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1) Introduction

Effective communication has always been, and still is, an important aspect of human daily living. 
But What is communication?
In addition to the various components of communication such as verbal communication (spoken or written language) and non-verbal communication (body language, gestures, facial expressions, pitch), there are also different ways of looking at the term. 
Communication in sociology regards communication as a social process involving at least two people engaged in dialogue. Communication in linguistics assume that language is the primary medium of communication through which two or more people interact with each other. The focus of the scientific approach lies in the study of languages, cultural differences, and language practice, including rhetorical aspects.
Communication from a technical point of view: From a purely technical point of view, communication is a way of exchanging information, knowledge and understanding between two parties. These parties do not necessarily have to be human beings, because according to this definition, the exchange of information between two computer systems or networks is also to be understood as communication. However, the various approaches have several things in common, which can be summarised as the concept of communication:
Communication is a process in which at least two actors are involved as senders and receivers.
The transmission of information through communication is based on reciprocity and environmental relevance.
Communication serves a specific, predefined purpose.
The aim is to explain communication as a whole and thus make it comprehensible.
Problems in communication are to be found and solved with the help of models.




What are the 4 Types of Communication?
1. Verbal communication: conversations, interviews, calls
· Intrapersonal – conversations with ourselves
· Interpersonal – one-on-one conversation
· Small group – press conferences, board meetings, and team meeting
· Public – presentation, public speeches
2. Non-verbal communication: voice tone, facial expressions, postures
3. Written communication: letters, memos, reports
4. Visual communication: photographs, videos, films

Example of Poor Communication

Why do some people consistently get better results in the workplace? 
Their projects seem to progress better, their teams work better, they get better promotions and assignments, and their clients and managers love them. While it’s easy to assign much of this success to better technical skills – after all, most people think of companies as meritocracies where talent rises to the top – the answer is something less expected: communication skills.
Good communicators can achieve results that far exceed their technical skills and knowledge. Poor communicators, on the other hand, constantly feel stymied in everything they do and tend to underperform relative to their potential. So how can you tell if you have poor communication skills, and what can you do about it? Here are 8 simple signs to look out for:
1. One-Way Communication
Poor communicators often feel frustrated that they do not get feedback – in meetings, emails, project planning, etc. They present their ideas, explain their plan, and wait for questions or comments, but get nothing.
The problem may be talking too much. Being a good communicator requires the ability to sit back and listen, in a way that invites conversation. Be conscious of leaving space and time for input, and do not present ideas in a final “This is how it is and there are no possible alternatives” manner.
2. “You” Directives
If you find a substantial part of your communication with co-workers, managers, and employees begins with the word “You” and a directive (“are”, “should”, “will”, etc. – words that demand an action from whoever you are communicating with), you may have poor communication skills. Statements like “You should have been here an hour ago” or “You have to do this immediately” make people feel like they are being communicated at rather than communicated to.
3. Only Negatives
Consider the way people react to ideas presented by others – if your first reaction is to shoot down the idea, you may have poor communication skills. While it’s important to thoroughly explore potential downsides of new projects, initiatives, and other ideas, being known as the “no” guy can seriously hinder your work progress.
4. Getting Personal
One of the biggest signs of poor communication is focusing on people rather than on problems. Examples would be dismissing a co-worker as stupid or an idiot for presenting a plan that needs improvement or calling your employees lazy rather than focusing on specific impediments to better productivity. If you identify a problem, and your first thought is to direct a negative personal comment at the person you believe to be the source of the problem, you may need to re-evaluate your communication skills.
5. Disregarding or Invalidating Feelings
Modern corporate culture has evolved to de-prioritize the emotions and feelings of workers but doing so in your personal communication can lead to big problems. When you invalidate negative feelings (“I don’t care if you’re upset about this”), those feelings tend to become more strongly embedded. On the other hand, when you invalidate positive feelings (“Don’t get excited about that milestone, you’re still behind schedule”), the feelings can go away quickly and be replaced by apathy.
Whenever you are presented with an employee, client, manager, or co-worker who is communicating the way they feel about something, it’s important to validate their feelings, even if you disagree with them. Showing understanding of their emotions can make them more receptive to constructive criticism and make them more likely to make improvements (“I understand you feel frustrated with this project, but we need to change the design slightly …”).
6. Passive-Aggressiveness and Sarcasm
If you find yourself responding with sarcasm or passive-aggression in professional and personal communications, you may be doing yourself and whoever you are communicating with a big disservice. Both approaches get in the way of presenting real solutions to problems and are often interpreted as belittling or condescending.










