


Introduction
In this report I will provide information about communication models, types, and skills. I will explain how the communication is very important in our lives, the history of models of communications, the advantages and disadvantages of communication and how can affects the life of people with good and bad communication. 

Models of communications
Shannon – Weaver Mathematical Model 1949
Engineer and Bell Laboratories researcher Shannon created an information theory based on mathematical concepts in 1949 that addressed signal transmission with the least amount of distortion and the most amount of telephone line capacity. He was the first to explain that a qualitative and quantitative model represents the fundamental statistical mechanism for communication in the information theory.
Shannon wanted to transmit signals with the least amount of mistake or interference feasible, from source to destination. To discriminate between signals carrying information vs signals carrying noise, the information theory was initially developed. Later, Weaver expanded on Shannon's information theory and used it to explain different types of communication. While Shannon focused on the technical parts of his theory, Weaver studied the philosophical implications of this theory related to human communication. (Anon., n.d.)
Information Source -> Transmitter (Encoder) -> Signal -> Channel [Noise] -> Received Signal -> Receiver (Decoder) -> Destination
(Noise can interrupt with communication in the Channel)

Example in Maria and Pedro
When Maria called Pedro in his workplace, Maria asked Pedro to get a chicken before going home, but Pedro misheard her words because of the noise of his workplace. What Pedro heard was “see if you can get me a chicken” instead of “I will see you in the kitchen”.

Berlo’s Model Communication
David Berlo's SMCR Model of Communication represents communication in its purest form. SMCR stands for Sender, Message, Channel, and Receiver.
The 1960 SMCR Model of Communication by Berlo outlines the several components that make up the fundamental process of communication. Since this communication tool also emphasises the coding and decoding of the message, it may be used for more effective communication.
In ancient Greece, Aristotle was the first author to discuss communication techniques. He identified the three fundamental elements of all forms of communication as being the speaker, the subject, and the audience. He argued that each communication's interpretation ultimately rests with the recipient. In keeping with current theories on the issue, Berlo's SMCR Model of Communication presents four components of communication. (Anon., 2019)
Source -> Message -> Channel -> Receiver (No feedback and noise)

Example in ‘The professor and the village people’
When the professor asked for the help to the village people, the village people did not understand him and ignored him because of his high standard English. The professor is highly educated, and the village people are uneducated that is why their communication is not good to understand each other.

Schramm’s Model of Communication 1954
Information is pointless unless it is adequately expressed and shared with others. Encoding is essential for beginning the communication process since it converts the idea into content. The main responsibility of the information receiver is to understand the speaker's intended message. Unless and until the recipient can understand or decode the information that the sender is attempting to communicate, the communication is effectively meaningless. Encoding and decoding are therefore the two essential elements of a successful connection, without which information cannot be sent between two parties. The notion is built on the premise, according to Schramm. According to the Schramm's approach, encoding and decoding are the two essential processes in a successful communication.
Furthermore, he emphasises that a message is not finished until the sender has received a response from the recipient. Imagine talking to a friend about anything, and the person doesn't respond. Has the dialogue come to an end? NO. According to Schramm, there are actually two people involved in communication—the first and the second. (Chakravarty, n.d.)
[image: See the source image]
(For this model to work, both messengers must have the same communication abilities and/or vocabulary.)






Communication Skills
Since communication occurs constantly around us, we usually take it for granted. It is crucial to make sure that ideas and information are presented in a way that permits universal comprehension since communication takes up a lot of time. Planning what to say, deciding how to say it, finding the right words, making sure the other person understands, and paying attention to everything the other person says in return are all necessary components of communication.
Verbal Communication Skills
In organisations and in the field, direct verbal interactions—particularly those between superiors and subordinates—occur. Farmers and extension workers commonly refer to these interactions as face-to-face interactions. Talks, giving a speech in public, verbal exchanges, phone calls, telecommunications, and other man-made media, such as public address systems, training seminars, audio-visual aid speeches and directions, meetings and conferences, lectures, get-togethers with friends, etc.


Written Communication
Written communication is the act of communicating with another person using written language. Text messages, novels, instant messaging, social media, poetry, graffiti, newspapers, and other media are all examples of how this may be done in the modern world.
When seeking for a job, written communication skills are essential. The first contact a potential employer will have with you will usually be through a CV, application form, or email, so it's critical to get it right and present the best version of yourself.
There are two types of written communication: formal and informal. When speaking to outsiders who are not close friends, acquaintances, or even family, formal language is usually utilised. The language used in official correspondence differs. Since the parties are strangers, it is far more proper to write "yours truly" in emails, for example. One item that should never be used in such messages is slang, especially when dealing with business.
Nonverbal Communication Skills
Nonverbal communication is the transmission of messages or signals between two individuals utilising nonverbal indicators such eye contact, facial expressions, gestures, posture, and physical closeness. Voice, touch, distance, body language, physical surroundings, and gaze are all used as visual cues. It may also be used to describe the frequency of glances, fixation patterns, pupil dilation, and blink rate. It may also be used to describe how time is used and eye contact.

