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Introduction
This report will focus on how important efficient communication can be. The report will examine and explain information based on communication models and skills used every day.

Models of communications

Shannon - Weaver Mathematical Model 1949
Shannon and Weaver Mathematical Model is based on two different on a communication between two different parties, where sound is present. As sound included, this means that the communication can possibly be interrupted. In some cases, it can be misinterpreted. An example of this is the information source – Transmitter (Encoder) - Signal- Channel - Receiver (Decoder) – Destination (Message). This indicate that it is in fact is for sound to be interrupted, therefore, changing its effectiveness.

Maria and Pedro used the Shannon and Weaver’s mathematical model in their case study. Pedro’s wife called him to buy something before making his way home. Let’s also consider the fact that Pedro works in a construction site.

As Pedro reaches home, his wife Margret asks him where was the something she asked him to buy.
Maria also tries to reminded Pedro again by saying: ‘’I told you to buy a chicken on the way home’’
Pedro replies with: I heard ‘’I will see you in the kitchen when you get home’’
It is clear that Pedro did not buy anything because the communication was interrupted by the nice in the construction site.
As an example, this experiment shows clearly the message interrupted by surrounding sound, therefore altering the message, which Pedro receives a different message.

Berlo's Model Communication 
Berlo’s communication model explains the efficiency of two parties who are on the same level. Otherwise, the message can be hard to received, therefore, the receiver will need to will need higher level of listening skills to eb able to understand the message.                                                                                                                                                                
The structure of this model is the Source - Message - Channel - Receiver (NO NOISE OR FEEDBACK).

Schramm’s Model of Communication 1954
This communication model is based on both a sender and a receiver, but the difference here is that the message sent that there is an ongoing feedback, making it have a circular model. The messages are being repeated over and over again.
This model is of a Transmitter - Receiver - 2x Message (Replies or feedback and no noise, this model needs both messengers to possess the same skill of communication and or vocabulary). This is based on the professor and the village.

Communication Skills
Verbal and Non-Verbal Communication
Verbal communication is about someone saying something or not saying anything at all. Words are using spoken loudly and, in some case, accompanied with body language and expressions when emphasising on a word or emotions.
When suing verbal communication is it important to speak clearly, slow and polite so that other people are able to understand what you are trying to say. Using descriptive words to get your point across. Accompanied with body language that can help describe what you are saying can also make easy for people to understand. Using additional skills such as empathy alongside verbal communication can also help develop you understanding of what the other person is trying to say or better understand how they are feeling in the moment.
Non-verbal communication is about saying nothing, being unpredictable. This model uses only body language, facial expression and signals. Without any words used, it is hard for everybody to understand what the message is exactly. Mixed understanding can occur when you are trying to read someone’s facial expression and read it as being angry when they are really relaxed.
Non-verbal is complete silent, mostly uses body language and facial expressions. Silence can be from a choice or a disability that prevents you from engaging in a communication using actual sound (speaking). A non-verbal person’s body language and facial build up their appearance. This what most people will read first as a communication. Most of the time it is misunderstood. Therefore, signal or even sigh language can be effective.

Written communication
Written communication can be written, symbolised or even coded. There many ways of communicating using is writing for example; email, letters, texting social median and other platforms. Written communication can be hard to be interrupted as it can be written is a particular way, with precision, and the writer can get their message across with less interruptions. There is two way in which the message can be interrupted. This is when the receiver can have difficult reading what is written or when there are spelling mistakes that can alter the message to make it mean something completely different.
Written communication can be split in two different categories. These are informal, where the writer is writing as they would normally be speaking, if they were speaking to their friends and family. Another category is formal, this is mainly used for writing letters and emails and any formal communication. For example, in Emails for example using ‘’yours sincerely’’ is a lot more suitable considering the two parties do not know each other. 
Using symbols and coding can be also be a way of communicating. This can be between friends, family or even work. Written communication does not just limit with letter and words. Slang is also a form of communication can be written in a form of texting or messaging, commonly known as short hand writing or text language. This can convey the same message as formal writing; however, it can also be misinterpreted as some symbols, coding or text language is not understood by everyone. 
There is always a structure regardless of the style of chosen by someone to write. There is always a structure that will form a sentence or a paragraph.  Each writing gas a beginning, which announces the idea of your message. The middle which supports your message and curries your argument through, developing it and presenting it to the receiver. This leads to the conclusion where your sentence or paragraph comes to an end. This usually summarises your message and provides an idea of your intentions. However, the structure can change depending on the individual style of writing.
In order to have an effective written communication, it is important to consider the following; 
being comprehensive, this is where you check information you passing on every bit of information. 

