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INTRODUCTION 

In this Academic Report I will discuss and demonstrate alongside examples studied in classroom, on my workplace and in my personal research my understanding of the models of communication and the communication skills a person must possess.
Communication is fundamental in the workplace; benefit of good communication helps every aspect of a business. When we take in consideration two or more persons, who they deliver and receive information between them and the understanding of the message is successful, is in this case that we have an effective process of communication.
So, we can observe in such a way with the exchanging of information we have a form of communication, but the vocal expression is not the only form, there is also by writing or using other devices such as computers or mobile phones.
In the following pages I will explain distinctly other various types of communication and problems that possibly an individual can face, also I will indicate the models demonstrated by relevant theorist studied in class.















	
                                                                                                                         (Sandeep Kashyap, 2019)
MODELS OF COMMUNICATION AND COMMUNICATION SKILLS

Communication must be Concrete, if we take in consideration an audience, the message we deliver must be clear and the argument should be supported by facts in order to not leave doubts to the listener. The whole point will be useless if you do not have a good understanding of what you are delivering and is not well-planned. Clarity is also fundamental and then we have Commitment, is a major part of workplace communication skills, well-committed message will leave a better impact and increase the motivation of co-workers. Consequentially we notice Consistency, is the choice of words matters when you are communicating at work. You need to explain your message in the least possible words, have the consistency of tone, voice, and content. There is no space for repetition.
After that we are ensuing Completeness. Never leave your sentences incomplete. Each message must have a logical conclusion. People should not be left wondering if there is more to come. At the end we encounter Courteous. Your argument should make the other person respectful. Try your best that in your communication you are honest, respectful, open and polite. Discussed with care and it will be perfectly effective and important. Those are the seven principles of communication and if they are followed the result will be positive in every situation, from the workplace to any other type of environment or audience. 
Let’s now have a clearer picture when we reflect on the simple word: communication.
There are four types and they are divided in the following parts: 
Verbal communication: conversations, interviews, calls.
Intrapersonal for example conversations with ourselves.
Interpersonal like one-to-one conversation.
Small group as press conferences, board meetings, and team meeting.
Public presentation and public speeches.
Non-verbal communication: as voice tone, facial expressions and postures.
Written communication: letters, memos and reports.
Visual communication: photographs, videos and films.   (Sandeep Kashyap, 2019)





                                                                                                                       
Now let considerate the major models of communication studied in class.
These models of communication are illustrated by four American theorist which are: Shannon-Weaver, Berlo and Schramm.
The Shannon-Weaver model of communication is composing by the theory of the Mathematician Shannon and the American Scientist Weaver and is considerate the mother of all models.
However, some consider the name to be misleading, asserting that the most significant ideas were developed by Shannon alone.
Shannon published in 1948 a mathematical theory of communication, in this work he used tools in probability theory and developed information entropy, as a measure for the uncertainty in a message, while essentially inventing what became known as the dominant form of information theory.
Is in 1949 that Weaver published the book The Mathematical Theory of Communication who reprints Shannon's 1948 article.
So, this is the main reason why is Shannon the real creator of this model. (Davis,2015)
Berol’s model is a linear model of communication developed in 1960 that describes the various process of communication and presents the simple’s form. (Janse,2019)
At last, but not least important we have Schramm. This one is different from the other two models; he has a circular model of communication and is based on the essential elements of communication. This model was mentioned by W.Schramm in his book. (Marketing91,2020)



