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INTRODUCTION

Communication is defined as the sharing and exchanging of the information from the sender to the receiver in the same manner as it was intended by the sender (Call and Tomasello, 2020). Communication is very essential for the company in getting successful as this will assist the company in managing the business to a great extent and this will improve the working of the company to a great extent. The communication is very much essential for the company as the whole working of the company is dependent over the communication only.


This is particularly because of the reason that when the communication will not be correct then the company will not be able to meet the objectives of company. In addition to this there are many barriers to effective communication like cultural, language, interpersonal, physical, perceptual barrier and many others. In the present report the communication will be discussed and other different models of communication will also be discussed in the report. Further the various communication skills required by the person in managing the business will be discussed. In addition to this the whole discussion will be linked with the case study being provided within the content. 
MODELS OF COMMUNICATION

The communication is very essential for the companies to get success and this is essential because of the reason that when the company will communicate in proper manner then there will not be any confusion relating to the work to be done. Thus, this will assist the company in getting the work done in more good and effective manner. This is essential as this communication only will help the companies in gaining more of the better understanding of the work to be done and in addition to this the working efficiency of the employees will increase if the communication will be clear. Thus, for this there are several models which can be used in the companies to manage the communication in the workplace (Lindlof and Taylor, 2017). These models are as follows-
Shannon and Weaver

The Shannon and Weaver model of communication is a model or a mathematical theory relating communication which argues that human communication is a series of steps which if followed will be successful. Thus this model includes the following process-
· Sender- this is the stage wherein the message is being created and this need to be communicated with the other people of interest. This sender is the source of information that is the sender knows that what information needs to be passed on and in what manner (Adler, Rodman and Du Pré, 2016). 
· Encoder- the encoder is the next stage which is either a machine or a person who converts the idea into signal which can be sent from sender to the receiver. This is generally a transmitter through which the information passes to the next level and the message is converted in the binary digits and language. 
· Channel- this is the next stage in the process of communication under the Shannon and Weaver model. This is the medium through which the message will be transmitted to the receiver and these are of different types like by ending written message, email, talking over phones and many others. 
· Noise- this includes the disturbance which restricts the message to go to the destination place and this interrupts the message and the understanding of the message. This can be of two major type that is internal and external. 
· Decoder- this is another stage wherein the message by coming after clearing the stage of noise comes at a point where the encoded message is decoded. In simple words the message which was first encoded now it is decoded that is the binary digit are again converted in the language. 
· Receiver- this is the last stage wherein the message is received by the person for whom the message was initiated. If the receiver understand the message in the same way and with same intention as the receiver has though then the communication is said to be successful. 
But in the case of Maria and Pedro there was not proper communication and because of the reason that Pedro misunderstood the saying of Maria was they were on phone and this might have interrupted the communication. 
Schramm


The Schramm model of communication suggests that the coding and decoding are the most essential stage in the success of the communication (Flechsig, 2017). He also states that the communication is incomplete till the time the receiver sends the feedback that whether the message is being understood by the receiver or not. Thus the model of Schramm is as follows-
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From the above model of Schramm it is clear that the message is only successfully delivered if it is clearly encoded and interpreted in correct manner and properly decoded. This is essential because of the reason that if the is not sent to the receiver in the same and intended manner of the sender then the communication is of no use. Thus, for this the encoder and decoder play an important and crucial role in the working of the company. 
Berlo model of communication

This is the model which emphasises on the effective communication and this includes the model of SMCR which stands for Source, Message, Channel and Receiver. This model discusses the stages of communication in following manner-
· Source- this is generally called the sender of the message as this is the source from which the message has been evolved. This source must have proper skills and attitude for the effective communication. The source is the initiator of message and if the massage will not be made in proper and effective way then this will have a great impact over the message.
· Message- the message is the statement or the information which need to be passed to the other person. For the message it is very essential to be having good in content and the entire element and the information within the message need to be effective and correct. 
· Channel- this is another stage wherein the channel or the medium is included through which the message is transmitted to the receiver of the message (Davydov and Lozynska, 2016). These channels can be of different types like the listening, by speaking over phone, and many other different types of channels are present. 
· Receiver- this is the last stage wherein the message is being transferred to the receiver that is for whom the message was initiated. This is very essential as at this stage the message is being decoded from the signal back to the language and in understandable manner (Konopka and Roberts, 2016). 
COMMUNICATION SKILLS

