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1. [bookmark: _Toc121655033]Introduction

The report was written with the purpose of demonstrating the understanding of the different models of communication, the communication skills learned in class, and the advantages and disadvantages of technology in nowadays communication.
The term communication has been defined as the transmission of information from a one person to another either verbally, in writing or using any other available channels (Cambridge Dictionary, 2022). Communication has been recognised as one of the most important factors influencing effective management and leadership in the work environment across all industries (Giudici & Filimonau, 2019). Although, communication skills and methods can be improved, it is important to understand that miscommunication in specific instances, such as the transmission of a message in an emergency situation could cause irreversible damage (Kilner & Sheppard, 2010). Since communication it’s a two-way channel, starting with the sender releasing the information to the receiver, followed by the information being perceived and acted on accordingly, its importance in companies operating worldwide has been extensively studied (Bucata & Rizescu, 2017; Morgan, 2017).
2. [bookmark: _Toc121655034]Models of communication
The academically recognised models of communication that will be discussed are the three models thought in class, Shannon-Weaver (1948), Schramm (1954), and Berlo (1960). 
[bookmark: _Toc121655035]2.1. Shannon-Weaver (1948) model

The Shannon-Weaver (1948) model has been designed with the purpose of allowing easier and more effective communication between people in the field of engineering, particularly in the technical communication (Colby & Schulz, 2013).
[image: ]
Fig.1, The Shannon-Weaver Mathematical Model, 1949 Source: 
As presented in figure 1, this model focuses on how the information is sent and received, pointing out that the “noise” present in the channel could change the information content before its transmitted to the receiver (Colby & Schulz, 2013). As presented by Shannon-Weaver (1948), the noise refers to any disturbance causing the information transmitted to be changed before it reaches the receiver. This could be caused by physical noise, cultural differences, organisational structures or simple misunderstandings between sender and receiver. 
An example of noise affecting the end information received is the case study or Pedro and Maria. In this instance, Maria had asked Pedro to buy a chicken on his way home, however he understood that he should see Maria in the kitchen when he gets home. This is a simple case of “noise” affecting the channel of communication and causing interruptions in the activity requested by the sender to be performed by the receiver.
2.2. [bookmark: _Toc121655036]Schramm (1954) model of communication
Schramm`s (1954) model of communication is referring to how the information is “coded” to be understood by both the sender and the receiver. In this case if the information transmitted in not coded correctly, the receiver will not be able to understand the message and acct accordingly. 
[image: ]
[bookmark: _Toc121655037]Fig.2, Schramm`s Model of Communication, Source: Schramm (1954)

As seen in figure 2, the message has to be sent in a manner that the receiver will understand the content involved in the communication process, otherwise actions will not be taken. An example of the communication process being disrupted by poorly coded message can be seen in appendix 2 in the case study of the professor in a village. In this case, the professor went to ask for help with his burning house, however since he used language that the villagers did not understand nobody was able to help him put out the fire. This case study is an excellent example of poorly coded messages that could cause difficulties when dealing with serious situations.
2.3. [bookmark: _Toc121655038]Berlo`s(1960) model of communication

The model of communication established by Berlo (1960) stated that in order to archive effective communication between two parties, the sender and receiver should have the same level of understanding of the subject transmitted (Narula, 2006). 
[image: ]
[bookmark: _Toc121655039]Fig. 3, Berlo`s (1960) Communication Model, Source: Narula (2006)

Berlo`s (1960) as seen in figure 3, implies that the if the sender or receiver speak the same language or have knowledge of the discussed subject, the communication will be simplified, and the outcome will be successful. However, the downside of this communication model is that it eliminates the step assigned for “noise”, implying that communication channels are perfect, and information cannot be affected by external factors. Realistically, although this models widely applies to specific situations, such as information transfer between two individuals with the same professional background, when applied to everyday working environment, misunderstandings can appear when passing information form department to another in a company (Maund et al., 2017).
An example of unsuccessfully performed communication between the sender and the receiver can be seen in the case of Barry and his team (appendix 3). In this instance the language barrier was the main issue causing miscommunication between Barr and the team he was managing. He tried finding middle ground by created simple printed instructions that most not English speakers could understand; however, this technique might not be successful for other types of communication cases.
3. [bookmark: _Toc121655040]Communication skills 
In this section it will be discussed the different types of communication skills, such as verbal, non-verbal, and listening skills and how they are used in everyday life and work environment 
[bookmark: _Toc121655041]3.1. Verbal communication skills

The verbal communication skills refer to one’s ability of conveying information via oral or written channels, and effectively engage into delivering and receiving knowledge (Business Jargons, 2022). In the case of verbal communication, the sender must ensure that the information is transmitted clearly, respectfully, and that the message is written or spoken in a language appropriate for the intended purpose of the message (Kilner & Sheppard, 2010). In this case of communication, an example of poorly transmitted information is the example of the professor and the village (appendix 2). 
Similarly, to this example of incorrect choice of communication transmission, could happen in any workplace or everyday life if the message sent is not appropriately worded, making the development of verbal skills of upmost importance. 
3.2. [bookmark: _Toc121655042]Nonverbal communication skills