ESSENTIAL SKILLS FOR EFFECTIVE COMMUNICATION
 
1. Listening
 One of the most important aspects of effective communication is Active listening, that involves hearing and understanding what a person is saying to you. Unless you understand clearly what a person is telling you, you cannot respond appropriately. Gain clarification by asking questions or rephrase what you are being told, so that you are sure you fully understand the message that is being conveyed to you.
‘’people don’t listen, they just wait their turn for talk’’ Quote by Fight Club
People do not like communicating with others who are only interested in telling you what they want to tell you, and do not listen to what you have to say. Effective communication requires active listening, so practice active listening until it becomes second nature to you.
 So, what is active listening?  
For example, you could say “So, what you’re saying is…”
 
2. Non-Verbal Communication
 The words we choose make up just 7% of the message being conveyed, which makes non-verbal communication all the more important. Body language is an important communication tool. Your body language should help convey your words.  Other factors you should consider are things like the tone of your voice, your hand gestures, and ensuring eye contact.
 
3. Be Clear and Be Concise
 Convey your message using as few words as possible.  Whether in person, via telephone, or email, convey your message clearly, concise and direct. If you are excessive with your words, the listener will either lose focus or just be unsure as to what it is that you want. 

4. Be Personable
 When communicating face to face with someone, use a friendly tone with a simple smile, and ask a personal question. These things encourage the other person to engage in honest, open communication. 

5. Be Confident
 Confidence underpins all effective communication. Other people will believe you will do as you say if you sound confident. Making eye contact, using a firm but friendly tone (never aggressive), are all ways you can exude confidence. Remember to always be listening to the other person and looking out for those nonverbal clues.
 
6. Empathy
 Empathy is the skill of being able to understand and share the feelings of another person.
 Even if do not agree with the person you are communicating with, it is particularly important that you understand and respect their view. Simply saying to that person “I understand what you’re saying”, will let them know that you have been listening to them, and that you respect their point of view.
 
7. Always Have An Open Mind
 Being an effective communicator requires that every conversation is approached with a flexible, open mind. This is not always easy to achieve but is particularly important to communicating effectively. Always engage in active listening and be sure to demonstrate empathy by acknowledging you understand what the other person’s point of view is. Adopting this approach will always ensure honest, productive communication.
 
8. Convey Respect
 Other people will be more likely to engage in communication with you if you respect them and their ideas. Simply addressing another person using their name, will make them feel appreciated. If communicating via telephone, always keep focused on the conversation and avoid being distracted in any way. When communicating through email, take time to construct and edit your message, taking care to address the recipient by name.
 
9. Give and Receive Feedback
 Giving and receiving appropriate feedback is an essential communication skill, particularly for those of us whose roles include managing other people. Providing constructive feedback, as well as giving someone praise, can increase motivation and build morale.
 It is just as important that you accept and encourage feedback from others. Always listen to feedback and act positively on it. If you’re unsure about any aspect of the feedback, simply ask a question to gain clarification from the other person.
 
10. Consider the Best Medium for The Job!
 The final item on my list is knowing what the best form of communication is to use. Being mindful of using the best form of communication will result in your response being a positive one. Consider things such as, who it is you are trying to communicate with, how important the topic is, and how busy that person might be. For example, asking your boss for a raise is never going to be taken seriously if you do it by text – so consider what is appropriate!







Communication Styles
There are many communication models that can be divided into functional models, media-effective models as well as interpersonal and culture-based models due to the different disciplinary approaches. The individual models are also – and especially – of significant importance in our modern, digital age, although some of them are already old. In the following, we would like to summarise what makes up the various models, how they can be used for corporate communication and personal communication in everyday life.