The communication skills are the skills and values which are essential for the effective and clear communication taking among the people. There are majorly three different types of skill which need to be embedded in a person for the effective communication. These are the verbal, non- verbal and active listening skills. All these three are very essential for the people and the companies to have proper knowledge as this will foster the communication within the workplace. 

Verbal communication skill- this is a type of communication under which comes the two category that if both written as well as oral communication. For the communication to be in understandable terms it is essential that the person is having both the verbal and written communication skill. This is due to the fact that the message can be transferred in two ways only that is verbal and written. In the verbal form the message is communicated by way of speaking that is by speaking the person shares the information and exchanges the ideas and this helps them in communicating. Thus, if the people will have proper knowledge of the verbal communication then they will be able to communicate in proper and effective manner. Along with the verbal communication it is essential for the people and employees that they must have proper knowledge of the written communication as well. This is necessary because of the fact that just speaking is not enough it is also necessary for the employees and company to have written communication knowledge as well. The written communication is referred to as the sharing and sending the message in the form of writing so that it can be read by the receiver. In this communication there are fewer chances of errors as the people will write the message and communicate it. 

Non- verbal communication- this is another important skill for the effective communication within the workplace and outside it as well. This is basically essential because of the fact that when the person does not understand the message in the written or oral form then the non- verbal communication can assist in better understanding (Kurtz, Draper and Silverman, 2017). This is essential because of the fact that when the person uses the non- verbal communication at the time of the verbal or written communication then this makes the communication more effective. The non- verbal communication involves communicating with help of facial expression, gestures, body language, tone, signal, eye contact and many other different types of expression (Arnold and Boggs, 2019). This is very helpful and very expressive way of communicating with one another as the facial expression and other types of signs and signals will help the company and the people in making the communication much clear and better. 

Listening- this is another important skill which is required for the company and the employees to inherit in themselves for effective communication. This is essential for the person to be a good listener as if they will listen to the other person then only they will understand what the other person is trying to say. Also, if the person will effectively listen then only they will understand the message and then in accordance with their understanding will reply to the person. Thus, for the better communication and clearly understanding of the message it is very essential for the company and the employees and other people as well to have active listening skill. 
All these three skills of communication can be effectively used for the better working in the company and in the personal life as well. For this some of the other techniques are as follows-

S.O.L.E.R technique- this is a method of counselling and assists the person in understanding better listening techniques. This stands for sitting squarely, open posture, lean forward, eye contact, relaxed body posture. All this is very essential for the person to make sure for the active listening as this will assist the people in listening in proper and effective manner. This is majorly because of the reason that if the person will sit in relaxed way with open posture and proper eye contact then this will mean that the person is listening in effective manner. 

Proxemics and kinesics- this is another major technique which can be used by the company and other people in improving the non- verbal communication. The proxemics is the study of how the people communicate in the area near them and how much they are involved in their personal space and people around them. Proxemics generally involves the personal space which the person is having nearby and how they use this space in order to convey message to nearby people. On the other side the kinesics is also an important category within non- verbal communication (Back, Fromme and Meier, 2019). This refers to as the subconscious gesture and the movement of body which pretend and intend some message for the other person with help of the body movement, gesture and other non- verbal ways of communicating.
CONCLUSION 


In the end it is concluded that communication is very essential for both the personal and professional life as well. This is essential as without communication no work can be done and business cannot be operated. The current report discussed about the different models of communication like Shannon and Weaver, Schramm and Berlo model of communication. In addition to this report analysed the skills for communication like non - verbal, verbal and active listening skill being important for the communication to be successful. 
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