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1.0 Introduction

The purpose of this report is to show my comprehension of the three topics listed below. The Shannon – Weaver model of communication, Schramm's model of communication, and Berlo's model of communications will be discussed first. Second, it will examine a variety of communication skills, including verbal and nonverbal communication, as well as active listening. Thirdly, this study will discuss the advantages and disadvantages of communication technology. This paper will conclude with examples of how they are utilized in the workplace, both effectively and ineffectively, as well as recommendations for improvement based on results from published research.

2.0 Three models of communication
[bookmark: _Hlk112934157][bookmark: _Hlk112928167]2.1 Shannon – Weaver model of communication
The Shannon-Weaver Model of Communication is concerned with message delivery and reception. The model's goal was to provide a mathematical theory of communication. The Shannon-Weaver mathematical model contains an information source that transmits a message to a transmitter, which subsequently sends a signal to a channel. The message may be drowned out by noise in the channel. The signal is received by the receiver, who subsequently decodes the message to the destination (Shannon and Weaver, 1949). This implies that while considering project communications, the components of the communication model must be considered. As part of the communication process, the sender is responsible for making the information clear and comprehensive so that the recipient can accurately receive it, as well as ensuring that it is comprehended. The receiver is responsible for ensuring that the information is received in its completeness, accurately interpreted, and acknowledged. A communication gap might have detrimental effects on the project. Therefore, Shannon and Weaver's model of communication is a valuable tool for comprehending how workplace communication works. The approach may be used to detect and resolve communication issues, as well as enhance workplace communication.

Example 
My acquaintance who works in the railway industry asserts that the Shannon – Weaver model of communication promotes a safe workplace. This is because their duty manager gathers all employees and briefs them face-to-face on their daily duties, allowing for feedback and potential clarification at the conclusion of the briefing. When anything disrupts their work in the train yard, the duty team leader must communicate with the personnel through radio. Due to the noise, this message is often confused and generally misconstrued. Consequently, the team leader must walk and notify each team member of any changes to the daily briefing.




[bookmark: _Hlk112928190]2.2 Schramm’s model of communication

Schramm’s model of communication may assist in identifying and comprehending the many components of communication and how they interact to produce meaning. Schramm defines communication as “the process whereby people produce and exchange information by using symbols” (Schramm, 1964). According to Schramm (1964), communication involves three elements: sender, receiver, message. The sender is the person who is sending a message or making a statement or giving instructions. The receiver is the person who receives the message or statement/instructions, either directly or through another person. Additionally, both, the sender and the receiver are in turn interpreters. And finally, there is the message itself – which could be verbal or written – and it can be considered as an exchange of meanings between two people in a situation where they are trying to communicate on some subject matter. In other words, communication is what makes a message understandable and effective. Because of the strategy it provides this model of communication provides a framework for comprehending how communication functions in the workplace. In addition, this model may assist identify and comprehend the many ways in which communication might break down, as well as how to avoid or address these problems.
Example
Another acquaintance of mine who previously worked as a server said that the manner in which she spoke with her customers contributed to her promotion to regional manager of the restaurant. She claimed that she devised a way for communicating with her clients that eliminated any problems with the meal delivery business and encouraged her co-workers to do likewise. Her strategy was to mimic the customer's precise words, gestures, and facial expressions until she received a favourable response. This provided them the sensation of being heard and understood. As well, she gained a greater understanding of their needs and desires. Thus, the model may aid in recognising the many ways in which communication may be improved, such as recommending that employees use an alternate channel of communication or use nonverbal communication more successfully.
2.3 Berlo’s model of communication
The linear communication model proposed by Berlo describes communication as a process between a sender and a receiver. Berlo(1977) states that the model consists of six components: the sender, the message, the channel, the receiver, feedback, and the context. The sender is the one who initiates communication and wants to communicate with the receiver. The sender's intended information is included in the message. The channel is the medium via which the communication is conveyed. The person who receives the message is known as the receiver. The receiver may provide feedback to the sender. The feedback is the recipient's response to the transmission. The conversation's surrounding environment is referred to as the context. The workplace may benefit from Berlo's communication model since it gives a framework for knowing how communication occurs. The model may aid in recognising communication characteristics and comprehending their interrelationships. Additionally, the technique may aid in the identification of initiatives to improve workplace communication.

