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1. Introduction 

This report aims to explain the importance of different types of communication in the workplace and everyday life. The information will also introduce you to the different types of skills and how those skills can help you understand each other and communicate more effectively.
Communication is an essential skill for our everyday lives, the need to understand each other, and we want to do it better so misunderstanding can reduce.
Communication is a process of understanding the other person's experiences, feelings, and thoughts through verbal and nonverbal interaction.
Verbal communication can be words, and verbal fillers can be written or sign language. Nonverbal can be emotions, body language, and gestures.
Good communication in the workplace can promote a better vibe and higher motivation in the team, promoting more effective teamwork that leads to higher performance. Therefore, it is the essential skill needed to succeed in any field in life. If we are the employer, we need our team to work effectively. If you are an employee, you want to do your job well. Also, in personal life, every relationship is based on communication, and as the communication is better, your relationship is better. If we look at couples or parents in every aspect, communication is the key element.
There are also many barriers to good communication, such as language barriers and not enough listening or nonverbal cues. (Ready training online, 2021)







2. Models of communication
Traditionally there are three standard models of the communication process.  Linear, interactive and transactional. The Linear models are Aristotle's, Lasswells's, Shanon and Weaver's, and Berlo's.
The interactive models are Schramm and the Westley and Maclean model.
The transactional model's, Barlund model, and Dances Helical model. (Drew,2020)
This report will be focusing only on the models and show a case study to see how the theory is relevant in real-life situations.

2.1 Shannon and Weaver
In 1948, Shannon (a mathematician) and Weaver (a Scientist) created their model of communication, also often referred to as "the mother of models," as it has been widely adopted. The model's primary purpose is to analyze and explain how messages are lost or disturbed in communication.
Like in my example
Emma wants to have dinner with her friend, but she has young children, so she asks Ron to look after her children while she is out for dinner. Ron agrees, so Emma books a table in the restaurant. The day before, Emma calls Ron to finalize when to come over to look after her children. Ron driving home while receiving and answering the call, Emma tells him to arrive at 11 o'clock as she booked a table for 12 o'clock.
Ron arrives at 12:05. Emma is upset, but Ron says he is sure he got told 12 and not 11.
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As Ron was driving while they had the conversation and arrangement about the time, Ron was probably disturbed by the street's traffic and noise (external noise). Also, harder to hear the other person on the line while the phone is on speaker. As a result, he mixed his arrival time to when Emma needs to be in the restaurant.
2.2 Berlo model
The misunderstanding could be easily avoided if they used Berlo's or Schramm's model. In 1960 David Berlo expanded Shannon and Weaver liner model to the SMCR model of communication.
Emma could send a message and make sure the time is written down so Ron can look back as a reminder to himself. Also, adding the reservation time was unnecessary as it confused Ron and was irrelevant at the time. 
S- source, M- message, C- channel, R- receiver
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2.3 Schramm model
In my opinion, Schramm's model could work the best way in this case, as in Berlo's, there is still no feedback to spot the misunderstanding. Feedback is essential in decoding the message. Schramm's model was developed in 1954, and he stated communication is a two-way process where sender and receiver both take turns in information sharing and decoding.



MessageIs it good time to talk?
Can you come at 11?
11 am!








Encoding                                                                                                                     DecodingEmma

Ron

	Interpreter                                                                 Interpreter

Decoding                                                                                                                     Encoding

Yes, but I am driving it is a bit noisy.
Sure, what time again
OK!








Message





The main difference between the models is the feedback, while Linear models as Shannon and Weaver, where the information is a one-way system with lots of possible interruption (Noise). We use that kind of model to give an order, like in the army or when in 24th of May 1844 Telegraph was completed by Samuel Morse and started to be used by the public, we say what we want to state, but there is no option for feedback. (History.com 2019)
Berlo's S-M-R-C model is the same one-way communication, but Berlo added a lot of information to the model. He understood that different kinds of people could decode the message differently. Other communication skills, attitudes, knowledge, social systems can affect the decoding process.
Schram's interactive model is different from the other two. Schram said that communication should be equal between the sender and receiver to decode the message better. I am sending a message. The other side hears me, decoding it and sending a message (answer, reaction) back.

3. Communication skills

Communication is a process of exchanging information, ideas thoughts between individuals. To communicate to each other different methods can be used, such as Verbal, nonverbal, and listening.

