	BMSW4002	08/22/2020
	
	






Models of Communication
&
Communication Skills


Module Code: BMSW4002
Student’s name: Cristian Rad
Student’s ID: 1921343
Lecturer’s Name: Saqib Shamim











Table of Content

Introduction………………………………………………………………………3
Models of Communication………………………………………………………5
        Shannon and Weaver (1948)……………………………………………….5
       Schramm (1954)……………………………………………………………..7
       Berlo (1960)………………………………………………………………….8
Communication Skills…………………………………………………………..10
       Verbal Communication…………………………………………………….10
       Non-verbal Communication……………………………………………….11
      Listening……………………………………………………………………..12
Conclusion……………………………………………………………………….13













Models of Communication
&
Communication Skills




Introduction


The word communication comes from the latin word communis which means normal and it refers to exchanging ideas, thoughts, information, selling something or giving directions. This communication process is made in order to give an information and receiving a feedback or to aknowledge someone about something. The method uses written letters, phrases and gestures which are told by the sender and received by the receiver. The communication process is not just about transmitting information but it is used everyday of all the people in the world, in the workplace, at home, on the streets and so on. The communication process is very important in the workplace because it leads to good results and help people understand each others. Organizational Behavior seeks to analyze every employee’s communication effect on their job done in the company and how it can be improved. If an organization is to work as an integrated entity, it is important for the top management to keep the managers and employers at the lower level so they need to do things in order to improve their communication skills, such as trainings, conferences and so on. 


Models of Communication

Shannon and Weaver
(1948)

The Shannon and Weaver model of communication was found in 1949 by the researcher and engineer  named Shannon which developed a mathematical theory of knowledge about signal transmission with full telephone line efficiency. This model of communication was presented first in a mathematical theory and it’s goal was to transmit an information through a channel. Initially, the information theory evolved to distinguish the noise from the information-carrying signals. Shannon 's information theory was later expanded and applied on Weaver for different forms of communication. Weaver established the human communication-related philosophical aspects of that theory. Shannon and Weaver communications model has 7 core elements:
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· Information source or message
· Transmitter or encoder.
· Message.
· Channel is the path by which the message goes from the transmitter to the receiver
· Receiver or decoder
· Destination is the intended location for the message being transmitted.
· Noise is about the disturbance factors that can occur during the communication process. 

This diagram illustrates the process of communication between source and destination. The source is generating the message which is wanted to be sent. The source 's generated message is not transmitted but is converted into the signal by the transmitter and then transmitted to the receiver. It is important that the transmitter encodes the message in a form which can be transmitted through the channel-making medium. The recipient then transforms the converted message to its original and sends it to the destination.



Schramm
(1954)

The Schramm’s model communication is a circular model which is showing that the message is going into two directions and it is also called the traditional communication model. It has 4 parts: Communication can be circular and not linear, Communication is typically fair and cooperative, Messages call for clarification, There are three communication steps for this: encoding, decoding and translating.
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1. Circular Communication 
This requires circular two-person contact. Each participant in the communication process is both sender and receiver Each individual is both a remitter and a receiver. And they can communicate with each other so the discussions is in two directions.  

2. Communication involves Interpretation
In order for a message to be understandable there is need to interpret it through facial expressions used in sending the message, body language or other gestures or punctuation in the case of text messages, e-mails or letters. In the interpretation the message can have different meanings so that is why knowing to read the body language is important. Another barrier in interpreting can be noise barriers which can be such as a loud TV, kids crying, traffic noise and so on. These semantic barriers are influencing very much the whole meaning of the message in the communication process. When it comes to the verbal noise or accent, there can be minimalized by the fact that body language can be easily read and the message sent by the sender have the same meaning without losing it’s qualities. 
3. Communication requires Encoding, Decoding and Interpreting
Encoding: The encoding process means how we put the message in context and how we as senders design it in order to be understood by the receiver. We need to think about the best things to say, and in what order to express our ideas or thoughts in order to be understood. 
Decoding: Means the process of how to decipher a message for example during a call or when we receive a text message, picture, voice recording, or an advertisement. So in this case we need to use our listening skills which are a very important aspect in the communication skills because listening and paying attention helps us to figure out what the message is really about.
Interpreting: Everyone is interpreting the message in his own style according to the knowledge of the subject, the culture we are taking part of and many more aspects. We need to ask ourselves what does the message mean for us in order to understand it but more important is to ask ourselves what the message means for the sender.

4. Equal and Reciprocal Communication
Because both communication members are capable of encoding, decoding, and interpreting, this model treats the two conversation members as equal participants, this model works very well when interpreting a face-to - face conversation or exchange of text messages, for example, where both dialogue participants will have a back-and-forth debate.
Berlo
(1960)



His model is divided from Aristotle’s way of thinking which is about the fact that the receiver is the key of the communication process.  Berlo 's model does not provide feedback, but swaping positions, replaying the message in the opposite direction, and verifying comprehension is often useful for the source and receiver.
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· Source
All communications include a source which may be a person, a community or a business. The responsibility of the source is to encode the message for the receiver and the way that the source encode the message affects the message with the use of listening skills, interpersonal skills, empathy but it also may change the context and the message’s structure.

