

TIHOMIRA KANEVA
STUDENT ID : 2118131
MODULE NAME : EFFECTIVE TEAM WORKING AND COMMUNICATION
MODULE CODE : BMSW4002_LON







[image: ]








Table of Contents :
 Introduction.............................................................................................................1 
 Models of communication......................................................................................2 
 Shannon and Weaver (1948)...................................................................................2
 Schramm (1954).......................................................................................................3
 Berlo (1960)..............................................................................................................4
 Communication skills.............................................................................................5
 Verbal Communication...........................................................................................5 
 Non-Verbal Communication...................................................................................5 
 Listening...................................................................................................................6
 The Disadvantages of Modern Technology...........................................................7 
 Conclusion ...............................................................................................................7
 References ...............................................................................................................8

















INTRODUCTION
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Communication is giving, sharing and receiving information through speaking writing, listening or reading. Good communication skills help in good relationships between people.
Though communication people exchange information about what is happening around them. Communication is the transfer of information from one place to another through messages, gesture, body language, words, sounds or light signals. Communication is used everywhere for example in the army the Morse code is used, deaf and mute people communicate by using the language of the deaf by using their hands to communicate and exchange information. Communication is an important part both professionally and personally. When we exchange information we develop and improve because through the received information we receive feedback process. Communication includes sender, receiver, message, communication channels, encoding and decoding of messages, feedback.
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There are different types of categories of communication. This includes:
· VERBAL COMMUNICATION – face-to-face, telephone, radio, TV and other media.
· NON – VERBAL COMMUNICATION – body language, gestures.
· WRITTEN COMMUNICATION – letter, e-mail, social media, books.
· VISUALIZATIONS – graphs and charts, maps.


MODEL OF COMMUNICATION
During the study of the module, I got acquainted with three communication models, these are: Shannon and Weaver (1948), Schramm (1954) and  Berlo (1960).
SHANNON AND WEAVER (1948) MODEL OF COMMUNICATION
This model was developed by Warren Weaver and Claude Shannon in 1948. They developed this theory of communication to describe how communication takes place between a sender and a receiver. Originally it was a linear model of communication to make it easier to explain how a message is sent and received. The Shannon – Weaver model includes seven components:
1. SENDER - it holds the information and selects the message, recipient and channel.
2. TRANSMITTER - encoder
3. CHANNEL - carrying information from the source to the decoder and the receiver.
4. NOISE – which occurs when the message moves.                                                                 
5. DECODER - is the place of reception.                                                                           2
6. RECEIVER – the endpoint of the communication process.
7. FEEDBACK – from a receiver to a sender.
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The original model had no feedback but Norbert Wiener created a feedback in 1950 to stop criticise of this model of communication.
This an example to explain Shannon and Weave model of communication.
Amanda calls to her manager (David) on her smartphone to let him know that she will be late on Friday for work. Cars pass around Amanda and therefore her manager (David) can not hear what she is saying to him. Here Amanda is a source of information and the sender of the message. Smartphone is the channel of communication. The sound of the cars is the noise that interferes with the communication process. David decoder the voice into a message, so he is the receiver and destination of the message.

 SCHRAMM (1954)
This model is circular and also know as the Osgood – Schramm model of communication.
[image: ]Schramm`s model was implemented in 1954 and consists of all the basic elements of communication. The elements of Schramm`s model are: Encoder or Sender, Decoder or Receiver, Interpreter and Message. In this model communication is two – way and information flows between the sender and the receiver.
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Schramm`s model is the first model that is not liner. Also here has is feedback which allows the sender to know if the message has been received and understood by the recipient or not. Schramm`s model of communication cannot work of mass communication. An example of this model of communication is a telephone conversation between two friends who take turns exchanging information. It is a two – way communication system.
The Schramm model is more widely used than the other models – Shannon and Weaver and Berol. Schramm`s model consists of both classical elements and modern elements such as semantic noise and feedback. Compared to other models, this model has more practical applications.

BERLO (1960)
David Berlo in 1960 designed a model of communication that consists of four elements – Source - Message - Channel – Receiver (SMCR).
SMCR model is a linear model of communication and missing feedback. Source is the sender of the message. The message is transmitted from the source to the receiver. The channel is the medium that carries the message (radio, TV, phone, call, newspapers). The channel in this model includes hearing, seeing, smelling and tasting which distinguishes it from other communication models.  The receiver is the person who receives the message.
[image: ]
In this model apart from missing feedback, there is no noise and it is a complex model.
Unlike Schramm`s model which is circular, Berlo model is linear like the Shannon and Weaver model.
Listening to the radio is an example of David Berlo`s SMCR model of communication. The speaker is the source of the news that spreads the information. News is the message, radio is the channel and listeners are the receiver of information . Audience can not give feedback.
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SMCR model of communication is the only model that describes the communication model through multiple elements – Sender, Message, Channel and Receiver.