CONTRASTING COMMUNICATION STYLES
Linear: The linear communication model explains the process of one-way communication, whereby a sender transmits a message, and a receiver absorbs it., almost like an outline, with the connections among the points said as you move towards an end point, which is told explicitly. There is a low reliance on context and a strong reliance on words.
vs
Circular (Interactive): Discussion is conducted in a circular manner, telling stories and developing a context around the main point, which is often unspecified because the listener will get the point after I give them all the information. There is a high reliance on context.


Direct:  Meaning is conveyed through explicit statements made directly to the people involved with little reliance on contextual factors such as situation and timing.
vs
Indirect:  Meaning is conveyed by suggestion, implication, nonverbal behaviour, and other contextual cues; for instance, statements intended for one person may be made within range of a different person. It is possible that messages will be sent through a third-party intermediary. Mostly, however, this style allows one to avoid confronting another person or cause them to lose face.






Model of Communication

The Shannon Weaver Model of Communication (linear)
 This model was first published in 1948, and it has been adapted, changed, and developed in many ways since. Claude Shannon was a mathematician and Warren Weaver was a scientist. They were primarily interested in “machine translation”, and how early computers, radios and televisions send information. However, the theory equally applies to human communication, and it stays hugely influential in modern social sciences. It is the foundation of most current communication theories, and for this reason, it is sometimes referred to as “the mother of all models”. 



The Shannon-Weaver model introduces 5 key stages to the communication process: 
• The sender: the sender is the person, group or organisation that first thinks of the message that they want to communicate.  
• The encoder: the encoder takes this message and turns it into signals. In other words, this is the language we use to express our thoughts. It could be written or spoken, or equally could be through signing or body language. Even using gifs and emojis is a form of encoding! The channel refers to how the message is sent. This could be sound through the airwaves in a spoken conversation, or binary data transmitted electronically in an email or text
• The channel: the channel is the method (auditory and visual) that is used to transmit the message to the receiver
• The decoder: the channel, the sender, and receiver may need equipment such as phones or computers. When the message arrives, it must be decoded. This stage describes how the receiver interprets the message and converts it to language. Again, this could be a machine that does this electronically using binary data, or it could be our brains, when we notice all the language and communication data, including words, visuals, intonation and so on that form a communication transaction. Finally, the receiver has the message, interpreted by their brain into something meaningful. Of course, we all know that the process is not always that simple, and there are often obstacles to communication
• The receiver: the receiver the receives the message (the listener) and the decoder of a message

the Shannon-Weaver model introduces the concept of “noise”
Noise refers to anything which interferes in the channel stage of the model. For example:
· physical noise or external noise which are environmental distractions such as poorly heated rooms, startling sounds, appearances of things, music playing somewhere else, and someone talking loudly near you.
· physiological noise are biological influences that distract you from communicating competently such as sweaty palms, pounding heart, butterfly in the stomach, induced by speech anxiety, or feeling sick, exhausted at work, the ringing noise in your ear, being hungry, and if you have a runny nose or a cough.
· psychological noise are the bias and assumptions such as thinking someone who speaks like a valley girl is dumb, or someone from a foreign country cannot speak English well so you speak loudly and slowly to them.
· semantic noise are word choices that are confusing and distracting such as using the word tri-syllabic instead of three syllables.
If you imagine you are talking to a service user who is in a great deal or physical pain, or stress or emotional anguish, then all those feelings would be noise, which would limit their ability to focus on, and interpret the message

Practical example of Shannon-Weaver model:
Thomson made call to his assistant “come here I want to see you”.  During his call, noise appeared (transmission error) and his assistant received “I want” only. Again, Assistant asked Thomson (feedback) “what do you want Thomson”.
Sender       :   Thomson
Encoder     :   Telephone (Thomson)
Channel     :   Cable
Noise          :   Distraction in voice
Reception  :   Telephone (Assistant)
Receiver     :   Assistant.
Due to transmission error or noise, Assistant can’t be able to understand Thomson’s messages.
*The noise which affect the communication flow between them.