Active Listening
Spending a lot of time listening to complaints, whether they are personal or not, is not necessarily a part of active listening. It is only a way to deal with problems that arise from the usual day-to-day tasks of any job.
For active listening to be effective, it must be deeply ingrained in the user's underlying attitudes. We are unable to utilise anything as a tool if our underlying beliefs conflict with its central concepts. If we try, our actions will come off as sterile and empty, and our coworkers will notice this right away. Before we can demonstrate an attitude that truly appreciates the potential value of the individual, that takes into account his aims and believes in his talent for sell-direction, we cannot start to be effective listeners.
Active listening is a powerful tool for influencing others. Contrary to popular misconception, listening is not a passive activity. Instead, scientific and clinical data shows that attentive listening is a highly beneficial strategy for the development of both group and individual personalities. Listening affects people's attitudes toward themselves and others, as well as their core values and ways of thinking. They become more emotionally mature, more open to others' experiences, less defensive, more democratic, and less authoritarian when they are listened to in this fresh and special way.
The goal of active listening is to help individuals change. It achieves this goal by employing precise tactics—things to do and things to avoid doing. Before discussing these strategies, we need first understand why they are effective. We must understand how each person's personality changes in order to do this. (Carl R. Rogers, Richard E. Farson, 1987)
Empathetic Listening
Using the systematic listening and questioning method known as "empathic listening," you may develop relationships by having a deeper understanding of what is being communicated, both intellectually and emotionally. It promotes active listening techniques as a result.
Even if you disagree with what the other person is saying, show empathetic listening by paying close attention to what they are saying. Simply nodding or adding "I understand" or "I see" expressions may be enough to communicate acceptance but not necessarily agreement.
An empathetic listener aims to stop the speaker from feeling or behaving defensively. When doing this, refrain from making direct inquiry, arguing with what is being said, or contesting the accuracy of any information. The evidence can be taken into account afterwards. For the time being, pay great attention to the speaker's emotions as well as what is being stated.
When you're listening with empathy, keep your own emotions under check and try to stay emotionally detached. Never forget that understanding comes before assessing.
Finally, keep in mind that you are allowing the speaker to speak more freely by earning their confidence. You enhance the results for the speaker, yourself, your team, and the company as a whole by doing this. Be careful not to violate the trust you have gained there.





Advantage and Disadvantage of Communication Technology
Advantages:
· Communication - Moving information around much more rapidly can result in financial savings. The innovations have made it faster and more efficient.
· Globalization - Travel and hotel expenses are decreased with video conferencing. In addition to bringing individuals and nations closer together, communication technology has made it possible for the entire economy to unite into a single interconnected system that enables one to contact a business or family member.
· Cost effectiveness - Even if making a phone call is undoubtedly more expensive than sending an email, it feels free to do so. ICT has also helped automate company processes, reorganising companies to be extraordinarily effective.
· Education - Technology improvements such as computer programmes, internet connectivity, and others have created new educational options.
Disadvantages:
· Education - Internet access, computer programmes, and other technological advancements have opened up new educational options.
· Privacy - Although information technology has sped up, made things simpler, and enhanced communication, it has also raised privacy issues. People are increasingly worried about email hacking and cell phone signal eavesdropping making their once private information public.
· Computer viruses - Trojans, malware, phishing, spam, and worms. All of these might cause chaos and obstruct our daily operations.
· Reliance on Technology - People rely on technology more and more in today's world to help them retain more information, but the less you use your memory, the worse it gets. They use a calculator or a spell-checker to perform simple addition or subtraction; many of them don't bother to learn how to spell.
· Reliability of Information - Just because something is available online doesn't ensure its legitimacy because anybody with access to a computer and an internet connection may build a website or blog. An outstanding example of this is the open-source encyclopaedia Wikipedia, which is a good source of information but is not recognised by academic institutions as a trustworthy source of references.









Conclusion
In our lives, communication is very important anywhere we are, in other towns, in other cities, in other countries or even in other planets that we do not even discover yet. That is why we need to properly understand how the communication works and how to adjust to understand with each other people. Even with animals we should know how to communicate with them even without using words, by through to our actions we can make a communication with it. Also communication is not only by words if you apply it with emotion the communication would be effective. The key to piece is to understand each other that is why people need learn how the communication works and how it is very important to us in our lives. 
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