Nonverbal communication skills unlike verbal skills differ due to the channels of communication use to send a message. The nonverbal communication is conveyed via facial expressions, gestures, paralinguistics, body language and posture, proxemics, eye gaze, haptics, appearance, and artifacts (Bambaeeroo & Shokrpour, 2017). All the listed nonverbal communications channels are important in sending a message since they all might represent something different depending on the situation (Ludlow & Panton, 1992).  For example, one person`s silence in a meeting could be interpreted as both rude and attentive due to the person`s position in that situation. The silence can represent attentive listening or disinterest in the topic discussed, based on both the signal send and received in that instance, suggesting that improving this skill very important when dealing with people with different backgrounds and understandings of specific nonverbal communication channels.
3.3. [bookmark: _Toc121655043]Listening communication skills

Compared with verbal and nonverbal communication skills, listening has not always been considered as important due to its low information retention ratio (Santon, 2009). However, listening skills are as important as the other two presented as communication cannot be successful without the listening process. For example, if a manager does not listen to its employees from all departments, the decision-making process in any situation will be either more complicated or wrong due to insufficient information collected or misunderstanding of the whole situation that he/she needs to deal with. Another important factor influencing effective communication flow through a company might be given by the level of openness to listening to any issues or suggestions made. 
Listening is critical in transmitting and receiving accurate information in the communication process as seen in the case study of Pedro and Maria (appendix1), where the “noise” had caused misinterpretation of information, resulting in archiving a negative outcome of the desired action when the message was sent. Listening in this situation does not refer to the physical activity of listening to a person speaking, but rather to being open to receive the information, analyse it and act accordingly. 
4. [bookmark: _Toc121655044]The advantages and disadvantages of modern technology in communication

The birth of internet and the digital world had presented both advantages and disadvantages to communication and user security (Ahmad, 2016 & Ismail, 2017). 
[bookmark: _Toc121655045]4.1. Advantages of modern technology 

The advantages of modern technology in communications are easy access to information, e-platforms enabling digital mailing, social media platforms offering access to millions of people around the world, business opportunities enabled by e-commerce and access to large amounts of global entertainment shows (Ahmad, 2016). 
The access to internet and modern technology had offered individuals and businesses the opportunity of communication more efficiently, faster and to reach areas of the world unknown before the development of such technologies. A good example of everyday life use of digital technologies in communication, is the availability of online platforms that allows expatriates connect with family and friends from around the world. Similarly, businesses can easily operate with headquarters in one country and manufacturing plants, distribution, storing and sorting facilities in other countries without any issues due to the development of modern ways of communication enabled by the internet (Ramey, 2012).
4.2. [bookmark: _Toc121655046]Disadvantages of modern technology 

Although the advantages of technological development are greatly improving everyday personal and working life, there are some disadvantages to using the internet as a mean of communication (Yiga, 2017). One on the most important disadvantage of the technological development of communication is the privacy bridge that can happen at any given moment due to the high degree of piracy and viruses present on the internet (Ismail, 2017). 
Another disadvantage brought by digitalisation of communication channels is the loss of human interaction, that could lead to high levels of depression and lack of self-esteem overtime, and also the cyber-bullying that comes with the usage of social media platforms (Jonson, 2020). Although, the advantages of using technological development in communication and operations, the disadvantages present have to be acknowledged to be able to mitigate their impact on all users, either physical persons or businesses.
5. [bookmark: _Toc121655047]Conclusion

The report was written with the purpose of underlying the understanding of the three models of communication presented, the types of communication skills thought in class and used in everyday life and work and the advantages and disadvantages of modern technology in communication.
The three models of communication were presented with reference to the three established models, discussed and given examples of case studies exercised in class to offer a better understanding of their usage in the work environment and everyday life. Furthermore, the report presented and analysed the types of communications skills and the importance of properly convey messages to transmit the right information. Lastly, it has been discussed the advantages and disadvantages of technology and the internet in communication and operation. 
In conclusion by writing this report, the student was able to get a better understanding of all new terms and information thought in class by applying it to different instances of communication.






