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[bookmark: _Toc49422158]Introduction 
Communication came from the Latin communicare and has the meaning of sharing. Furthermore, communication can be seen as the act of conveying information from one person or group of persons to another one, using different ways to communicate such as signs, symbols, and semiotic rules (Patterson, K., Grenny, J., McMillan, R., 2012). On another hand, communication bring people together, make them closer one from another, being an important management function. Information is share between individuals and groups in order to cover the gaps and to understand the situations that are presented. Information is seen as an important aspect of communication, where the words are transmitted, studied, analysed and interpreted and we can also have a further feedback in order to make the final decision and to organize each day routine (Vicky, 2019). 
It does not matter of the environment, at work or home, communication is vital as part of group and can help to promote motivation. Each task can be break done and expectation can be clarified and them managers can see if the employees improve the performance or their need more guidance or feedback. Furthermore, information can be seen as a source of information, as part of a process for decision making in order to achieve the company objectives. In the same time, communication helps people to socialize, keep them connected, because no one can survive if they are isolated. Also, communication can be seen as a controlling process, where managers can look at each employee behaviour and can create the company culture and put policies and procedures in place in order to make sure that there is an order inside of the organization (MSG, 2019). 
During communication process, there are some barriers that could occur at any stage and they can lead to a distorted or poor message, causing the risk of wasting time and money, and could lead to confusion and misunderstanding (Skills you need, 2019).  
The most common barriers to effective communication can be: the use of jargon that is not helping the communication process, making it over-complicated, emotional barriers or taboos subjects that make people to feel uncomfortable discussing about it or they cannot express their feeling, lack of attention, interest, distraction or the receiver consider that the subject is irrelevant and they stop active listening, there is a difference in perception, cultural background or even viewpoint. Other barriers can be physical disabilities like hearing problems or speech impairment, language differences and the accents for different persons or area, and false assumptions or stereotypes that might appear during the communication process (Skills you need, 2019).  
[image: ]Figure no. 1 Areas affected by poor communication









Source: Krause, L., 2019
aPoor acommunication acan acreate a afeeling that aeverything on ayour to-do alist is aurgent, acausing you and aothers to ahurry, afeel atense, aoverworked and ahave little-to-no asense ofahumour (Kinsey, A., 2019).
It is crucial to overcome these barriers in order to make sure that the communication process take place and to try to avoid poor communication and the consequences that might arise. 



[bookmark: _Toc49422159]Models of communication
aModels of acommunication aare aconceptual amodels aused to aexplain the ahuman acommunication aprocess. As part of this assignment we will discuss about 3 models, the most common ones and they are: Shannon and Weaver, Schramm and Berlo. 
a. [bookmark: _Toc49422160]Shannon and Weaver
The first major model for communication was developed in 1948 by Claude Shannon and published with an introduction by Warren Weaver for Bell Laboratories in the article “A Mathematical Theory of Communication” (Shannon, C. E., & Weaver, W., 1949). This model is known as “mother of all models” and is more technological than other linear models, where communication is the process of sending and receiving messages or transferring information from one part (sender) to another (receiver) (Craig R., T., 1999).
Figure no. 2 Shannon and Weaver communication model
[image: ]
Source: Businesstopia, 2018
	As part of this model, the sender sends a message using a channel. The receiver converts the message and provide feedback back to the sender that the message was understood. Bought of them need to take into consideration the noise that might appear and they need to find a way to overcome the barriers in order to send or receive the message in a properly manner. Most of the time during the conversation that we have with our family we can use this model. Discussion between a wife and a husband can be interrupt by children or any other noises like TV that are around the home. It is down to the husband and wife to make sure that the communication process is smooth to make sure that the message is fully understood, and the task is done. 
b. [bookmark: _Toc49422161]Schramm 
After learning the Shannon and Weaver mode, Wilber Schramm come and proposed another model of communication in 1954. The Schramm model views communication as a process that takes place between a sender (transmitter) and a receiver: there will be also a message, and a medium through which the message can be transmitted (Schramm, 1954).
[image: ]Figure no. 3 The Schramm model of the communication process









Source: Blythe, J., 2017

aCommunication is ausually adescribed aalong a afew amajor adimensions: amessage (what atype of athings are acommunicated), asource/aemissor/asender/aencoder (by awhom), aform, achannel, adestination/areceiver/adecoder (to awhom). aWilbur aSchramm (1954) aalso aindicated that awe ashould aalso aexamine the aimpact that a amessageahas (both adesired and aundesired) on athe atarget of the amessage. aBetween aparties, acommunication aincludes aacts athat aconfer aknowledge and aexperiences, agive aadvice and acommands, and aask aquestions. aThese aacts amay atake amany aforms, in aone of athe avarious amanners of acommunication. The aform adepends on athe aabilities ofa thea groupa communicating. aTogether, acommunication acontent anda forma makea messagesa thata are asent atowards a adestination. Thea targeta cana bea oneself, aanother aperson or abeing, aanother aentity (sucha asa a acorporation or agroup of abeings) (Blythe, J., 2017). 
aTherefore, acommunication is asocial ainteraction awhere at aleast atwo ainteracting aagents ashare a acommon aset of asigns and aa commona set ofa semiotica rules. aThis acommonly aheld arule in asome asense aignores aauto acommunication, aincluding aintrapersonal acommunication via adiaries or aself-talk, aboth asecondary aphenomena that afollowed the aprimary aacquisition of acommunicative acompetences awithin asocial ainteractions (Miller, K., 2005).