COMMUNICATION SKILLS
There are two types of communication – VERBAL and NON-VERBAL communication.
Verbal communication includes Written, Oral communication and Speaking.
 Non-Verbal communication includes Body Language, Eye Contact, Facial Expression, Tone.
VERBAL COMMUNICATION is communication in which oral communication with words is used. There are many examples of verbal communication such as presenting a presentation or project, asking follow-up questions. Verbal communication is part of our daily life. It is used both in the workplace and outside it. The basic elements of verbal communication are speech, language, words and sound.
· Oral communication is face-to-face or over the phone. Oral communication is an exchange of information and is personal and should be spoken clearly and understood and eye contact maintained.
· Written communication includes any type of communication in which the written word is used. Written communication includes letters, memos, emails. Written messages can be spread by copies and thus the same message ca be received by many people. There is no feedback in written communication. In written communication it is important to consider and plan the content of the description. It is necessary to have a rich vocabulary and use the right words to be clear and understood by the readers.
NON-VERBAL COMMUNICATION does not use words but facial expression, gestures, posture and tone. When we communicate consciousness or not we are constantly giving and receiving signals. There signals can reassure or offend and confuse people. Even when we are silent we generally communicate non-verbally. Sometimes there can be a discrepancy between what we say and what we show through body language. This can make the listener feel like you are lying to them. For example if you say “yes” while sharing your head for “no”. Body language is natural and conveys true feeling and intentions. There are several types of non-verbal communication:
· Facial expressions is universal. The face can show happiness, sadness, anger, surprise, fear and disgust.
· Gestures – are part of our daily life. In some cultures the meaning of some gestures have a different interpretation. For example the OK hand sign is positive in England but in Germany is considered offensive.
· Eye contact – through it we can gauge the other person`s interact and reaction.
· Touch is also part of non-verbal communication for example by a handshake or a hug.
· Tone also plays an important role in communication. Through tone we can also express anger, sarcasm or confidence. Depending on the pitch and intonation of the tone, we can send message to the person we are talking to.
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Listening is receiving and processing a message. Listening is part of good communication. If our listening is good them the massage can be understood if our listening is wrong it can be misunderstood. When we listen we must pay attention not only to the story but also to the way we it is told, the language, voice and body language of the person we are listening to. The listener must be as engaged as the speaker. This is called “active listening”. It is a process of complete listening.
“The most basic and powerful way to connect to another person is to listen. Just listen. Perhaps the most important thing we ever give each other is out attention.”
                                                                                    Dr. Rachel Naomi Remen
We spend a lot of time listening among the 70%. Of these an average of 45% is spent listening, 30% to speaking, 16% reading and 9% writing. (Adler, R. Et al. 2001)
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The purpose of listening is:
· to focus on the message
· understanding the message
· observing non-verbal signals
· showing interest and concern
· encouraging open and frequent communication
· putting the speaker first
· achieving mutual understanding and acceptance
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THE ADVANTAGES AND DISADVANTAGES OF TECHNOLODY IN COMMUNICATION
Today in the 21st century, technology plays a big role in people`s lives. They are all around us and life without them is like chaos because technology rules people`s live. Nowadays, people can not live without technology. Thanks to technology people can shop, communicate with each other no matter where they are  by message, email or phone call or to go to a place using Google map. During the pandemic computer technology played a major role in people`s lives. Because through them, people communicated with families and friends using Skype or worked and studied using Microsoft Teams Meeting or Zoom Video Communication. Technological development is more and more accessible and easier as nowadays every person has a smartphone, tablet, laptop or computer with the help of the Internet people connect with each other and communicate. 
Technologies besides having a good side, also have a bad side. The more technology enters people`s lives the more identity theft occurs Identity theft involves committing fraud by collecting personal information about a user.
In addition to identity theft, cyberbully is also common. Cyberbullying is when someone uses the Internet to hurt or intimidate another person. By uploading unpleasant photos, videos or sending threatening messages. 
Today face-to-face communication is a rare phenomenon because most people are addicted to technology and because through it they feel safe at home or cam impersonate for other people.
With technology is that one can do everything from home saving time to go from one place to another. But through the use of technology one stop communicating with the real world and because asocial by isolating oneself at home without communicating with other people.

CONCLUSION

Communication is a very important part of people’s life and it is a part of our daily life. Good communication helps to develop both professionally and personally. Good communication develops our skills and we develop as invidious. Communication is a combination of both words and tone as well as body language. 
There are different types of channels of communication and through which a give message can be conveyed. As long as there is an appropriate environment, if there is an inappropriate environment, the given message may not be understood by the recipient. When there is some noise we remain misunderstood. When communicating we must chose the right words very carefully, we must be careful how we behave when we communicate so as not to make other people we communicate with feel confused or hurt. There are different types of means of communication and through them we are connected with everyone and we can communicate from all corners of the world. When we communicate with people from familiarise ourselves with their culture so that there is no misunderstanding. They as different cultures have different no-verbal communication and this can bad to miscommunication  with them.
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