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1. Introduction
In Business, one of the essential factors and need for success is the communication strategies that are used using models of communication to make sure a correct operation takes place (Bucchi and Trench, 2008).  If barriers are continuous, conversations can turn organisational processes harder to operate. Hence, the importance of knowing the Model of communication and know-how to apply them. 
This report has the aim to explore the different models of communications and the importance of effective communication. I will be referring the three models and discuss the observations, perception and conclusion to this topic backdating my finding using case studies, workplace experience and how to be improved with the appropriate method.
2. Effective Communication Skills 
According to Pearson, the origin of “communication” in Latin comes from sharing; this implies the share of information such as ideas, beliefs, actions and subject matter between source or individuals. (Pearson & Nelson, 2000).
There are two basic types of communications: 
· Verbal Communication
· Non-Verbal Communication
In Verbal Communication, are the information we send using words created by face-to-face, language communication, telephone and emails conversations. Whereas in Non-verbal Communication, the message transmitted is without the use of words, for instance, our body language, posture, touch, eye contact, tone of voice and space. 
Practical communication skills are an essential tool in getting production and sustaining strong relations at all levels of an organisation. Businesses who devote time and energy in delivering clear lines of communication build trust among employees, increase in productivity, and output. Meanwhile, employees who communicate effectively with colleagues, managers and customers are always valuable assets to an organisation, and it is a skill which can often set people apart from their competition ( Mary Ellen Guffey and Dana Laowey, 2015). 
According to the Anthropologist Edward T.Hall (1968) used the term proxemics to proof his theory about nonverbal communication suggesting how people perceive better and use better space to achieve communication goals by respecting the space and relationship of two parties by observance and respect playing a vital role during communication. ( Edward T. Hall, et al.,1968).
The importance of linear and direct body language, good appearance and bright tone of voice, has also been suggested by researchers on “Detecting false intent using eye blink measures” – published by “The Guardian Article” also suggested that when individuals are untruthful, they are more likely to blink more frequently, shift their weight, and nod. It underlines how body language can help detect neglect and many other factors( Frank M. Marchak,2013).
Poor communication in the workplace inevitably lead to unmotivated staff is questioning their confidence in their abilities and necessarily in the organisation. During my studies on this topic, I concluded that active listing could be as tricky as effective communication. More often, we find ourselves listening to others but not 100% on the subject. It happens where replies can be an automatic autopilot response due to completing a task based on muscle memory. It explains when an individual wonder what the other had said, when it was answered back in a short period, or just moments later asks the same question even though somebody positively nodded to the answer in the response of confirmation (Sherry J. Roberts,2012).
An active listener shows the appropriate interest to the communication being established. According to the acronym SOLER ( Square, Open, Lean Forward, Eye contact), it helps us to understand this better. It refers to when an individual face directly to the speaker, keeping right posture, leaning forward, showing appropriate internet and eye contact and feeling relaxed. (Maund, et al., 2017). This simple code reflect on perfect communication that apply to any day-to-day scenario. 
Looking at some exercises, I have completed such as such solving communication barriers, polite, professional email writing; I could identify and learn the different aspects of communication skills needed to be a better and brighter professional in any area I decide to act on. Reflecting on this, I came to observe how human interactions occur, and most to my surprise, the majority of the time lack of attention and communication is prevalent. I have faced unpleasant communication in my workplace, making the atmosphere uncomfortable with the client with wrong verbal communication acting aggressively with tone of voice. At the same time, information was lost in the noise and receiver, not attempt active listen and resolve the issue. 
This could have easily solved the issue by applying Shannon and Weaver model (1948) and placing an end to the barrier of communication. Using active listening to take consideration of why the client was unhappy with the service, empathetic listening from the listener to put himself in his shoes would have taken different actions and direction and avoided a complaint being made.  
A difference scenario of poor communication that could have led to active verbal and non-verbal is when my friend found herself lost when had to deal with a patient with a matter that it was not her expertise. The manager left her unattended, no guidance or interest to support her, causing the situation frustrating and in chaos. However, if the manages had followed the right code of conduct by Nursing and Midwifery Council (2019) for active communication conduct that states “ each member needs to place responsibility for clear communication on himself” meant that each of them should endeavour to send clear messages and to receive messages with as little distortion as possible, avoidance of chaos was concluded (NMC, 2019). Her positive attitude in empathy listening, positive verbal and non-verbal attitude led the patient concerns to be answered and less chaotic for both.
3. Models of Communication
Models of Communication in which the purpose of fostering communication between organisations exploring options and evaluating own situations led to support the understating on how the receivers will understand the message. These models are representations of the process used to support the understanding of how communication works and how they can be done.  (Maund, et al., 2017).