c. [bookmark: _Toc49422162]Berlo
In 1960, David Berlo expand the Shannon and Weaver’s linear model of communication and creates a different model of communication known as sender-message-channel-receiver model of communication or SMCR (Berlo, D., K., 1960). 
aBerlo’s aSMCR aModel of aCommunication aincludes afour acomponents athat adescribe the acommunication aprocess. The adifferent acomponents in the amodel are ainfluenced by avarious afactors. aBerlo's acommunication aprocess astarts at the asource, awhich is athe apart athat aproduces the amessage ausing its acommunication askills, aattitude, aknowledge, asocial asystem, and aculture.

[image: ]Figure no. 4 Berlo’s Model of communication








Source: Janse, B., 2019
After the amessage is adeveloped, awhich aare aelements in a aset of asymbols, the asender astep abegins. The aencoding aprocess is awhere the amotor askills atake aplace by aspeaking, awriting, atouching, etc. The amessage agoes athrough the achannel awhich acarries the amessage. Thena thea receivera stepa beginsa. aThe adecoding aprocess is awhere the asensory askills atake aplace by ahearing, aseeing, afeeling atouch, etc. aFinally, the acommunication aprocess aends at the adestination, whicha is athe part athat ainterprets the amessage ausing its acommunication askills, aattitude, aknowledge, asocial asystem, and aculture (Bette, A., 1972). 
This type of model of communication I could notice it while my friend used to work as a chef at Las Iguanas. While he started his work there, the main chef had to teach him the recipes and the way how to prepare the food that is served inside of the restaurant. As part of their communication process, the main chef had to encode the message using different communication skills and the knowledge in order to teach my friend how to cook according to the restaurant standards and the feedback at the end was if the recipes was cooked properly. 

[bookmark: _Toc49422163]Communication skills
a. [bookmark: _Toc49422164]Verbal communication
Despite the modern technology that surrounding us, verbal communication is still an important part of daily routine and is an act of sharing the information using our voice. Any interaction that makes use of spoken words it is known as verbal communication and is an integral part of the business world. Oral communication includes personal discussion, staff meetings, phone conversation or even presentation (Burdo, H., 2018). 
b. [bookmark: _Toc49422165]Non-verbal communication
When we use the verbal communication, our body, voice and even non-verbal signals that we transmit are know as non-verbal communication. aWhen awe atalk aabout ‘communication’, awe aoften amean ‘what we say’: athe words athat we ause. aHowever, ainterpersonal acommunication is amuch amore athan the aexplicit ameaning of awords, and athe ainformation or amessage that athey aconvey. It aalso aincludes aimplicit amessages, awhether aintentional ora not, whicha area expresseda througha non-verbala behaviors (Skills you need, 2019).
[image: ]Figure no. 5  Types of non-verbal communication 








c. [bookmark: _Toc49422166]Listening
aAccording to aOxford aLiving aDictionaries (2018), to alisten is to agive aattention to asound or aaction. aWhen alistening, aone is ahearing awhat aothers aare asaying, and atrying to aunderstand awhat it ameans (Wrench, J., 2018). The aact aof alistening ainvolves acomplex aaffective, acognitive, and abehavioural aprocesses. aAffective aprocesses ainclude athe amotivation to alisten to aothers; acognitive aprocesses ainclude aattending to, aunderstanding, areceiving, and ainterpreting acontent and arelational amessages; and abehavioural aprocesses ainclude aresponding to aothers with averbal and anonverbal afeedback (Kelby, H., Cunconan, T., Coakley, C., Wolvin, A., 1998).
In Health and Social Care, inside of the care homes all over the UK, we can see bad communication among the care staff members. My friend is working in a care home in Chelmsford and one of the most poor communication among staff members is during the hand over, when the information are not pass it on in an accurate manner and team leaders need to call the residential manager in order to find out information about medication changes or even information about a resident situation. In order to make sure that the information are passed one accurate, my friend that she is a team leader came up with the idea to create a handover sheet where relevant information to be added for the 24 hour care. Sometimes, the most common information that are forgot to be included are details about the DNAR, details about medication change (such as antibiotics), details about accidents and incidents etc. Furthermore, in order to make sure that all staff members are working and there are no differences in the care that they provide, my friend came with the idea for all the team member to do the Belbin test and to creat the team according to their role. In this manner the team is well structure and everyone can have guidance inside of the care home, without involving the managers, but working as part of a team. 
[bookmark: _Toc49422167]



Conclusion
	As part of this assignment, we been presented Three Models of Communication and we discuss about Communication Skills. It is important to understand the importance of verbal and non-verbal communication in order to succeed in our daily life. Communication is known to be as a basic condition but also known as a critical function. Does not matter where we are, because each time we use communication as part of our daily life, and we need to also understand that we can communication in an effective manner only after we been eliminating the noises or the barriers that stay in front of communication. 
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