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[bookmark: _Toc80738572]Introduction
Communication is referred to as the act of sharing views through non-verbal or verbal means. The process between two or more persons is effective when the intended message is successfully delivered to others, received as well as has been understood by its recipients (Widayati et al., 2021). Efficient team work requires superior communicational skills and it is integral to the team’s success. If there is an absence of active communication among team members the group's productivity will be minimised (McDuffee, 2019).This portfolio is comprised of models of communication, communicational case studies, and examples of poor communication at the workplace and solutions to them.


[bookmark: _Toc80738573]Models of Communication 
Shannon and Weaver Model of Communication:
In the year 1949, Shannon and Weaver, who are engineer and scientist by profession, introduced this model (Ritter, 2017). It deals with concepts like the source of information, transmitter, channel, message, noise, receiver, destination, encoder, and decoder of information(Alshanqiti and Khozium,  2021).
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Figure 1: Shannon- Weaver’s Model of Communication
(Source: Umeozor, 2020)
Sender: The initiator of the message or information is referred to as the sender.
Encoder: Message or the idea is converted into a spoken language where personal meaning is added to the content (Onobrakpor, 2019).  This is the transmitter who converts the messages that have been sent into signals. 
Channel:It is the medium through which the information travels.
Decoder: Decoder responds to views and receives signal which then transferred it into a message. This is the reverse of encoding a message.
Receiver: Final destination of the sent message is the receiver. Receiver is the one who further sends the feedback after decoding the message. 
Noise: This can result in the communicator not being able to send the intended message, it can also affect the flow of communication of the sender and the receiver receiving wrong information (Kubota,2019).
From the case study of Maria and Pedro, I understood that it follows the Shannon and Weaver Model of Communication. Maria had called up her husband asking to bring chicken when he arrives home. However, the message conveyed over the phone might have been affected due to signals errors or due to noise as Pedro was at a building site. Thus, the message that was sent over the phone was not similar to that received by Pedro and he, therefore, did not bring a chicken home(Adapted from class exercise). The confusion that occurred was either due to problems in the sending channel that is wave signals or it can be due to errors in decoding the message. Decoding errors could have occurred due to noise (distractor) in the environment where Pedro was and he heard kitchen instead of chicken. Pedro could have prevented it if he moved to a different place where there is minimum distractor in the surroundings while receiving Maria’s call.
Berlo’s model of communication:
The communication model by Berlos’sfollows the model of SMCR and includes the following factors:
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Figure 2: Components of Berlos’s Model Of Communication
(Source: Kalogiannidis and Papaevangelou, 2020)
Source-The originator is referred hereto as the source of communication and it comprises of 
· Communication Skills: Communicating skills of the communicator is individual to him or her. This is the capability of the sender of the message to read, write, listen and speak to others.
· Attitude: Attitude of the sender towards the subject of communication, oneself and audience. For example, the attitude of a teacher should be to help the teacher and that of a student should be towards more learning. 
· Knowledge: This refers to the knowledge that the communicator possess. For a professor to deliver a lecture he or she should be well versed with the topic.
· Social System: All communications takes place in a society. It is the aspects of the society like the beliefs, values, religion, culture and understanding of the society (Kalogiannidis and Papaevangelou, 2020).
Message: The content of the information that the sender sends to the receiver through communication.  
· Content: This is the body of the message, from its beginning to the end. 
· Elements: Elements of communication include gestures, posture, body language and the language all of which are displayed by the communicator.
· Treatment: The manner in which the message is conveyed or delivered is referred to as the treatment.
· Structure: The way the message is structured or arranged into parts.
· Code: Means through which the message is sent and the form in which it has been sent.
Channel:It comprises of the five sense organs through which messages are received and include hearing, smelling, seeing, tasting and touching. Communication takes place through these channels.
Decoder: The receiver of the message is the decoder and the receiver has to think about all the components and elements involved while communicating and responding in order to be an effective communicator.
In the case study named A Day with the Chief, I found that the method of communication used followed the Berlos’s model of communication. Initially the behaviour that Mrs Brown displayed to Mr Mark made him completely misinterpret her nature. The behaviour she conveyed was opposite to what Mr Mark had heard about the lady before meeting her(Adapted from case study). However, after meeting her, the sweet nature displayed by her made him think that she was in no way like a witch. Therefore Mark became so comfortable and began informing her about matters that he was not supposed to. Mark had difficulty understanding and evaluating what Mrs Brown’s intentions were as the elements (body language, posture, gesture) displayed were completely opposite to her real behavioural traits. This was the main reason why he could not evaluate or decode appropriately Mrs. Brown’s message and finally lead to misinterpreting her. Lastly, when Mr Mark started to find problems with the organisation and discussed it to the CEO she changed her attitude. Thus while communicating it is essential to appropriately understand the source, the components of message, adequately use all channels and then decode the message.