Types of Model of Communication:
      3.1 Shannon and Weaver model (1948) – Example of Linear Model
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Fig. 1 Shannon and Weaver model (1948) – Example of Linear Model
This Model uses one way of communication that can be used for a mass communication, being linear the sender only sends the direct message and receivers receive, and there are no feedback return. It was initially developed to improve technical communication by Shannon, and it was achieved by reducing the noise between the sender and the receiver maximising the telephone capacity. The advantage is that it serves well at audience persuasion and propaganda setting. However, the disadvantages are that communication if not continuous as no concept of feedback is given, and there is no other way to know if communication was effective and this can be a negative point in Business were constant feedback is essential to development (Maund et al., 2017).
I could identify the sender formulates the information it is about to send via a channel, maybe by telephone. At this point, the message gets coded to a language only the machine can understand, as it transmits, the receiver then decodes the encrypted message into their understanding of the word, who than can, in turn, send feedback. However, if the name gets interrupted by noise, the receiver will not be able to the decode the message sent and will, in turn, create a barrier in communication. This Model has been considered successful by the fact that it does not only point out why communication happens, but also goes ahead to point at some of the things that lead to communication failures.
Using the example of Case study attached to this report ( Maria & Pedro, 2020)– the issue arises because Pedro’s work in a building site is a noisy environment. She had the information source (message) in place which was transmitted by a phone signal. However, the channel had issues of misunderstanding as the “noise source” had noise interference that caused Pedro to misunderstand the message to the right destination. If Pedro had asked her to repeat or replied what he would have minimised the problem and effective communication had been established. (Reference to Class Notes, 2020).



3.2 Schramm (1954) Model. - Interactional Model 
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Fig. 2-  Schramm (1954) Model. - Interactional Model
 This is a well-known communication theorist Wibur Schramm, who designed a communication model in his book “The course of action in addition to Effects involving Mass Communication. “used for new communications like the internet, the key features of this models included slower feedbacks in turns. Concepts of field of experience and be known as the convergence model. The advantages of this Model are the feedback even in mass communication is possible, and the new communication channels available. The disadvantages that I find using this Model is that feedback can travel and take a long time. The sender and receiver might not know who the other person is. This Model is mostly used for media where people can respond to any form of communication and exchange views and ideas. These are like transactional models as they are both two-way communication model (Cobley, et al., 2013).
My view on this Model is that it as it is the simplest way that shows the communication is a two-way process, and this is how a regular communication should proceed, as information goes back and forward. The sender sends the message, the receiver decodes it and gives feedback-  the message is being clearly understood.
3.3 Berlo’s Model of Communication (SMCR) ( 1960) 
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Fig. 3- Berlo’s Model of Communication (SMCR) ( 1960)
In 1960, was when David Berlo postulated Berlo’s Sender-Message-Channel-Receiver (SMCR) Model of communication from Shannon Weaver’s Model of communication (1949). He described factors affecting the individual components in the conversation making it more efficient and today; the sender-receiver framework is often used in communication sciences in its purest form (Cobley, et al., 2013).
Maund (2017) suggested that this process of communication focus on encoding and decoding, which happens before the sender sends the message and before the receiver receives the message, respectively—consisting in four components that is shaped by different elements. To guarantee the message is conveyed as effectively as possible, the sender and the receiver must share some common ground. Culture, knowledge and attitude are also essential. What may be considered rude in some cultures may be perfectly fine in others. Communication do not always go as quickly as one would hope. Problems, such as disruptions, noise may obstruct communication. I could identify the lack of feedback it can have. The effects are practically unknown. With this model, it does not mention the barriers to communication; it is a complex model with no room for noise, it is considered to be linear Model of communication and required people to be on the same level for effective communication to happen in everyday life. (Maund, et al., 2017).
4. Self Reflection
In reflection to my learning while doing this report, I have understood the importance of education and putting in practice the different models of communications and how I can apply to my daily experience. This has given me the knowledge and ability to use practical communication skills in any work setting, contributing positively. I can involve models of communication with understanding, primarily when referring to Shannon and Weaver (1948) and also Schramm’s(1954). I look forward into perceiving this in the second term, as it is quite interesting regarding the human behaviour, and to self-development.
5. Conclusion
In conclusion, communication plays a vital importance in maintaining a good relationship with individuals and enhancing the efficiency in the workplace. After all have been discussed, developing excellent communication skills is identified when we place ourselves in other shoes by empathetic listening and using the different types of verbal and non-verbal communication towards others so it could collapse the communication barriers which is built by mechanical noise, semantic noise, psychological noise. Taking also in consideration that the more we use body language and respect the models of communication it would enhance the chance of sending a message to the receiver correctly and improve communication and success. 









