can start to break down. They can wear out from being used too much, getting dirty, being used roughly, etc. These are some things that can stop a phone or other device from working well.
3. Misuse: Many students also use the device for stuff other than what it was meant for. Some people do it just for fun, and others do it with evil plans that are not good and should be stopped.
4. Distraction: A lot of distractions are also caused by mobile learning. When students try to learn something on their phones, they often end up using social media sites, chatting, sharing pictures, or playing video games. These kinds of things take up time that could be used to do something important.
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Working in team it’s a “ Unit of two or more
people who share a mission and collective
responsibility as they work together to

—= Introduction achieve a goal” (Bovee, Thill and Mescon,
B Ed. 2007, p. 269).
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Advantages working in teams

* For excellent results, working together and support each
other is the key. (Gaille, 2020)

* To have a strong team it is important for a interpersonal
relationship among each other. (Gaille, 2020)
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« Team work motivation help everyone in taking new responsibilities and
supporting each one in new achievements. (Indeed, 2021)

« Having a good resolution skills can create a good every day problem
solving. (Indeed, 2021)

« Good way to resolve problems without consulting management.
(Indeed, 2021)
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e * Every individual has a special skill, finding in your team for each one the
‘secret skill’ it will lead to a stronger team. (Indeed, 2021)

 Very often teams includes breaks among whit the workloads. (Indeed,
2021)

 Having a relax chat cand take to a very productive day. (Indeed, 2021)
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Disadvantages of team working

o « There are colleagues having the tendency to be ‘yes person’ on everything
S what the leader saying but they don’t have any productivity.

* This problem can create aggressive personalities, timidity.(Louise Gaille, 2020)

« The leader must be a good exemple for the team showing respect, listening
his people problems. Without all of this your team performance will be very
low.(Miscellaneous, 2019)
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* Working in teams, very often you can find that some of them
working more hard then others. (Indeed, 2021)

* There situations when your idea it is often rejected. When
your effort it’s not recognise can be difficult. (Indeed, 2021)
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* When your team know the deadline plan can be demanding to
make any changes. (Indeed, 2021)

* Depending on one of your colleagues for meetings or important
9 information can be challenging finishing your attributions on
time. (Indeed, 2021)
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