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Introduction
Communication is the exchange of information from one person to the other through messages, thoughts or ideas. This can be done by using speech, sign language, writing, behavioural patterns, visual aids like maps, charts, and pictures among others. It plays a vital role in the person’s day to day life.
Models of Communication Explained Below
The Aristotle Model

In this model, the sender or speaker plays an important role in the communication by taking complete charge of the situation. Here the sender prepares very convincing and impressive speech content, by carefully putting his thoughts and emotions into words with a specific aim of influencing the audience, listeners or recipients to act and respond according to the senders desired way. The sender must understand his target audience, choose his words carefully to match their understanding and create an impact among the listeners. The speaker should know which areas to emphasise and put more stress together with which points to highlight along the way. In other words the sender uses this model to convince and influence the listeners or receivers. It is mostly designed for use in public speaking, meetings, seminars, lecturers, pitching and more.  (Bajracharya, 2018)
The Schramm Model
This model explains that communication is of no use until it is put into words and passed on or conveyed to others. When the information reaches the recipient, their responsibility is to try and understand the message being sent. The information is still of no use until the receiver understands exactly what the sender’s intentions were in the first place and manages to send feedback.  Without the proper flow of communication, the recipient is not able to decode the information. This emphasises that communication is incomplete until the sender receives feedback from the recipient. This model revolves around the principle on encoding and decoding. When the sender passes on information to the receiver, the receiver must interpret it in the desired form the sender wants or respond accordingly. Any form of communication without feedback or response is entirely ineffective. (Juneja, 2015)
The Shannon Weaver Model

This model states that the message comes from the person who gets the thought or the information source. It is then transmitted from the brain to the mouth to be put into words before reaching the recipient. It emphasises the importance of encoding and decoding messages without any disturbances because when the message gets disrupted in the process it changes the meaning. For messages to be sent easily, the intended message is put together by turning an idea into words, symbols, pictures and sounds. This is done when the receiver interprets the message and comes to an understanding about what the source is communicating. (Juneja, 2015) 
Communication Skills used in our daily lives
Empathy

This means that you are able to understand the emotions of others by trying to put yourself in their shoes, understanding what they are going through and their situation. This skill is important in teamwork and one on one setting. In cases where an individual is not well and is unable to perform certain chores for the day, understand and help them whenever possible until they get back on their feet or be their usual self again. 
Respect

This is one of the key skills used in our day to day communication observations. Knowing who you are talking to, what to say, what not to say and the responses needed if any. Everyone deserves the right to be respected and vice versa. Respectful communication means staying on the topic at hand, do not venture in unrelated discussion topics which may cause misunderstanding and misinterpretation amongst the group. In situations where a certain topic like religion is being discussed, it is your duty to be mindful of other peoples’ religious beliefs in order to avoid creating divisions. 
Listening

Is having the ability to pay close attention to the person speaking to you. Being a good listener is one of the most important skills because it gives you time to think and respond accordingly. Listening as a word seems such a simple skill to have but it can be difficult to improve and develop. It involves avoiding distractions like cell phones when talking and listening to other people. Being attentive when talks or discussions are taking place gives you ample time to ask questions where necessary and give appropriate responses. In situations where end of shift handovers are taking place, it’s inevitable that you listen to what happened on the previous shift before yours begins. This helps to avoid any mistakes or unnecessary repetitions.
Friendliness

In friendships at work, characteristics like honesty and kindness build trust and understanding which is mainly essential in workplace relationships. In places like this it is always useful to have a positive approach towards your work and daily interactions. More still, it is good to keep an open mind, do small gestures such as asking your fellow colleagues how they are doing, give a smile as they speak to you, and offer praise where necessary for the work well done. Doing all this will in turn help you develop strong working relationships with your mates and managers.
Confidence

This is one skill that builds your self-esteem and a way to believe in yourself.  In situations that happen at the workplace, people are more likely to respond and believe in ideas that are presented or put across by a confident person. There actually various ways to appear confident without using much effort. Such as dressing smartly and appropriately for any occasion, making eye contact when speaking to people, sitting upright with straight shoulders, thinking and preparing ahead before speaking to people. This makes your thoughts and ideas match your presentation, thus creating a first time impression. Therefore Confidence as a skill of communication is not only needed at the workplace but is also essential during the interview process as well. (indeed 2020)
Analysis of the Case Study done in Class 
Maria and Pedro
1 .Why do you think Pedro misunderstood Maria?

Pedro misunderstood Maria because there was a lot of noise coming from the building site. This caused the message to be altered and distorted into something else thus changing the meaning of what Maria wanted Pedro to bring home from work.

2. Whose model of communication explains this confusion and why?

The model of communication is Shannon Weaver which explains that any form of noise can cause disruption and prevents the receiver from understanding the message intended to give the needed or appropriate feedback. The environment where Pedro works was not suitable for him to pick calls or speak on phone because of the noise in the background. Pedro was not able to deliver what Maria needed because the message was changed and did not reach him clearly.
3. How could this have been prevented?

This could have been prevented if Pedro had tried to move away into a quieter place. More still text or call Maria on his way home to seek clarification.

4. Whose Model of communication explains how it could have been avoided?

The Schramm’s model of communication which States that any form of communication is incomplete until the sender receives feedback from the receiver.  It further emphasises that since Communication is a two way process where the sender takes the first turn by sending a message and expects the receiver to respond effectively, Maria would have asked Pedro for a quick response to see if he had understood the message passed on to him in the first place.
This Paragraph explains a Case Study from my Work Place.
In relation to Schramm’s model, this case study was at a care home that I worked for recently looking after the elderly. We are required to gather everyone in the lounge by 12:00pm for lunch. One male client decides to stay in his room.  I had already been to his room twice, tried talking to him and brought his Zimmer frame closer for easy reach all in vain. I talked to one of my colleagues who said put the meal on a tray and take it to him. I did exactly that. I knocked on the door didn’t get a reply, said why I was there behind the closed door, opened it and set the tray on the table.
 I explained what we had served, wished him well and left the room. I returned to check after 30minutes but Ben had not touched his food. The bowl of food had gone cold. I said to Ben, this food needs to be warmed and will be right back. I picked the tray and left the room. I did not realise that Ben had followed me down the corridor. Just as I was bringing the warm food back, i met Ben.