6. Supporting Evidence of Class Teaching

Image one: About the Writing Communication task given during Online Class ( Covid19 new arrangement)
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Image 2 & 3: In reference to Lecture Notes online about Communication ( Covid19 new arrangement).
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Image 4: In reference to the homework of Models of Communication – Lecture Homework (Covid19 new arrangement)
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Image 5: In reference to the Models of Communication given during Online Class ( Covid19 new arrangement)
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Image 6: In reference to the Models of Communication given during Online Class (Covid19 new arrangement)
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pear Mary December,

I hope this email finds you well. As the director of communication at this company you work for, |
make sure all duties and staff comply with adequate training and values to our company. Being part
of our Supervisor position, it is expected to comply with all training to make sure our staff receive
appropriate guidance and clear message across.

I appreciate your effort and dedication towards our employees, and the impact you have shown us
during this time. However, | have observed that your non-verbal communication skills are slightly
affecting how some messages is being delivered.

By joining this programme, | believe you will take many advantages to improve your skills and build
more relationships with your employees and co-workers. By joining this programme, you will learn
different approaches and important keys to improve communication in the workplace. This will also
contribute to securing a higher position in the near future.

If you wish to consider this training, please reply to this email so | can confirm your attendance for
the training and secure your certificate of attendance at the end of the training. As a Thank you from
all of us, your training will be paid. Training can be done Monday to Friday between 09:00 -17:00.

If you wish to discuss this further, do not hesitate to contact me.
Kind Regards,
Mr Filipe Selvatici

Company Director of Communications
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MARIA and PEDRO|

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

“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 ~ i 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.”

O, not I thought you said when | come home I will see you in the kitchen!

Q: Why do you think Pedro misunderstood Maria?
R: e confused kitchen with chicken
Q: Whose Model of Communication explains this confusion and why?

R: The Model of communication that explains this scenario is The Shannon- Weaver
Mathematical Model. My explanation for this, is because Pedro works in a building site
‘and when Maria called him, he was at work ~possibly in a noise environment. She had the
information source (message) in place which was Transmitted by a phone signal. However,
the channel had issues of misunderstanding as the “noise source” had noise interference
that caused Pedro to misunderstand the message to right destination.

Q: How could this have been prevented?
R: If Pedro had asked her to repeat or

Q: Whose Model of Communication explains how it could have been avoided?

Using the Schramm’s model of communication in this case could have prevented the
‘misunderstanding between them. By receiving the message and interpreting the message,
he could have referred for confirmation by asking her to repeat the message or repeat
‘back for confirmation of information that was delivered to him.
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Write about your own workplace communication,

I current work as a Chauffeur Driver, | have been involved in this field for over 9 years. |
enjoy the experience of being this job as | have flexibility in working hours and the
opportunity, | have to meet different people and get to share different experience with every
client and situation.

However, on this Job | also face barrier of communication because majority of clients comes
from different part of the world, in which some, have no fluency in the language or others
who has hard pronunciation that makes it harder to understand.

In other hand, | have also good advanced of being at this job, as | have improved my
Spanish speaking and Italian, without attending classes and just by listening, speaking and
creating a good connection with my clients.

My job requires a lot of attention to the road and traffic, to avoid collision and accident and
make sure my clients has the best experience possible. My way of communication is difficult
to maintain eye contact (direct contact) and majority of situation is a cross communication. It
requires both parts to be alert on their surroundings but also focused in what is being said.

I work with airport transfers and pick clients from point A to drop B, | provide a clean car, with
fresh bottle of water free Wi-Fi connection as well as assisting with luggage. This is
something that majority appreciate and is made by direct communication and body language
when | am not driving.

| do notice the different when using my body language, with a welcoming smile, hand
gesture to transmit my message across and this is important in everyday job. But also, |
make sure my text communication is always polite and transparent and this is what makes
my job successful and the best recommendation comes from satisfied clients.
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