SHANON AND WEAVER (1948)
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This model consists of to develop effective communication between sender and receiver.
They find also factor which affect the process called “noise”, at the begging this model was created to improve technical communication but later it was applied in the field of communication. 
The model deals with the following concepts: Information source, transmitter, Noise, channel, message, receiver, channel, information destination, encode and decode.
Sender: Is the originator of the message or the information source that selects the desire message
Encoder: Is the transmitter which converts the message into signals.
The sender is converting the messages into signals like waves or Binary data which is compactable to transmit the messages through cables or satellites. For example: In phones the voice is converted into wave signals, and it is transmitting through cables.
Decoder: The reception is the place of the signal which converts signals into message. Is a reverse process of encoder.
The receiver converts binary data or waves into message which is understandable for receiver. Otherwise, receiver cannot receive the exact message, and this will affect the effective communication between sender and receiver.
Receiver: Is the destination of the message from the sender.
Based on the decoded message the receiver must communicate their feedback to the sender. If the message is distracted by the noise, it would affect the communication between sender and receiver
Noise: The messages are transferred from encoder to decoder through a channel. During this process the messages can be affected by noise or others sounds, encoded signals may distract during the process of transmission which can affect the communication and the receiver will not receive the initial message.
The model is dealing with external noises. For example: If there are any problems in the network which can affect the mobile phone communication or distract the messages sanded.
Example of Shannon-Weaver model of communication in my workplace:
Becky calls his manager and she said, “how much chicken is left”.  During the call, noise appeared, and his assistant received “how much” only. Again, Becky asked the manager “what do you want Becky?”.
Sender: Becky
Encoder: Telephone (Becky)
Channe: Cable
Noise: Distraction in voice
Reception: Telephone (Manager)
Receiver: Manager.
Due to transmission error or noise, the manager was not able to understand Becky’s message, the noise affected the communication between them.

The modalities to improve these problems are the following. The first can be to try a face-to-face communication, is more efficient and easier. Also, can be clearer if the take in consideration a group of a mass audience this is when is more relevant person to person.
The model is based on sender and receiver, so we must make sure the receiver obtains the information. Communication is not a single direction process, feedback is necessary, and at last but not less important we have to understands where the noise is coming from in order to solve the problem. (Communication Theory,2014) (Kuznar,2020)





BERLO 1960
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The Berlo model represents the communication in the simplest form and stands with the acronym SMCR for sender, message, channel and receiver. 
In the previous table we can observe the different components of the model and how there are influenced by various factors.
Berlo is a single way of communication, starts with sender who sends the message to the receiver. The source is the beginning of the communication process and is the person who encodes the message. The main problems faced in this part can be for examples the culture differences, the attitude in relation who we are speaking or simply the communication skills that can be poor.
After we have the message, the information that is sent between sender and receiver.
The information ca be sent by speech, video, audio or other forms.
In this case we must consider the content of the message from start to end.
The structure if is well constructed in the correct way.
After we have the channel that is the method to send the message and this can involve Hearing, Seeing, Touching, Smelling and Tasting.  Also, mass communication use for example internet, television and phone. 
At the end we have the most important part: the receiver.
The receiver is who receive the message and he must decode the information and for how we can see is located at the end.
In order to be successful, the conversation must smooth and clear. Also, sender and receiver must share common grounds.
If we are facing noise likewise the previous model the communication will not be effective, another problem can be misunderstanding that can occur not only to people of different cultures but English speaker, by simple misunderstanding of the words affecting the final message arrived at the receiver. 
A good example in case of study “Barry and Communication Barriers” explained and studied in the classroom.
Barry as the manager of a restaurant he faced problems with his employees because of their language barriers, cultural background and age difference.
The ways that Berry had to improve was for example the use of post notes in the language of his employees, so in this case both sender and receiver are sharing common ground. 
Another good solution is a consolidate and accurate training in the hour less busy so the workers can become more confident in the workplace and more understandable with the common rules that has to be respected during the working hours. (Janse,2019)


 
SCHRAMM 1954

Schramm model is the only model despite the other two that is made in a circular form.
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It is divided in three parts:  encoder, interpreter and decoder. 
This model function well if we have feedback, the encoder sends the message to the decoder, who interpret and understand the message and his becoming the encoder on his own starting the same process by resending the message. This why is considerate a circular and is not a traditional model.
In fact, being like that is considerate an important advantage and allows both parts to be in each’s other roles.
Because the feedback is crucial in this model and the concept of noise is included decoding the message is easiest because there is the process of understanding the problem during the process, also the sender can check if the receiver understands the message as the sender intended. 
The main disadvantage with this model is that he cannot deal with complex communication process, also in this model there is no external assistance because its takes place independently. (Marketing91,2020)

CONCLUSION

In conclusion we can certainly say that communication is fundamental in every environment, in a meeting at work or in a presentation in front of an audience we have always to follow the same rules. An effective communication improves the progress of the workplace and if this capacity is not present or at least improved the company goals cannot be achieved, production mistakes or deals missed can arise (Zenkit,2021). So, practise is the key if we want to improve ourselves, and because of the model studied in class we can began to own a better comprehension and knowledge in order to know how to face different situations in our daily path. 
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