Schramm’s Model of Communication:
It proposed in the year 1954 is commonly referred to as the circular model of communication as it indicates that information can travel in both directions. This theory emphasised more on the interaction between the sender and receiver of the message (Lin and Lin, 2020). This model implies four crucial aspects:
1. Communication is circular and not linear.
2. It is reciprocal process.
3. Reply to message is based upon the interpretation made.
4. Communication includes encoding of message, decoding and interpreting it.
This model emphasises on the feedback and states that communication is a complex process as it requires appropriate interpretation of a message. Elements of Schramm Model of Communication are source, receiver, message, feedback and semantic noise. Here, feedback refers to the reply by the receiver based on the message he or she has received from sender. This message is then transferred to the sender. However, semantic noises are barriers in the process of communication that might disrupt the message.
Both the case studies Pedro and Maria and A Day with the Chief to some extent can be explained via this model. In case of Pedro, he could not hear things Maria had told him over the phone as he was in a building site and instead of hearing that he was supposed to bring chicken he heard he would meet her wife in the kitchen when he reaches home. Thus, noise in the construction site had made Pedro misinterpret aspects his wife had told him and he did not return home with chicken.
But the conversation between them was not based on interpretation and feedback and was more linear rather than circular. In the case of Mrs Brown and Mr Mark the feedback that Mark had received while talking to Mrs Brown,  the CEO, made him misinterpret the lady's true nature. Thus, Mark initially found that the lady was a good human being and he became more relaxed and began informing her regarding the faults and mistakes of the organisation. I observed that when he began to say about the organisation's mistake the interpretation Mrs Brown had made was that Mr Mark is trying to demean the organisation and its management. She then became furious and told that her secretary would show his way out. Therefore, interpretation and feedback is a crucial aspect in the process of communication.
[bookmark: _Toc80738574]Communicational Styles
There are several types of styles in which information is communicated to others.
Verbal: Verbal communication is a joint activity and the participants need to share their knowledge based on mutual understanding (Nikolaidis et al., 2018). This can take place in a face-to-face situation or over the phone, and via video calls in Zoom and Skype. This type of communication can be both informal and formal. The communication between Maria and Pedro is an example of verbal communication that took place over the phone. Similarly, the face to face conversation between Mrs Brown and Mr Mark can be referred to as verbal communication.
Non-verbal: Any communication occurring between individuals that do not have any verbal translation can be referred to as non-verbal communication. Communication occurs through non-verbal channels like gesture, posture, facial expression, vocal tone (Smith, 2021).Mr Mark started trembling when he met the CEO which is a type of non-verbal communicational cue. The conversational cues that Mrs Brown displayed to Mr Mark such as being polite, smiling,  greeting were a part of the non-verbal communication.
Written: This involves communicating through written means or by typing or printing. This type of communication can also be formal and informal. One important skill one should have while using written communication is to know where one should stop (valamis.com, 2021). Offices and Businesses might prefer communication through written means as chances of distortion are minimum while one is communicating through this means.
Barry had made efforts so that the workers in the restaurant learn to handle food safely and for this, he had chosen written communication(Adapted from case study). He had written in the kitchen in bold letters that the workers should keep the hot food hot and serve the cold food cold as well that they should frequently wash their hands.
Informal: In this type of communication, there is spontaneous and unofficial informational Informal communication is referred to as grapevine in an organisational setting where communication is verbal, flexible, direct and personal. This type of communication is voluntary and occurs without any prior agreement between the participants involved in it (Myodoet al., 2018). Communication between Maria and Pedro was informal as they are partners and were talking about their daily life issues.
Formal: When the communication follows rules and regulations and is more structured and is official, it is referred to as formal communication (Wu et al., 2018). The informational flow is controlled and needs greater effort on the part of the communicator to be delivered effectively. Communication between Mrs Brown and Mr Mark was more in a formal style as it was taking place in an organisational setup where Mrs Brown is the employer and the latter is an employee.
[bookmark: _Toc80738575]Example of poor communication
I have observed in my workplace was when one of our senior members announced a meeting to be held the next day while there was a lot of chaos going around in the work environment. Some of the employees could not hear the announcement due to the noise and did not turn up for the meeting. 
The communication gap among two team leaders in my workplace led to a conflict between them. The message that one intended was distorted in such a manner that when it reached the other team leader it sounded like the former made some demeaning comments about the latter. This finally leads to a conflict between them.
[bookmark: _Toc80738576]Solutions
· Communication problems in my workplace can be solved if instead of announcing about the meeting if the authorities choose a more formal way of communication like inviting or informing them through their office mail using better written communication properly.
· Problems of poor communication can also be solved if there is a mutual understanding among the authorities and also their juniors. It would be better if everyone talks to each other and not passes on important messages through someone else as this increases the chances of the message being distorted. This would further solve the problem of communication gap among the employees and there would be minimum conflict in the workplace (Haţegan, 2020).



[bookmark: _Toc80738577]Conclusion
It can thus be concluded that communicational models and styles are important in understanding the way they can lead to effective teamwork. For an organisational sector or workplace, communication can be effective if they choose a more formal way and in case communication is among friends and family a more informal approach can be chosen. Official communications can choose a written and formal approach like sending formal letters, mailing, texting so that the message received is similar to what is intended and is in no way distorted. This would also reduce the likelihood of conflict among each other.
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