Being more accurate, making sure that you are giving information that is correct, for example, checking that there are no spelling mistakes, information is appropriate and formal so that your message is understood.

keeping on topic when communicating, this can be achieved by using the correct tone in your writing to keep the receiver engaged. 

The advantage with using written communication is that the document can be legally used as evidence in the future situations. The receiver of the document would also have enough time to enable them to respond accordingly.

The disadvantage of written communication can be that it is time consuming and expensive when posting. In some cases, sending a message can also compromise on the privacy of the message. Mostly when a lot of parties are involved in the delivery process. Another disadvantage is that, in a situation of emergency, written communication can prove to be inefficient due to the time it will take to be delivered. The message can also be misunderstood or misinterpreted
Just like advantages, there are disadvantages as well. Time consumption is one of the main ones, in some cases there might be expenses for the message to be posted. There is no secrecy regarding that message whatsoever especially when already shared. If not understood properly, future predicaments might take place on the long run. They are not as efficient in emergency situations. 

DAY WITH THE CHIEF CASE STUDY

Active Listening
According to…… (2022) ‘active listening’ means as its name suggests, actively listening. That is fully concentrating on what is being said rather than just passively ‘hearing’ the message of the speaker. Active listening skill can be learnt and developed with practice. This is not always easy to achieve at a short period of time. It does take a lot of patience to develop this skill.
This skill is often over looked and not applied during most communication. The difference between listening and active listening is surprisingly huge. Being able to listen is one thing, however, being able to actively listen is not letting anything interrupt or interfere with their listening, and keeping their focus at all time.
When a person is just listening, in most cases people will only remember roughly 25 to 50 percent of the information communicated to them. For example, asking someone for direction on the road. Most people do not remember all of the information and often would rely on their memory of 25 to 50 percent of the information that sounded familiar to them in order to piece together the direction. 
One can argue that active listening can appear to be simple when broken down into small sections for someone to remember. The main principle for active listening is first paying attention to what the other person is saying, paying attention to the details such as body language and showing you acknowledgement by nodding your head. Allowing the person speaking to finish what they are saying before adding your input.

Empathetic listening
Empathetic listening is a type of listening that exploits a combination of active listening skills, a reflection of feelings, and a questioning technique combined with the interpersonal ability of empathy to understand someone better intellectually and emotionally (Gearhart and Bodie, 2011). When you are a empathic listener, it is important for you to show that you care and are concerned for the speaker as the express their views or feelings. By offering your support to the person speaking, will ensure that they feel validated and proposes a heartfelt response. While empathic listening was developed by psychologist Carl Rogers, empathic listening became a popularised technique Stephen R. Covey’s book, The 7 Habits of Highly Effective People.

In order to empathetically listen to someone, you will need to be able to actively listen to them. The two marry well with each other as active listen allows you to understand and process every detail given to you by the speaker. Whilst empathetic listening allows you to use the information gathered so that you can apply appropriate level of emotions and sympathy towards the speaker. Misunderstanding or misinterpreting what is being said can lead to a negative response that can be seen by the speaker as lucking empathy. 
Other non-verbal communication skills such as, body language, facial expression and tone of speech can also contribute to understanding a message with empathy and help to develop a more suited response to the speaker. Usually this is easy to achieve when the person speaking is a family member, friend or colleague you know or see regularly. 
However, the rules are slightly different when speaking to someone for the very first time. Whilst considering their body language, tone and facial expression. It is equally important to not allow yourself to be defensive or pre-judging the situation whilst the speaker is still speaking.  Keeping neutral and basing your response purely on evidence presented to you can also help to level up the right type of empathy to the situation.


















MAX THE MULTITASKER CASE STUDY

Barry and Communication Barriers
Barry is a 27-year-old restaurant manager. He is responsible of all his employees in which are in between the age of 16 – 55. For obvious reasons there are a lot of predicaments that take place in his workplace.
Besides having the age gap, there is also the points of a lot of these employees do not follow the food safety guidelines. There are many reasons for this such as the fact that most employees are from different cultures and background, meaning they have different ways of understanding and thinking.
 As a manager the first impression to your employees counts. They will look to you to be an example and also an expiration. Barry’s first impression was not a good one as he made a few mistakes. For example:

Arriving late to work whilst everyone was waiting for him. One can argue that it not a major issue and that people arrive late to places depending on the circumstances. However, the case study tells that he was at home fixing his car up until 2am, therefore, showing the luck of time management.