Criticism:
Because the Shannon-Weaver model was initially designed for electronic communication, it does not really focus on the added human factors that could also influence how a receiver decodes their message. Factors such as language or cultural differences could apply here and are separate to the “noise” that might exist in the communication channel. These are all crucial factors that you will need to consider, so please make sure you watch the separate video on this course all about barriers to communication. Criticisms of the model The Shannon-Weaver model is not perfect. As well as not focussing on differences in human interpretation, it has also been criticised for over-simplifying the process, and making communication seem linear and one-way. It also struggles to support modern multi-media communication with mass audiences accessing information at different times. 
However, According to Watlzlawich, Bateson and Jackson, communication is not just one passage of information, but a more complex phenomenon in which it is necessary consider the relationship between speakers and the effects it produces on behaviour of people.  The proponents of this model take the pragmatic aspects into consideration of communication. Watzlawich authored an essay in which he expresses the 5 axioms of communication.
In fact, A later version of the theory by Warren Weaver added a 7th concept ('feedback') which changed the model from a linear to cyclical model. 





 Circular model after Watzlawick

“Thought is not said, said is not heard, heard is not understood, understood is not intentional, intentional is not skillful, skillful and intentional is not done and done is not maintained. “ by  Paul Watzlawick’s famous quote

Paul Watzlawick has developed various communication models as the basis for his’’five basic rules (pragmatic axioms) of human communication’’. He does not assume straightforward communication, but that communication is always circular. 
According to this model, successful communication therefore depends not only on the behaviour of the sender but also on the reaction of the receiver. Compared to the sender-receiver model, the receiver is even more important here. He formulated five (not scientifically verifiable) principles of communication.
1. Axiom of the impossibility or non-communicating
Watzlawick says that one cannot not communicate because one simply always communicates. Even if you just stare at the floor, you signal that you don’t want to communicate. Every behaviour also has a communicative message.
2. Axiom of the content and relationship aspect
Watzlawick assumes that every communication consists of both a content and a relationship aspect. The content aspect is the message itself; the relationship aspect deals with the question of how the message is received. Especially non-verbal factors such as gestures, facial expressions, and body language as well as the relationship between sender and receiver play a key role. If rhetorical means are used which use the sender and receiver differently (e.g. irony), misunderstandings can quickly arise. Certain reactions of the other person can be specifically influenced by gestures, facial expressions, and tone of voice of the speaker. Reactions such as confirmation, rejection or devaluation of what has been said cannot only be triggered specifically but can also lead to a disruption of communication via the relationship level.
3. Axiom of cause and effect
The principle here is the assumption that the nature of a relationship is shaped by the interpretation of communication processes. Each participant of the interaction thus gives the relationship a structure and a reaction take place to each stimulus. This results in a chain of behaviour that can experience disturbances at each individual link. According to Watzlawick, these could be avoided by each interaction participant having the same information. So, subjectivity in feeling often leads to disturbed communication processes.
4. Axiom of analog and digital communication
Here the thesis plays a significant role that humans always consist of both analog and digital content aspects (usually the spoken language). Digital content aspects can be for example complex knowledge, logical connections, or negations. Analogous aspects, on the other hand, refer to the relationship aspect of a message.
What is crucial here is to understand that digital communication has a complex syntax but lacks semantics in the field of relationships. Semantic potential lies in analog communication, which in turn has no syntax. So, content is conveyed on the digital level, while the analogue level is the relationship level. Playing with these two levels can decisively influence the meaning and evaluation of communication. As an example, Watzlawick cites a kiss on the forehead of a child. This can mean both “I love you” and “please leave me alone for a moment”.
5. Axiom of complementary or symmetrical communication                    Here it is assumed that communication is always either symmetrical or complementary, depending on whether the relationship between the interlocutors is based on equilibrium (at eye level) or difference. 
· Symmetric communication is about equally strong partners, which leads to mirror-like behaviour.
· In complementary communication, one partner is always superior, and one is inferior. The basis of successful communication here is the complement.