Example
To effectively communicate a new business policy to employees, a manager must identify the sender, receiver, message, channel, and context of a communication. The sender might be the management, the receiver could be the employees, the message could be the new company policy, the route could be verbal communication, and the setting would be a meeting or an email. The management must ensure that the message is short and straightforward, and that the channel is appropriate for the message. The management must also consider the communication's context, since it may affect how the message is received. If the employees are dispersed throughout the country, for instance, the management may need to use an alternate communication channel, such as a video conference, to ensure that everyone receives the message. Additionally, the manager must be aware of any potential communication barriers, such as language barriers or varying degrees of understanding. Management may need to provide additional resources, such as a translated message or a more thorough explanation, to overcome these difficulties. The management may ensure that the new company policy is effectively communicated to employees by determining the sender, receiver, message, channel, and context of the communication.
3.0 Communication Skills
3.1 Verbal communication skills – spoken and written
Verbal communication is the use of words to communicate the intended message. The two basic methods of verbal communication are written and spoken communication. Written communication includes traditional pen and paper letters and papers, typed electronic documents, e-mails, text chats, SMS, and anything else transmitted by written symbols such as language. For official business letters and the issuance of legal directives, this style of communication is required. 
There are several ways to improve communication in the workplace. Keyton et al. argues that (2013) firstly, managers should foster an open and inclusive workplace in which workers feel free to communicate. Second, while issuing instructions or expectations, managers should be straightforward and concise. Finally, managers should promote employee input and open communication. Following these suggestions may dramatically enhance workplace communication.  However, there are several instances of poor workplace communication that may lead to issues such as conflict, lower productivity, and even loss of employment.
Example
When staff are not given clear instructions or expectations, this is an example of poor communication. This might lead to perplexity and frustration. This was the situation in one of my most recent contracts as a self-employed construction worker. My employer failed to provide me with clear instructions, and I was reportedly required to present evidence of my work at the end of the day. I resigned from my employment since I was not told about the work policy. This could have been easily remedied if the manager had shown me what I needed to do.




3.2 Non-verbal communication (NVC) skills – body language

Nonverbal communication is the method of communicating between individuals by giving and receiving wordless signs. It is a method of communicating information or emotions without using language, either written or spoken. It involves nonverbal communication such as touch, paralanguage, and proxemics, as well as body language such as gestures, facial expressions, eye contact, and body language (Hess, 2016). NVC may also be transmitted via objects like attire, hair, symbols, and architecture. NVC  is often regarded as a global mode of communication that is frequently used to communicate messages.
Moreover, NVC is frequently thought to be more significant than verbal communication since it might reveal indications about a person's genuine sentiments or intentions that words alone may not be able to determine. Nonverbal communication may be employed in the workplace to foster a more happy and productive atmosphere. When dealing with co-workers, for example, smiling and establishing eye contact may indicate friendliness and approachability, whilst keeping excellent posture can show confidence and authority (Reddy and Dr. S. Krishnaiah, 2012). However,  NVC  may sometimes be harmful.  For instance, crossing one's arms or rolling one's eyes might communicate frustration or hostility. It is essential to be mindful of the nonverbal indications you convey in the workplace since they may influence how people view you and how successfully you communicate.
Example
This morning, I met with my employer to address a task I've started focusing on. Throughout the meeting, he kept excellent eye contact, regularly nodded his head, and laughed at times.  His nonverbal clues indicated that he was listening to what I was stating and that he supported the endeavour. This increased my confidence in my work and pushed me to keep doing my best.




3.3 Active listening

Active listening can have a positive impact on the workplace environment. Active or reflective listening can be beneficial within ordinary talks, official discourses, education, management, and relationships, almost any circumstance where people interact (Antai-Otong, 1999). When the communicator has a difficulty or is excited about a subject, active listening can be valuable. The listener wants to either assist the person with the issue or understand more about the speaker's point of view. 
Active listening includes two primary components: the first is striving to comprehend the other person, and the second is conveying or reflecting that knowledge to the speaker. Because of this latter feature, the practise is often referred to as "reflective listening" (Rautalinko and Lisper, 2003). The reflection is necessary because it reassures both the speaker and the listener that what is stated is comprehended. Without such link, neither the communicator nor the receiver can be certain that clear communication is happening. This means that when we are actively listening to someone, we are not just hearing the words they are speaking, but also seeking to comprehend their sentiments and point of view. This needs us to be present and attentive to the one with whom we are interacting. For this reason, active listening can facilitate communication between employees and management at the workplace.
Example
Another friend of mine who was working at the time in health and care business confessed that she experienced a mental and physical burnout. She did not paid much attention to it until sickness overwhelmed her. At this moment she had to open up to her supervisor and ask for guidance. The supervisor did listen to her, offered time off, changed her patients, and her schedule. Thus, by active listening to my friend her supervisor was able to remediate the situation. 

