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Introduction
This report will show my skills , my progress at university ,as well as elements of my study work with examples ,tables and scanned homework. For better performance I will use the modules Shannon and  Weaver , Schramm and Berlo . Will present different stage of communication – main body , examples and situation in my work . . Communication definitions

    According to G.G.Brown (2018) communication is transfer of information from one person to another and this exchange must be through understanding of what has been said . In my opinion ,communication is defined by writing , speaking  and body language . It is social contact . It expresses information and emotions . It doesn’t matter if the exchange is through words , actions , pictures or writing ,it is important how we convey what we want and how the recipient understand it .Good communication skills certainly open the door to work in all world ,because they involve accurate and effective communication .  For me it  is to can transferring words by writing or speaking .This is also successful submit of expressing  ideas and feelings .The term requires success in conveying the message or emotion . There are three parts to this : who submit the information , the message and who receives that message .The sender encodes the message with words and non-verbal communication .It is transmitted for example in writing and recipient decodes it . Of course there may have more than one recipient  and each on can receive different messages .Two or more people can read very different things with the body language  and it’s also possible that neither of them will have quite the same understanding as the sender .In face to face communication the roles of the sender and recipient are almost common . Both parties communicate each other with eye contact and general body language .In written however the sender and recipient are different. Categories of communication which I will show are verbal or spoken ,which includes face to face ,telephone ,radio or tv and other media . Non-verbal covering body language , gestures ,how I dress or act ,where I stand and even my scent .There are many ways that I communicate .For example the tone of voice can give clues to mood or emotion state  and hand signals, and gestures can add to a spoken message .
Writing communication
     Written communication includes letters , emails, social media ,books, internet  and other .Today me and all of us can write and publish our ideas online ,which give us the opportunity for information and communication .
I can visualization all messages with graphs ,charts ,maps and logos and the goal of every process is mutual understanding . Communication is scent by the sender through a communication channel to one or more recipients . The sender have encode the message into a form that is appropriate to the channel and the recipient then decodes the message to understand its meaning . A problem with comprehension can occur at any stage of communication .

Effective communication
        Effective communication is a process in which thoughts ,knowledge , information about different opinions are shard and it is provided by the sender in a way that the recipient understands . An exchange of communication is sent by the sender to one or many recipients. The receiver can use effective way to understand the message as active listening. This can be explained by a table: 
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Communication channel is the method used to transmit our messages to a recipient or to receive a message  from someone else .We have many channels available to us today .For example face to face conversation ,phone calls , text messages , email ,radio letters , reports and others . Choosing the right channel is important for being effective communication. Each has strengths and weakness . If we waiting news for an upcoming event we can transfer the message clearly to one or two individuals. But I think the information is conveyed more easily through a letter ,than a voice message ,because the recipient can receive the information in their own way – fast or slow .  Then all messages must be collected in a form that can be submitted in the communication method selected for the message .   Complex date can be best viewed through a graph or chart .Effective  communication encode their messages ,use their information simply and clearly and in this way they remove the cause of misunderstanding. Communication is effective when the encoding of the audience messages is successful.
The recipient must absorb the information received ,since successful perception is a  vital communication skill . Me and people understand message in different ways . This depend from understanding of the context of the message and how well we know the sender .Successful communicators know how to decode the message and can therefore remove sources of misunderstanding .
                 Effective communication is the most important of any business. It gives a response to customers about the company policy, as well as the services that are offered . If I  can communicate good , I will be sure to achieve my goals ,because it will help me to have strong working relationship with my employers .
                 This report examines how  important is listening in the communication process ?What is the role in the development of the professional aspect ? According to Crockett (Crockett,2011,p.87) only few percent of people remember what they are hears . That explain the theory , for example , when I talk to my manager ,colleagues , customers or my friends and family ,they accept half of my spoken words .That makes listening more difficult. My opinion about the reason is that sometimes our memories are short  and often most of us even don’t listen well. Also ,if everyone speaks English, they just have different dialects which complicates the conversation .  
Active listening . Soler
   SOLER (Egan,1986) is a method that helps people to be heard and appreciated also guarantees that their words are understood by the listener . When I follow the example of SOLER , I know , that my listening skills are successful and effective .His theory is that when we listen  actively, we pay attention to what the other person is saying . There are several guidelines for developing active listening:
-Give to speaker your full attention 
-Offer the speaker regular encouragement
-Reflect to check your understanding 
- Summarizing 
The keys that help me and all of us are :
Know yourself 
Evaluate the professional context 
Your communication interaction with others 
Step back and reflect 
Shannon and Weaver
       This report includes the Shannon and Weaver model as the best in communication , it develops a connection between the sender and the recipient . The message that tells the transmitter is made in signals and it is important what the place of the recipient is when receiving the signal , because as I saw in the class task for Pedro and Maria ,their communication is poor due to misunderstanding of the transmitted information by the sender. (Pedro want chicken ,but Maria understood they will meet in the kitchen) .
With this scheme I can apply what I wrote :
Sender  ->Encoder  ->Channel  ->Decoder  ->Receiver 
                                      Feedback 
Berlo Model
     Berlo’s model offers effective communication , because it is the shortest connection process , only sender , message, channel and receiver . By this method the listener himself determines the message he receives and it is always sent differently such as audio , text or other .
Sender      ->         Message         ->    Channel       ->       Receiver 
*communication skills  content                             hearing                        communication skills
*knowledge                    treatment                        touching                        knowledge 
*social system                 structure                           smelling                        social system
*culture                          code                                  tasting                             culture 
   Schramm Model