Berlo’s SMCR Model
The Berlo’s Model of Communication has four elements which are the Source, Message, Channel and Receiver (SMCR). Each element has five components. The components of the Source are:
Attitude
Attitude is the psychological factors of the sender and receiver that affect the meaning of the message. It is also an established perception of a person in which they think or feel about something. Thus, the meaning of the message depends on the source’s attitude and the receiver.
Knowledge
Knowledge indicates the level of actual information, familiarity, and experience on the discussion topic. The discussion topic is the message of the communication process. Therefore, the communicator feels comfortable discussing if the topic is familiar to them. However, knowledge does not imply the educational qualification or degrees of the sender or receiver.
For example, a football player will show more interested in talking about football rather than cricket. On the other hand, a cricket player will surely feel comfortable discussing a cricket game. Here, knowledge indicates familiarity with the subject of the discussion topic or message.
Social Systems
Social systems refer to the values, beliefs, behaviors, rules and regulations, locations, and religions. These factors influence the method of the communication process as well as the meaning of the message.
Culture
Culture refers to the community or social background where the sender and receiver are from. The meaning of the same message might be identical when people from diverse cultures interpret it. It is a significant factor from the perspective of nonverbal communication cues.


[image: ]

Practical Example Berlo’s Model
exchanging ‘’salam’’ among people is a widespread phenomenon in the Muslim community. On the other hand, handshaking is a standard greeting among people in Western culture. Salam conveys the greeting message in the Muslim community; however, handshaking is another activity that also exchanges the same meaning.

Criticism of Berlo’s SMCR model of communication:
· There is a lack of feedback. The effects are practically unknown.
· It does not mention the barriers to communication.
· There is no room for noise.
· It is a complex model.
· It is a linear model of communication.
· It requires people to be on the same level for effective communication to happen. However, that rarely happens in everyday life.
· The main drawback of the model is that it omits the usage of sixth sense as a channel of communication, which is an asset to human beings (thinking, understanding, analysing etc.)



Osgood and Schramm Model

Osgood-Schramm’s model of communication is known as a circular model because it shows that messages can go in two directions.24 Hence, once a person decodes a message, then they can encode it and send a message back to the sender. They could continue encoding and decoding into a continuous cycle. 
[image: ]

This revised model shows that:   
1) communication is not linear, but circular; 
2) communication is reciprocal and equal; 
3) messages are based on interpretation; 
4) communication involves encoding, decoding, and interpreting. 
The benefit of this model is that the model illustrates that feedback is cyclical. It also shows that communication is complex because it accounts for interpretation. 
This model also highlights the fact that we are active communicators, and we are active in interpreting the messages that we receive.




Supplementary Research: ‘’Lasswell’s Model Of Communication’’ 
One of the communication model that I also found interesting is ‘’Lasswell’s Model Of Communication’’. The Lasswell Model of Communication is a framework for critiquing and deconstructing the elements involved in mass communication. The model asks 5 questions: Who? Said what? In which channel? To Whom? With what effect? It is best known as the original ‘linear model’ because it conceptualizes learning as moving in only one direction.


The 5 Components of The Lasswell Model of Communication
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1. Who?

Component: The sender / communicator
The ‘who’ refers to the person who is sending the message (the ‘sender’ or ‘communicator’).
Example: A sender may be:
· A person who is speaking on the television;
· The journalist writing a newspaper article;
· The blogger writing on her blog;
· A large media corporation;
· A speaker giving a lecture at a university.
· A preacher at a church
How to analyze: Control analysis.
Lasswell argued that if you want to study who has control over a message, you need to look at this first component: the sender. He used the term ‘control analyses to propose that by looking at the sender, you can critique how they exercise control or power over the message that is being sent out.
Things you might consider are:
· Is the sender an authority on the topic?

· Do they have a history of honest accurate reporting?
· Do they have a political agenda or bias?
· What are their qualifications?
Impact of new media on communicators / senders: Increased diversity of communicators.
2. Says What?
Component: The Message
Next, Lasswell says that we should analyse what is being said by the sender. This is this message being communicated.
Examples:
Common messages we receive include:
· A story about politics in the news
· An informative explanation of an idea from our teacher
· A biblical story from a priest or minister
· A fairy-tale with a moral of the story

How to analyze: Content analysis
Lasswell is credited as being one of the founders of content analysis. When we analyze the content of a message, we look at what is being said.
To do this, scholars usually get a transcription of a speech and read over the writing. They will highlight important passages, identify themes in the text, and explore how the message has biases or bends the truth.
Some things we might consider when looking at the message are:
· How does the message depict someone as a hero and someone else as a villain?
· What ideas or concepts are being reinforced as ‘truthful’ or ‘ideal’ in this message?
· How are women and minority groups depicted in the message?
Impact of new media on messages: Increased diversity of messages.
Just as there are more senders, so too are there more messages than ever before.

