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INTRODUCTION
Communication is two way process , it needs a sender or a speaker and a receiver or a listener , the speakers role is to speak clearly while the listeners role is to pay attention to the speaker however quite often people focus more on what they want to say rather than listen to others . 
Communication is the bases of all relationships , we communicate with others for many reasons for example when you can not find something you reach out to someone to help you , we also need to talk to others to share our joys with them , at work we talk to our coworkers to share ideas , exchange information and seek help from them , without communication our live would come to a standstill will communicate not just verbally (using words) , but also non verbally (through body language and facial expressions) , another mode of communication is written communication which includes letters , email , notes , etc…

Models of communication 
1. Shannon and weaver (1948)

In 1948 Shannon and Weaver developed a foundational model of communication . 
Communication happens when an information source , a sender has a message and transmit that message in the form of a signal through a channel , then that signal is received by the receiver at it’s final destination , a log the way their might be some noise in the communication system that could negatively influence the process .
Some people call this The container model because according to the model , meaning is contained in the word Themselves , when the message has been reached his final destination communication has been accomplished because the message has been sent and received .
The concept of feedback is not part of Shannon and Weaver original model , even though some text box at that , the word feedback does not appear in the diagram they made and now here In the text of the original article , that concept came later .
Shannon and Weaver were diagramming and were interested in communication systems like the telegraph , the telephone and radio , and their model reflects that 1948 way of looking at communication .
The model deals with various concepts like Information source , Transmitter , Noise , Channel , Message , Receiver , Information destination , Encode and Decode .
Sender :
Sender acts as the information source or the originator of the message .
Encoder :
Encoder is the machine that converts the message into signals that can be sent from the sender to the receiver .
Channel :
Channel is the frequency spectrum used in transmission , it’s responsible to get information from the sender and transmitter through to the decoder and the receiver .
Decoder :
Decoder reception place of the signal , which converts signals into a message (a reverse process of encode) .
Receiver :
Receiver is the destination of the message from the sender .
Noise : 
Noise interrupts while it’s on the way from the sender to the receiver .

2. Schramm (1954)
Schramm model of communication is built on the theory that communication is a two way street with a sender and a receiver .
Schramm was a sociologist and professor popularized the notion that communication was a circular rather than liner , meaning that required two participants taking turns , sending and receiving , he adapted the model and added the notion of field experience of communality , stating of sharing , features or attributes .
In Schramm model the forming components of this model are Encoder , Decoder , Interpreter and Message .
In this model the interpreter is both in charge of receiving and sending the message , the interpreter encode and decode the message but the cycle can not exist without another participants , for this cycle to be created let’s imagine and interpreter as person A and another interpreter as person B , the sender will be indicated as an encoder and the receiver is indicated as decoder .
Person A sends a message to person B , and person B send a message to person A , then vice versa , the best example to show Schramm’s model in the modern word is the communication through our phone devices , you as person A send a message to person B , person B then receive the message then sends its reply , then after reply sent you as person A receives the reply then the cycle continues .
The advantages to this model is that dynamic , there is no separate sender and receiver and it assumes communication to be circular in nature , with it’s advantages it will surely have it’s disadvantages , this model does not talk about semantic noise and it assumes the moment of encoding and decoding and there will always be misinterpretation . 


3. Berlo (1960)

In 1960 David Berlo established sender , message , channel , receiver or SMCR model of communication , he described factors affecting individual components in the communication making the communication more efficient .
The model also focus on encoding and decoding which happens before sender send the message and receiver receives the message respectively .
Berlo’s model has mainly 4 components to describe the communication process they are :
-Sender 
-Message
-Channel 
-Receiver 
Each of the components is affected by many factors , a source encodes a message in a channel to a receiver who decodes the message , the source composes of Communication skills , Attitudes , Knowledge , Social system and Culture , message composes of Content , Elements , Treatment , Structure and Code , channel composes of Hearing , Seeing , Touching , Smelling and Tasting , receiver composes of Communication skill , attitudes, Knowledge , Social system and Culture .
Source Sender : 
Sender is the source of the message or the person who originates the message , the person that understands the message to the receiver , the following are the factors related to the sender and it’s also the same in case of the receiver , first communication skills , communication skills of a person is a factor that affect the communication process , if the sender has good communication skills the message will be communicated better than if the sender’s communication skills are not good , similarly if the receiver can not trust the message then the communication will not be effective , communication skills includes Speak , Present , Read, Write , Listening and etc…
Next one is Attitude , attitude of the sender and receiver is the effect of the message , the persons attitudes towards the receiver and the environment changes the meaning and the effect of the message , the third one is Knowledge , knowledge is the subject that matter that makes the communicator sends the message effectively , fourth one is Social system which create difference in the generation of message , last one Culture , culture differences make messages different , a person from one culture may find something offensive which is very much accepted in another culture .
Message :
Message is the substance that is being sent by the sender to the receiver , it might be in the form of Voice , Audio , Text , Video or Media , the key factors affecting the messages are Content which is the thing inside the message , the hole message from the beginning to the end in the content , Elements which are non verbal things that tag alone with the content like science and language etc… , Treatment which is the way in which the message is sent to the receiver it also affects the feedback of the receiver , Structure which affect the effectiveness of the message , Code which is the form in which the message is sent it might be in the form of language , text or video etc…
Channel :
Channel is the medium used to stand the message , in this form of communication and other forms of communication technical machines can be used as a channel like Mobile phone , Internet etc… but in general communication the 5 senses of human being is the channel of the communication flow .
Receiver :
Receiver is the person who gets the message sent in the communication process , the receiver must have a very good listening skills to complete the communication effectively .

Communication Skills :
As I mentioned before , communications is a two way process which need a sender and a receiver and it’s also the base of all the relationships we have , so communication is a daily activity we do , so with better communication skills we will have a more efficient communication process .
Verbal Communication :
Verbal communication is the process of sharing information between individuals by using the speech , in other words , it the communication which uses spoken words to communicate a message .
Improving your verbal communication can help you to foster better relationships with your coworkers , friends , etc…
Verbal communication has many purposes , but it’s main function is relaying a message to one or more recipients .
It encompasses everything from simple one syllable sounds to complex discussions and relies on both language and emotion to produce the desired effect .
Verbal communication can be used to inform , inquire , argue and discuss topics of all kinds .
Non-Verbal Communication :
Non-Verbal communication is the communication done by sending and receiving wordless clues.
Non-Verbal communication includes Body language , Gestures , Facial expressions , and even postures , non-verbal communication sets the tone of a conversation , it also includes pitch , speed , tone and volume of voice , gestures and facial expressions , body postures , stands and proximity to the listener , eye movements and contact , dress and appearance .
Non Verbal communication can tell your mood and can help others interpret emotions , your gestures tell your character and your message is conveyed in the form of actions .
Listening :
Active listening :
Active listening is a skill you can use to ensure that other people feel they have been heard and understood , and can share their thoughts and feelings freely .
Active listening also helps to avoid conflicts caused by misunderstandings .
Active listening skills : Paying attention , Withholding , Judgment , Reflecting , Clarifying , Summarizing and Sharing .

Empathetic Listening :
Empathetic listening is a structured listening and questioning technique that allows you to develop relationships with a stronger understanding way .
Empathetic Listening skills : Be non judgmental , give the person your undivided attention , listening carefully , don’t be afraid of silence and follow up .
Conclusion :
At the end of this report and to sum up everything we discussed we can see that everyone has his own different opinion about the way of communication and everyone has his concept that explain his communication process , but at the end we have to agree that communication is a very important process not just in the work place with our coworkers but also in our daily life .
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