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[bookmark: _Toc80824097]Introduction

This report is based on understanding the models of communication. Furthermore, I will be sharing my personal experience of those topics covered and how they have been useful for me.
My understanding, communication is the exchanging of information of ideas, thoughts or emotions by technical media, (can include Television, internet, radio, mobile) or broader media, also it has been studied that all the different forms of the channel of communication, so sharing theories, models, method and connected to the pyramid of communication with it five levels (Societal, institutional, group, interpersonal and interpersonal information). The communication process involves one sender, the person who creates the message. The sender 'encodes' the message, the most common way of transforming feeling into correspondence. The message is the substance of the correspondence and can be a blend of words and additionally non-verbal correspondence. The collector( receiver) is the individual who receives the message and also decodes the process and making meaning of it. At last is feedback, the return of the message. 
[bookmark: _Toc80824098]Types of communication

· Verbal or spoken Communication, covering face to face, television, media.
· Non Verbal correspondence. incorporate non-verbal communication, signals, how we dress or act, where we stand, and surprisingly our aroma. 

· Written Correspondence, which incorporates messages, letters, web-based media, books, magazines, the Web and different media.
[bookmark: _Toc80824099]Verbal and Non Verbal Communication

According to Ross and  VanLear (2002), verbal correspondence is a type of correspondence where in words are used to trade the data with an individual¸ which is a compelling type of correspondence that prompts data and criticism. A verbal correspondence, along these lines, requires both a speaker (or author) to send the message, and an audience (or reader) to sort out the message. Successful verbal correspondence can't be completely detached from non-verbal correspondence like your non-verbal communication, and facial expressions. 
Nonverbal correspondence is characterized as correspondence that doesn't need the utilization of words, furthermore, nonverbal communication is in its pith the correspondence of ideas and thoughts as well as feeling without using words. A common type of those is facial expressions, posture, eye contact gesture, tone of voice and body orientation. An emblem is a non-verbal signal with a specific meaning like a wave of the hands that mean hello to (Ritchie , 2018).

[bookmark: _Toc80824100]Case Study

Based on the case study of Maria and Pedro, poor and bad communication was given. As Pedro works in the building site, noise is usually around and phone calls conversations can be misunderstood. Maria, Pedro's wife, called him and asked him to get a chicken on his way home. The moment he arrived home, he went into the kitchen and start calling by her name, while she was in the sitting room waiting for the chicken. Pedro misunderstood the chicken for the kitchen and this could be prevented when he was on the phone with her by asking again to repeat or going in a calm place with less noise. 
Another contextual investigation was the Professor and the villagers, who took the wrong words to convey. The Professor lived in an enormous house, not a long way from a little town, where he had never been, as he suspected he was predominant and shared-nothing for all intents and purpose with the residents. The night that his home burst into flames, he went to the town shouting “The edifice is consumed by great conflagration !”  while the residents disregarded him and then on returning home, the house was destroyed. When he got back to the village asking why he did not receive any help, the villagers said that he did not tell that his house was on fire because they would help him. This is a case of bad communication, as the professor did use sophisticated words instead of simple words to make the communication easier to understand for the villagers to help him.   
Another case study during this term was Barry and Communication Barriers. Barry is qualified in food safety at his workplace in a restaurant, his responsibility was to let the employees and new starters learn the basics of food safety like temperature, time, hygiene and hand wash. One day not been able to present himself accurate on his shifts and training, he decides to put signs all over the kitchen so the employees could be follow up on the rules. This kind of communication barrier was handled well, as Barry try to find a solution to communicate with employees to prevent the restaurant run off of business.

The salesman Mark and the Chief Executive Officer was another good case of study. Mark works in London, has the opportunity to meet Mrs Brown the CEO of his company in California and already he got bad description about her. On the arrival day, he was nervous when he approached her, but after seem as she’s like and was not how he was expected, he became too confident in that circumstance to be thrown out of the office. In this case, Mark became too comfortable in the situation that he did not evaluate the context, showing bad behaviour and non-verbal communication.
All these case studies learned during the term at the university, made me learn and understand that communication is not just words, but even facts: like stress, fear, happiness, sadness, and anger.
6333When people communicate use different types of feelings and emotions. Action speaks louder than the word, non-verbal behaviour can't be control words, has to lead by example. The use of the right words is important to make you be understood without any barriers or misunderstandings.   