3. In Which Channel?

Component: The medium

Examples:
The medium is how the information is transmitted from the sender to the receiver.
Some traditional media examples include:
· Television
· Radio
· Newspaper
· Magazine
· Letter
When Lasswell made up his theory this was all we had! But nowadays there are so many more mediums for communication such as blogs, online videos, cell phones, podcasts, and so on!
How to analyze: Media analysis

Media analysis looks at different types of mediums and tries to find out which is best for sending a message to an audience.
An analyst may examine existing media that promotes a similar message to the one they are presenting and try to find out:
· Which channel seems to work best
· Which messages are working best?
· What time of year is best for promoting that message
An example of media analysis might be:
· Examining which medium is best to promote alcohol. The researcher may find out that Instagram is best for this type of promotion.
Impact of new media on media channels: Rise of digitized channels.
The internet has opened up a range of new channels of communications, such as:
· Blogs
· YouTube and home videos
· Websites such as this one!
· Social media such as twitter
· Podcasts
· Netflix
However, it has also led to the decline of old media like:
· Newspapers
· Radio
· Cable TV




4. To Whom?
Component: The Audience
Examples:
When Lasswell developed his model, he was thinking about mass media. Mass media tends to have the following audiences:
· Citizens of a nation
· Readership of a magazine
· Children (during children’s television hours)
· Adults (if promoting an adult product like alcohol)
· Women (if promoting women’s fashion)
How to analyze: Audience analysis
Audience analysis involves looking at the audience to determine which message works best with which types of people.
To do an audience analysis, you need to look at current or potential audiences and try to figure out what they like and what messages would work with them.
You would tend to break down audience preferences by categories like:

· Demography: Demographic details include age, gender, location, income level
· Behaviors: Needs and wants, personalities, values, cultures, hobbies
· Status: professions, job titles, political affiliations

5. With What Effect? 

Component: Effects

Examples:
For most communicators in modern capitalist societies, the intended effect is for you to spend your money! But there are others:
· Changed voting intentions
· Increased brand awareness
· Public awareness of a health issue
· Purchase a product
· Propaganda – believe something that’s untrue or biased







Practical Example of Lasswell’s Model of Communication

A nightly news broadcast in the United States:
· Who: The Fox news anchor
· Said what: Criticized a democratic position on healthcare
· In which channel: On television
· To whom: The entire nation of viewers
· With what effect: Propagation of a conservative political viewpoint
An Instagram campaign:
· Who: A vodka company
· Said what: Showed that vodka can help you have fun and meet good looking women
· In which channel: On Instagram
· To whom: A targeted group of men aged 21 – 30
· With what effect: Increased month-on-month sales

Criticism about Lasswell’s model:
· Linear not Cyclical: It is a linear model, meaning that he does not see communication as taking place in a cyclical or two-way fashion. Other models like the Osgood-Schramm or Helical Model do a better job at this.
· Does not account for feedback: Because it is a linear model, this model does not look at how people receiving messages can also be senders of messages that go back to the sender. 
· Doesn’t account for ‘noise’: Noise occurs when a message is not received properly by an audience. Think of it like listening to a radio that is fuzzy. You hear half of the message only or misinterpret it. Unfortunately, Lasswell’s model does not talk about noise.

My Conclusion:
From the study of this module, I could understand the different components, processes, applications, and I have to admit that I was surprised by its complexity. It was interesting the concept of the Interactive Communication. Because you can multitask.
- enables you to interact with other people instead of just your friends and families.
- lets the user to think rationally before they answer, avoiding prejudice.
- builds up a virtual community.
- widen their circle of friends.
- meeting people with similar interest.
I also appreciated the Shannon-Weaver Model, but just if it is involved the concept of Feedback: that allow to improve the communication during the process.
Finally, I liked the Osgood and Schramm Model, because of the concept of Decoding and Encoding the message. That the basic idea under the fascinating art of Cryptography, that I am impassioned.


Thank you
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