4.0 The advantages and disadvantages of technology in communication
Key advantages of technology in communication include the ability to link people who are geographically separated, promote more efficient and effective communication, and minimise communication expenses (AL-Shafea, Al_Dujaili and Al-Wattar, 2020). Otherwise, several disadvantages of technology in communication include the difficulty of keeping up with the latest technology, the cost of purchasing the latest technology, and the time required to learn how to use the latest technology. Furthermore, technology can occasionally create communication hurdles, such as when people cannot see or hear one anther because of technology.

5.0 Conclusion
Communication can be demonstrated in numerous ways, including vocally, through gestures, body language, the eyes, the voice, interaction with others, facial expressions, behaviours, and word choice.  After analysing the three communication models Shannon-Weaver, Schramm, and Berlo, there is relationship between these three models components. The primary objective is to create effective communication by explaining why a chain can be broken or establishing such structures. The efficiency of communication strategies and skills is essential to a work environment since it improves employees learning and fosters a sense of cooperation. Verbal and nonverbal skills are required for communication in every element of life, and employees are required to develop these skills. Active listening is a skill that demonstrates a person's ability capacity to communicate on a more complex level. This is a communication skill that can be learned, and every organisation values it highly. Transferring information is a challenging procedure. Nonetheless, it is required in communication. It is essential for a person's professional and personal growth and understanding in every regard.
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* According to John J. Murphy, author of Pulling Together: 10 Rules for
High-Performance Teamwork, teamwork is crucial to a company's
success. "Each person is different in their abilities, talents, and skills.
When we bring them to the table and share them for a common
purpose, it can give companies a real competitive advantage.”

* The real beauty of cooperation, however, lies in the fact that when
done well, it provides advantages that go far beyond improving a
company's financial line.
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Benefits of Team Work

* Better problem solving
* Increased potential for innovation
* Happier team members
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Benefits of Team Work

* Enhanced personal growth
* Less burnout
* More opportunities to growth
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* Boosted productivity
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* Expanded creativity
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Stages of team development

* Forming
* Storming
* Norming
* Performing
* Adjourning
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Forming

* First meeting of them team members
* Developing relationship

* Formal form of communication

* Self-introduction
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Storming

* Competition for position

* Conflicts for the roles

* Team members may reject the tasks at an emotional level
* Lack of participation
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* Recognition of other ideas
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Performing

* Roles are flexible and fully agreed

* Team work is achieved

* People are more open to discussions

* Members of the team are more motivated
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Adjourning

* The procedure for dissolving the team
* Anxiety about separation and ending
* Positive feeling towards leader
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Team roles

* Today, most organisations place a high priority on having effective
teams.

* The organisational structure popularised by Meredith Belbin for
management teams.
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Thinking Roles

* PLANT is incredibly creative and adept at finding novel solutions
toissues. Strengths: Creative, free thinking , solves difficult
problems.

* Allowable faults: May fail to notice events and may be too busy
to speak clearly.

* MONITOR EVALUATOR: Offers a logical perspective, renders
unbiased decisions as needed, and assesses the team's
alternatives objectively.

Strengths: Sober, strategic and discerning

* SPECIALIST: Devoted, self-starting, and single-minded. They offer
speeialised information and abilities.
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Action Roles

* SHAPER : energetic, demanding, and thrives under pressure.
possesses the motivation and bravery to face challenges.

* Allowable flaws: Can be easily provoked and can occasionally hurt
people's feelings.

* IMPLEMENTER: Practical, trustworthy, and effective. translates
thoughts into deeds and arranges the task that has to be done.

* Weaknesses: can be a little sluggish to adapt to new possibilities and
rigid at times.

* COMPLETER FINISHER: Searches out errors. Delivers on time.
PERFECT!
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People Roles

* COORDINATOR : mature, self-assured, defines team objectives,
supports decision-making, and makes an excellent chairman.
* Allowable weaknesses: Off loads personal work.

* TEAM WORKER : Co-operative, perceptive and diplomatic.
Allowable weaknesses : Can be indecisive in crunch situation and tends
to avoid confrontation.

* RESOURCE INVESTIGATOR: Outgoing, enthusiastic . Explore
opportunities and develops contacts.

Allowable weaknesses : Might be over-optimistic and can lose interest

oncesthe initial enthusiasm has passed.
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Successful team development

The success of every organisation depends on effective cooperation.
You must create consistent, transparent channels of communication
and keep an eye on how the group interacts in order to maintain
collaboration. Effective communication needs effort on everyone's
parts and is not a straightforward one-step procedure.
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* Recognize your duties
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Steps in Building a Strong Team

* Deal with change
* Deal with conflicts
* Share information
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* Share ideas
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Conclusion

* Effective communication is essential in our private lives and of course
at the workplace

* There are different types of personality that influences your role
inside of a team

* Conflicts are opportunities of evolve or to dissolve the team

* Understanding the soft skill of communication gives us an advantage
in personal life and workplace too
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