· Message
The message is the proper text, letter, e-mail that is transmitted. This comes out ater the sender encrypts their thoughts, beliefs, feelings and so on. For example, the elements of the communication may include voice, body language, and slides used in combination during a presentation. The message can be formal or informal. Formal messages are sent to directors, to professors, to institutions and it is required the use of a formal language with no abreviations. In the case of the informal message, it is used an informal or normal languages without big or fancy words, generally to family, friends or other close people with the abreviations. 


· Channel
The channel through which the message in sent is the set of senses such as touch, smell, taste, hearing, seeing. The messages normally are concentrate on hearing because it is more often we receive a vocal message than a touching message. Throughout the digital world, listening and seeing can be converted into platforms that include presentations, e-mails, video conferencing, newsletters, podcasts and o on. This modern twist doesn't alter the reality that the receiver's ability to interpret the message correctly depends on selecting the right medium.


· Receiver
The receiver is the person or the group of people which is actually receiving the message and wo have to decode it taking into account the disturbance factors and the body languages, gestures, facial expressions and so on. 














Communication Skills

Verbal Communication

Verbal communication is about the face-to-face contact between the sender and the receiver, for example between the team leader and one of the team members, the farmer and the field extension functionaries and the list may continue. It takes the form of, a public address, telecommunications, verbal debates, telephone calls, and other electronic media, interviews ,such as, meetings and conferences , training courses seminars, social get-together, , public address systems, exhibits, exhibitions, counselling speeches and instructions on audiovisual aids and so on.
Verbal communication advantages:
· Less time consuming, direct, simple and free.
· Communicative and effective, less delays.
· Generates friendly spirit.
· Provides immediate feedback.
· Lots of details and side conversations.

Verbal communication disadvantages:
· Distant and important information can not be done face-to-face.
· The negative attitude and gestures may be seen by the other participant and it can be disturbing.
· Communication gaps which may lead to an incomplete communication process.
· The spoken words can be more easily misunderstood than the written words.
· It presupposes expertise in the matter of effective speaking.




Non-Verbal Communication

The non-verbal communication is all about decoding a message which is in the back of the words. In fact, the non verbal communication helps us to figure out more deeply what the message is about and what is the attitude of the sender towards it. This is also called the silent language because it includes signals, gestures, voice patterns, facial expressions. For example, a smile means the message is sent with kindness, thumbs up means that the sender or the receiver is optimistic about the message and positive. 

The components of Non-Verbal Communication are:
· Kinesics: interpretation of body language such as facial expressions and gestures
· Proxemics: personal space aspect of body language.
· Oculesics: eye-contact.
· Chronemics: the use of time 
· Haptics: touching. 
· Paralinguistics: variations in pitch, speed, volume, and pauses 
· Paralanguage: modify meaning and convey emotion.













	




	Listening


Listening helps in the following ways:
 Building trust
 Establishing Credibility
 Gaining Support
 Getting things done
 Collecting Information
 Exchange
 Reflecting
 Demonstrate respect


Types of listening
Here are six types of listening:
1. Discriminative listening
The Discriminative listening is the most basic form of listening which identifies the difference between different sounds. If you can't understand differences, then you can not find out which are the contexts of the message and what exactly the sender wants to express. The discriminative listening has also a major impact when it comes about two different language speakers because it is hard to speak another language and it rises the aspect of this process. For example, if I m from United Arab Emirates and I speak English but my mother language is Arabic, the discriminative listening will come into my processes of communication and it is a higher chance not to be understood completely. Listening is not just auditive operation but also visual because in the case of face-to-face communication we can also see the skeletal movements of the mouth in the same time we hear them. 

2. Comprehension listening
Comprehension listening is about the knowledge of the subject for a better understanding like grammar, syntax rules so the message can be fully understood. 




3. Critical listening
Critical listening is about creating an opinion about the conversation by the help of judgement. It requires cognitive effort in real time because the receivr need to listen, understand and analyze what is being said in the same time. 

4. Biased listening
Biased listening is when the receiver is listening only what he or she wants to hear and in this case occurs the misunderstanding.

 Evaluative listening
We make assumptions in evaluative listening, or critical hearing, on what the other person is doing and trying to determine the reality of what's said. 

5. Appreciative listening
Appreciative listening is about learning from what we listen, for example, what helps to fulfill our needs and goals. If we listen to good music , poetry or maybe even the moving words of a great leader we use appreciative listening.



Conclusion


Communication, in my opinion, is not just words, it is a combination of tone and body language. You should use your voice tone and body language effectively to get your message across. This is also recommended that eye to eye contact should be established whenever possible, rather than other types of indirect communication. In order to have a better understand about the conversation there is needed to be sure you speak with someone on the same level as you, the same language and the noise should be avoided. For example, in my workplace there are many nationalities so there are many situations when even if we speak English language we lack of details, gestures, so sometimes there are misunderstandings such as we do not get what we really have to do and we do it wrong so we have to do the work again, or we can ask for a ruler and receive other thing instead. This aspects, in the communication process are very important to take into account for an effective outcome. 
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