  I said to him that I was going to set the tray down for him in the dining area. This is when Ben got the courage to lift his Zimmer frame and attacked me. The food on the tray went to the floor but I held on to the tray trying to shield myself as I shouted for help. 
This is how communication could have been improved.

Therefore in the above case study, I needed to use the Aristotle Model by being more convincing and empathetic towards Ben.
The Shannon Weaver Model by being more patient and understanding repeating what I was saying and slowly wait for Ben to digest what I meant without confusing him. In this case I moved the food tray which disturbed his mood. Ben misunderstood and misinterpreted our communication earlier.  He thought I was taking his food to eat it, dump it, or give it to other residents thus the angry reaction.
Poor Communication examples at the Work Place and how they could be improved.
Talking over each other in meetings at work and not letting your colleagues speak is confusing. Every individual deserves the right to speak, put their point across and be heard. This can be improved by having organised meetings, an agenda, chairperson, speak when it’s your turn to do so and secretary to take minutes for referral purposes.
Lack of trust in the workplace creates divisions and disconnections amongst individuals. When employees feel disconnected and unhappy, this causes excuses like, calling in sick, absenteeism. Employees need to be motivated, engaged and connected to the organisation. Here they are able to work harder, smarter and be more active thus yielding better results.
Lack of knowing how the business works may develop a negative attitude in such a way that when people do not have the information or knowledge they need results to low productivity. In cases of presentations individuals tend to avoid situations where they will be seen as incompetent. This is because no one wants to look a fool or fears to be mocked and embarrassed in the presence of fellow colleagues. This can be improved by having constant, repeated mandatory training and workshops at the workplace to boost the morale and confidence of the employees.  (Thompson, 2018)
Lack of proper job descriptions It is important for everyone at the work place to have an outlined job description of their roles, duties and responsibilities. The best way to improve this is top managers should give every individual a role to play and line managers follow up on the daily tasks and feedback. Employers, top manager and line managers should have the same vision and goals to avoid mixed messages amongst employees.  (Maxwell, 2018)
Recommendation

Communication is important in our day today lives and in everything we do. It is vital that we learn to convey the intended information using the different communication skills such as maintain eye contact, listening, understanding, responding and engaging positively.

Conclusion

Communication is not that easy as it seems. It is not just words but is a combination and mixture of tone and body language. It is easy to use your body language and voice tone to convey a message but if your speech does not match your body language, there is going to be misinterpretation and wrong feedback because the message intended was sent wrongly.
CASE STUDIES DONE IN CLASS
APPENDIX A
The Professor and the Village People 

Q1: Why didn’t the village people help the Professor?

The village people did not help the Professor because they had not understood what the professor was saying. The Professor forgot that the village people were uneducated and could only understand simple words of communication.

Q2: What should he have done to get them to help him?

The Professor should have used language that the village people could have understood easily in order for him to get help.

Q3: Whose model of communication do you think can explain this situation?

The Schramm’s Model of Communication.

Q4: Why?

The Schramm’s Model of communication explains that communication remains incomplete until the sender gets feedback from the receiver. The professor failed to get help from the village people because the communication did not reach them clearly.

APPENDIX B
                                                    Business Email

Dear Jack,

I write to inform you that a vacancy has arisen on the company’s communication training team and you have been nominated to join the team.

This team was identified by management as a strategy to play a vital role of equipping our staff with the necessary skills to deal and relate effectively with our customers and the public at large. 

During the time that you have been in this related role, I have observed that you are a good confident public speaker, listen effectively, manage interactions, answer questions accurately, seek clarity where needed, complain effectively and have the ability to handle criticism as well as gaining enough experience.

With all the above qualities, I think that you will be an added asset to the communications training team and staff will benefit a great deal from your skills and knowledge of the company.

Please let me know whether you would be willing to take up this opportunity.

I will be waiting to hear from you.

Yours Sincerely 

Jackie Kizitto 

Director of Communications.

APPENDIX C
A Day with the Chief
Q1: Given the professional context, would you have done the same or differently if you were in Mark’s position?

 I would definitely have done differently.  First of all, Mark was aware of how the CEO was being described by his fellow colleagues. He should clearly have known that there was a reason for all the negative criticism that the CEO gets.

Mark was deceived by the welcome that he was given by the CEO. Mark confused and misread Mrs. Brown’s warm welcome and used the platform that was meant to sale himself for promotion wrongly. 

Q2: Do you think Mark correctly evaluated the context?

No, Mark wrongly evaluated the context. He became relaxed, forgot why he was invited to the Head office in California.  Mark thought that Mrs. Brown was now on his side having been selected as the top sales man. Mark started going into company areas of discussion that are above his job description and pay grade. Bad mouthing his supervisor and ended up saying more than he should have said. 

Q3: What communication factors led to the change in the CEO’s attitude?
Unclear goals and duties - Mark mentions that his immediate supervisor had failed to take opportunities to increase the company sales on many occasions.

Differences in perception and view point – Mark thought that the employees were being under paid an observation which did not please the CEO. 

Cultural differences – When Mark became relaxed, he loosened his tie, crossed his legs and began to think that they were now at the same level of social interaction level with the CEO. He forgot the concept of personal space and the different social settings in which he was regarding his invitation.
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