       The Schramm model is different , because the  message itself is more important here and has less impact on the sender and recipient . In this model we know that messages can be received without being interpreted . This is a circular model of communication. 
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 All three theories are proof that our conversations are complex , no matter how we communicate – via email, face – to- face or by phone . To be a successful communicator in my work and in my life , I understand and support the methods of Shannon and Weaver , Berlo and Schramm. 
My own case study
       In this part of my report I will tell about my case study at work and how important effective communication is . 
‘’ I had a situation in my job, where there was a mismatch . At the start of the shift , the supervisor records all the workers on the board and everyone knows the work area for the day . I was placed in zone 6 , but on another line a worker worked the same area with parcels . So for about an hour I wasn’t  busy and just did nothing . When the manager come to check how the workflow was going , I asked him why I didn’t have parcels in the area , upon checking we found out that the supervisor had changed my work area to another number without telling me about the change . There was a misunderstanding and more than an hour the parcels  in my new area were not scanned and I did nothing , so I lost my payment in one hour .’’
 This case explains that when we do not effectively use our verbal and non-verbal communication , we are damaging our relationships .
Conclusion
            In my report I wrote down the importance of communication in my life , how and why it is effective .I have considered several successful ways of communication ,because if there is no effective conversation ,there will be a gap between the sender and the recipient .A good connection is built by active listening . In order to increase success ,I need to look at and resolve all obstacles . So ,  when we communicate ,we have to choose the right way . If we are sensitive when making mistakes in speaking , then we need to develop our active listening skills . This time we will increase the effectiveness of our communication .
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MARIA and PEDRO

Pedro works on a building site and Maria is his wife.
One day Maria phoned Pedro.

‘Hello, Pedro, when you’re coming home, see if you can get me a chicken.” e
‘Okay,’ replied Pedro.

When he got home, Pedro took off his boots and coat and went into the kitchen. :
‘Maria, where are you?’ He said. E
‘Here — in the sitting room,’ she said. E
When Pedro went into the sitting room, Maria said, ‘Where is the chicken?’ i
‘What Chicken?’ Asked Pedro.

The one | asked you to get on your way home.”

Oh, no! | thought you said when | come home | will see you in the kitchen!

! Q: Why do you think Pedro misunderstood Maria?

» Q: Whose Model of Communication explains this confusion and why?

3 Q: How could this have been prevented?

k Q: Whose Model of Communication explains how it could have been avoided?
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