[bookmark: _Toc121655048]References

Ahmad, B. (2016). 10 advantages and disadvantages of social media for society. Available at: https://www.techmaish.com/advantages-and-disadvantages-of-social-media-for-society/ [Accessed: 07 Dec 2022]
Bambaeeroo, F. & Shokrpour, N. (2017). The impact of the teachers’ non-verbal communication on success in teaching. National Library of Medicine. Vol. 5(2), pp.51-59. Available at: https://www.ncbi.nlm.nih.gov/pmc/articles/PMC5346168/ [Accessed: 05 Dec 2022]
Berlo, D.K. (1960). The process of communication. New York, NY: Holt, Rinehart, and Winston
Bucata, G. & Rizescu, A. M. (2017). THE ROLE OF COMMUNICATION IN ENHANCING WORK EFFECTIVENESS OF AN ORGANIZATION. Magazine of Management and Information. Vol.1 (85). Available at: https://www.armyacademy.ro/reviste/rev1_2017/Bucata.pdf [Accessed: 06 Dec 2022]
Business Jargons (2022). Verbal Communication. Available at: https://businessjargons.com/verbal-communication.html [Accessed: 05 Dec 2022]
Cambridge Dictionary (2022). Definition of communication. Available at: https://dictionary.cambridge.org/dictionary/english/communication [Accessed: 06 Dec 2022]
Colby, P. & Schulz, P. J. (2013). Theories and Models of Communication. Available at: https://doi.org/10.1515/9783110240450  [Accessed: 07 Dec 2022]
Giudici, M. & Filimonau, V. (2019). Exploring the linkages between managerial leadership, communication, and teamwork in successful event delivery. Journal of Tourism Management Perspectives. Vol. 32. Available at: https://doi.org/10.1016/j.tmp.2019.100558 [Accessed: 06 Dec 2022]
Ismail, N. (2017). Modern technology: advantages and disadvantages. Available at: http://www.information-age.com/modern-technology-advantages-disadvantages-123465637/ [Accessed: 07 Dec 2022]
Johnson, J. (2020). Negative effects of technology: Psychological, social, and health. Medical News Today. Available at: https://www.medicalnewstoday.com/ [Accessed: 07 Dec 2022]
Kilner, E. & Sheppard, L. (2010). The role of teamwork and communication in the emergency department: A systematic review. Journal of International Emergency Nursing. Vol. 18(3), pp.127-137. Available at: https://doi.org/10.1016/j.ienj.2009.05.006 [Accessed: 06 Dec 2022]
Ludlow, R. & Panton. F. (1992).  The Essence of Effective Communication. New York. Prentice Hall.
Maund, A., Schriek M. &  Tinkler, P. (2017) Certificate in Higher Education: Skills for the Workplace. London; Sage Publications. 
Morgan, P. (2017) The Business Student’s Guide to Study and Employability. London. Sage
Narula, U. (2006). Communication models. Atlantic Publishers and Distributers. Available at: https://books.google.co.uk/books?hl=en&lr=&id=nDRn9PAlSBwC&oi=fnd&pg=PR9&dq=Berlo%27s+model+of+communication&ots=r_PnwppDO6&sig=bYfkCG56zxnCOflTkqqerv7CVSo#v=onepage&q=Berlo's%20model%20of%20communication&f=false [Accessed: 06 Dec 2022]
Ramey, K. (2012). Advantages and disadvantages of communication technology in an organization. Available at: https://www.useoftechnology.com/advantages-disadvantages-communication-technology-organization/ [Accessed:07 Dec 2022]
Schramm, W. (1954). The process and effects of mass communication . Urbana, IL: University of Illinois Press. Available at: https://psycnet.apa.org/record/1955-03971-000 [Accessed: 05 Dec 2022]
Shannon, C. & Weaver, W. (1949). The mathematical theory of communication. Urbana, IL: University of Illinois Press. Available at: 10.1002/j.1538-7305.1948.tb01338.x [Accessed: 05 Dec 202]
Stanton, N. (2009). ‘Mastering Communication.’ Basingstoke: Palgrave Macmillan







[bookmark: _Toc121655049]Appendices
[bookmark: _Toc121655050]Appendix 1. Pedro and Maria case study 
[image: ]


[bookmark: _Toc121655051]Appendix 2. The professor and the village case study 
[image: Text

Description automatically generated]










[bookmark: _Toc121655052]Appendix 3. Barry and communication barriers
[image: Text

Description automatically generated]
2

image3.png
Schramm's Model of Communication, 1954

Message

G

Interpreter

Interpreter

Message




image4.png
Berlo's Model of Communication

Encodes Decodes
Source Message Channel
communicati hearin
on skills content 9
elements
attitudes treatment seeing
structure
code
knowledge touching
social system smelling
culture tasting

A Source encodes a message for a channel to a receiver who decodes the message:
S-M-C-R Model.




image5.jpeg
MARIA and PEDRO

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

. ; o
Hello, Pedro, when you’re coming home, see if you can get me a chicken.

‘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.

‘Here — in the sitting room,’ she said.

When Pedro went into the sitting room, Maria said, ‘Where is the chicken?’
“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?
\ .
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Q: Whose Model Lmeunication explains this confusion and why?
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Q: Whose Model of Communication explains how it could have been avoided?

SUMMARISE THE STORY OF MARIA and PEDRO:
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Case Study 1 — Barry and Communication Barriers: Effective Communication as a
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training if it is a busy day. Eventually, most employees get food safety training of a

Kind.  The owners of the restaurant are supportive of Barry in his food safety efforts
because they know if the Health and Safety Inspector found standards to be poor, their

restaurant could go out of business. Still, the owners note there are additional costs
for training and making sure food is handled safely.

One day Barry rushes to get into work on time. He had been working on his car until
2 a.m. and realized that he didn't have a clean uniform. However, he managed to find
one that was not very dirty. As he dressed, he realized that he needed a haircut and
2 good hand scrubbing, especially after working on his car.
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