3.1 Verbal
Verbal communication is when two or more individuals exchange information by talking or writing for the verbal communication needed at least two people, the sender, and the receiver. The sender will send a message the receiver will decode it and respond to it.
Wheelan and her associates created a Group development observation system (GDOS) to categorize and understand the verbal interaction between groups of people. (Maund 2017. P48)
The eight GDOS are Dependency, Counter dependency, Fight statement, Flight statement, Pairing statement, Counter pairing statement, Work statements, and Uncurable statements.
In verbal communication, there are two rules that tend to be followed. Regulative and Constitutive rules. (Maund 2017, p68)
Regulative rules describe what is appropriate to do and with whom, where, and when. An example is a busy shift at work. It will not be appropriate for the employee to sit down relax if not on a break, but it may be acceptable if the boss does the same.
Constitutive rules are the gestures people make. With the constitutive rules, your gesture is talking instead of you, so you need to be aware of your expressions, like eye-rolling during a conversation. For example, when you walk into a staff meeting, you greet your boss, have eye contact, smile but not walk to him/her, and hug or kiss.



3.2 Nonverbal
Nonverbal communication is the way we interact with each other without words. Nonverbal can be eye contact, facial expression, gestures, postures, and body language (Wikipedia, 2021).
Several studies find that 70-93 percent of the communication is nonverbal (Smith, 2020). It was Albert Mehrabian, the one who find the formula of the 55/38/7. It means that communication 55% is nonverbal, 38 vocal, and only 7% are words. (The University of Texas, 2021)
So, with that in mind, Nonverbal communication is really important. Everything a person does can be decoded into a message. The impact of space on communication is called proxemics, and it includes the tone of voice (vocal) to the way the person stands or where he or she stands and how, the way the person walks (kinesics) (Maund, 2017 p77) or dresses every single clue can form a message.
The keys excellent are verbal and nonverbal communication in the KEYS. (Maund, 2017 p82)
K- know yourself
E- evaluate the professional context
Y- your communication interaction
S- step back and reflect

3.3 Listening
To be able to have good communication skills, individuals need good listening skills too. To hear and listen is not the same. To hear is our physical ability to detect sound, while to listen, we need to focus on the verbal and nonverbal message to decode and understand it. (Maund, p88)
Good listening starts with active listening. Active listeners pay attention to posture. The five specific behavior that encourages a listener posture is SOLER (Maund 2017, p52)
S- Square: face person squarely, not in front or next to you.
O- open: keep an open posture
L- Lean forward
E- eye contact
R- Relax
To demonstrate good listening skills, paraphrasing can be done too.
There are some barriers to active listening, External and internal noise. For example, external noise can be a phone call, and internal noise is the message received over the phone that can disturb the person's mind.
They are different listening styles, people-oriented listener, action-oriented listener, content-oriented listener, time-oriented listener, and the conversational listener.


3.4 Case study
In my workplace, most of the communication is made through Whatsapp. My boss often will leave a message in the group chat without ensuring everyone has read it and understands it. Like the last staff meeting, my boss left a message about the time, but many kept commenting some irrelevant messages, so it got confusing, and some got the time wrong or did not even show up. 
In staff meetings, we all sit together, and my boss will stand at the head of the table, dressing like he is just got out of bed. He is always calm. We always have food and drink on the table. He always stays the last one to leave the room, so who wishes can remain to talk to him.

In this case, the communication could improve by sending a formal e-mail to invite staff for the meeting. In terms of proxemics, his kinesics showing confidence by standing at the head of the table, he keeps the social zone distance (4-12 feet) also make us conclude the meeting will most likely follow Berlo style communication model as he is not sitting with the staff and doesn't have inviting posture. His non-formal dressing is a Regulative rule, he "can" do it, but it will not be accepted if the team dresses the same way. He tries to reduce internal noise for the staff by having food and drinks. He has conversation listening skills as he stays to chat around, but problems are often not solved in those chats. He could improve his listening skills by having one-to-one conversations, and he could be a more action-oriented listener as issues are often just talked about, but actions are not done. 
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4. Conclusion

Communication is "the process of understanding our experiences and the experience of others through the use of verbal and nonverbal message" (Maund 2017, p72)
There can be many noise and distractions in communication. Therefore many people come up with theories and models which can help to understand the process. Like the models of Shannon and Weaver, Schramm and Berlo where they try to focus on decoding the message without misunderstanding. How communication can improve with the different types of communication skills, verbal, nonverbal, and listening. Tools that can be used for improving our chances for better understanding. S.O.L.E.R, K.E.Y.S are examples of those tools. Can see how communication codes as kinesics, proxemics, or tone of voice count toward decoding a message.
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