Personal hygiene was not respected as he arrived with dirty clothes and not having his hair cut in a restaurant where food is handled. Although he later changed it shows to the employees that he was not being responsible about following the food guidelines.

Although putting up signs on how to proceed with task is not a bad thing to do, however, considering the culture and background of individuals that you’re working with will assure that they feel comfortable enough to perform the task and feel respected.

It is clear that Barry’s approach was a negative one as much more is expected from him as a manager. One can argue that’s the appropriate approach to these issues could have been as followed:
Firstly, arriving to work on time, or even before his employees and being presentable with clean clothes and his hair cut. This will suggest to his employee that he is motivated and ready to work.

As most of his work force is foreign, putting up signs with clear and simple instruction is good to illustrate or guild them on their tasks. Considering a translation system via a phone or through inhouse training can help support his staff in achieving their daily tasks as language is a barrier.

The Advantages and Disadvantages of technology

One cannot image a world without technology. In today’s world, technology is essential. According to (Prasanna, 2022) It refers to the practical application of scientific knowledge for a purpose. It enhances the usefulness of goods and services and helps in creating value. This makes anything we do easier, helping us achieve thing in multiple ways. 

Advantages
There are many advantages that has been brought by technology. Most common ones are having easy access to information, being able to communicate with the rest of the world, attracting others attention and sharing your ideas through social media, entertainment and many more.

Information: it is now so easy to gain access to information through the internet. Although some people still prefer to reading books to gain knowledge. Technology has allowed us to achieve sharing information with anyone at any given time. For example, having e-books for those that are not able to read properly or see properly. Students researching information at the tip of their fingers. Teachers being able to share experiences with pupil through the internet.

Communication: being able to connect to people around the world from your most electronic devices. Technology now enables us to communicate in real time, for example, having a remote education, where students can be in a virtual classroom where half of the class is in USA, other in China and the lecturer in China. Communication is fast and easy, more languages are available in most platforms, making it easy for two speaking two different languages can still communicate with the help of technologies devices that can accurately translate in real time.
Cloud Computing and Services: today systems like the Cloud have changed the way everyone access work. It is also one of the safest ways to store work, pictures and other business, work or family documents that can be accessed to anywhere in the world using a device.

Entertainment: new technology has revolutionised the entertainment industry both on screen and at people’s homes. But most importantly in people’s handset devices. Today we can be watch movies and other form of entertainment almost everywhere on our devices. We can gain access to entertainment just like we can with general information. 

More Mobility Options: Traveling had from one side of the world to another in a day is also another huge achievement that new technology development has been able to bring to us. Today we have much more traveling options to choose from and we are traveling faster each time. In the nearest future current developments of technologies such as unmanned flights and self-driving care will push further the boundaries of what can be achieved with technology.

Disadvantages
In everything, there are advantages and disadvantages. One of the disadvantages of technology is that some systems can be hacked, get virus, or glitch/damaged.
Security and Privacy: security is one of the fears a lot of people have when using technology. Just as it is sophisticated and fancy, so are the hackers and criminals who are constantly trying to obtain people’s personal information. Most account ask for personal information such as name, date of birth and address. Some sites will even ask for your social service or bank detail, with a promise that it will be secure. Although most companies do take security seriously. Criminals can also find a way to break through virtual barriers so that they can achieve their criminal goals.

Viruses and damages: just like humans fall sick so do machines. Viruses can be the caused by various things. Mostly human who are trying to compromise the system. When this happens, the device is no longer safe to as anyone from outside can access your personal data. Also, if you stored work or any other document they’re this can also become a target. You can also loose document through the device being corrupt.

Distraction and obsession 
Technology has given people an easier way of life but has also taken away so much ‘human’ abilities. From example, the ability to self-control how much time you are spending online has become almost impossible to not go online as most thing today is online. Phones have numerous platforms such as twitter, snapchat, Instagram and more that give live feed. Technology has also brought distraction in schools, where student is able to stay focused as they are being entertained online.

Lowers Socializing: Another disadvantage of technology is that people nowadays will prefer to socialise on social media or other socialising platforms rather than actually meeting people in person. People’s social skills, mainly young people, is increasingly fading away as most people are now anxious to meet people the traditional way. Interacting with people in person has become a luxury as most people do not have time or are consumed by social activities online. So much so that they almost cannot remember how to physically socialise.
Conclusion
In conclusion, technology is a tool that needs to be used responsibility by exercising certain restraints to stop you from being consumed. Having a healthy balance of doing things more traditionally.
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