[bookmark: _Toc80824101]Shannon-Weaves communication Model

In the year of 1948, Shannon was an American mathematician and an electronic designer while Weaver was an American researcher, the two of them consolidate to compose an article “ Bell System Technical Journal’’ additionally called Shannon-Weaver model of communication" (Lee, 1988). This model depicts the compelling correspondence between sender and recipient, additionally, factors are found as ideas like data source, transmitter, commotion, channel, message, receiver, channel, data objective, encode and decipher. The sender knows as the originator of the message or the data source chooses the ideal message. The encoder or the transmitter changes over the message into signals. On Note, the sender’s message is changed over into signs to communicate the messages through links or satellites. The decoder or the receiving spot receives signals into a message, as a converse course of encoding. 

[bookmark: _Toc80824102]Berlo’s Communication Model 

David Berlo set out his hypothesis of correspondence in 1960, known as the SMCR model given its four parts: source, message, channel and collector (Lee,1988).

Source: Must 'encode' the message that should be imparted. The manner in which it will be done will be influenced by a few attributes,  like its corresponding abilities. 

Message: The source should encode the message to guarantee that it contains the right substance. For this situation, 'content' signifies all that is imparted, purposefully and accidentally. Every message should be organized, so various layers of the message are passed on, coherently and aggregately. They additionally should be coded properly by utilizing a language familiar to the receiver.

Channel: Communication has the chance to incorporate touch, smell and taste and will focus on hearing like audio messages, video conferencing, bulletins, webcasts. 

The Receiver or the collector can be an individual, a group or an organization that is planned to receive the message and decode it, as factors that can cause disturbance are similar to those affecting the original encoding by the source.
.

[bookmark: _Toc80824103]Writing communication

Writing communication is a sort of cooperation that utilizes the composed word and it is the most significant and the best of any method of business correspondence. 
There is an alternate sort of correspondence: advancement material, reports, item data, handbook, letter and update. A portion of the different types of composing correspondences referenced is normal utilized inside for business tasks. Reports should be shaped from presentation, primary body (technique, appraisal, examination), end, and indexes, if essential. The letter must be immediate to the point earliest and lucidity is fundamental (Cullen M, 2021).
.   
[bookmark: _Toc80824104]Formal and Informal writing communication

As pointed out by Rosen et. al., (2010), formal writing is the type of composing which is utilized for business, lawful, scholastic or expert purposes. Casual composing is utilized for individual or relaxed purposes. Formal composing should utilize an expert tone, while an individual and passionate tone can be found in the casual composition. Formal and casual language fill various needs. The tone, the selection of words and the manner in which the words are assembled differ between the two styles. Formal language is less close to home than casual language. It is utilized when composing for expert or scholastic purposes like college tasks. Formal language does not utilize idioms, compressions or first-individual pronouns, for example, 'I' or 'We'.

Casual language is more easy-going and unconstrained. It is utilized when speaking with companions or family either recorded as a hard copy or in a discussion. It is utilized when composing individual messages, instant messages and in some business correspondence. The tone of casual language is more close to home than formal language (Seely, 2013).
[bookmark: _Toc80824105]Communication in my Workplace 

Working environment communication is vital to organizations since it permits them to be useful and work viably as workers expand in confidence with good communication according to Neil  (2018).
 This proposal will focus on my current position and experience as a shift manager at a franchise restaurant and examples of poor communication will be exemplified as well as  recommendations will be suggested for the improvement of the situation as different factors can cause a poor and closed communication climate in my workplace:
The first issue is when an employee does not attend the workplace according to the schedule and does not inform any manager, I end up with short members on the floor and is difficult for me and the rest of the crew members to manage the shift and keep a balance, furthermore, this could be avoided if information thru a phone call or text message would’ve been sent, as knowing this information it had would be allowed me to organise myself or contact another employee to cover the absence.
The second issue of poor communication in my workplace especially during rush time with a long queue of customers, some shift managers try their best to control the situation with good results but we do not receive any direction from our Business Manager. This causes the shift manager to feel confused as to how to perform in that kind of circumstance, myself included. This could be avoided if the Business manager shows out some gratitude or efficient feedback and informing us what to improve for a successful shift.

  
[bookmark: _Toc80824106]Conclusion 

It is exemplified thru this report that, the focus of this paper is to understand the models of communication as well as my knowledge in communication skills discussed during class.  As communication in the workplace has been discussed and explained as to how important communication can be, the difference between verbal and non-verbal communication is visible but it has the same level of importance, moreover, an improvement in basic life communication has been assessed, as for  Shannon Weaves and Berlo’s theories they provided a deeper understanding on my behalf, moreover my examination has shown that a powerful parallel and work communication helps to provide a positive outcome of any project and improves the growth of a company.
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