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1.INTRODUCTION
There is a vast number of definitions which are explaining what communication is. In my opinion: "Exchanging information in our ordinary or professional life so we can achieve better understand to each other is communication." Accordingly, we can say that communication is an essential skill in human life. Everything that we can see or hear or touch is a way of communication. To us, people, communicating to each other comes as a natural process, that is why many of us are taking communication for granted and are thinking that we do not need to study communication. However, there is a wholly scientific approach in defining communication and many factors that have an impact on successful and positive communication. For precise and effective communication, it is necessary to have various skills. Good communicator means to be a good listener, pay attention to body language, stay calm even if it is under pressure, and express himself assertively.
2.  MODELS OF COMMUNICATION
There have been various attempts to model the process of communication. Since the 1940s, three models, in particular, have been influential. First Shannon-Weaver, Schramm's, and list but not last Berlo's model of communication that can be used by a person to enhance the importance of information exchanged.
2.1 Shannon-Weaver's model The first one which is published in 1948.Five key elements are taken into consideration: Information/source-Transmitter(encoder)-Channel-Receiver(decoder)-Destination. There is one more element in this model that may cause a problem and that is noise in the channel that can lead to misunderstanding or misinterpreting the message that is sent (Businesstopia 2018). This model of communication is in use even today. To explain this model of communication we can take an example from our online classes -Profesor Timoty Hopkins is transmitting information as a lecturer (information/source), laptop or computer(transmitter/encoder), the internet (channel), laptops, computers or smartphones(receiver/decoder) and students(destination). It is the first model that has explained the noise in the process of communication. 
2.2 Schramm’s model
Schramm's model stated that there is no difference between the receiver and the sender of information that means both encoder and decoder have an equal position. There is continuous communication between the sender and receiver like in case of face to face discussion where receivers immediately give their feedback to the sender. Thus it helps in removing the barrier of communication that noise or misunderstanding of information so that tasks can be completed in the best possible manner.
2.3 Berlo's model
Berlo's is another model of communication that includes four main steps that lead to effective communication between people, such as message, source, channel, and receiver. The source is an element of communication which means skills, culture, and attitude of sender and message is information that the sender wants to transmit to end-users so that tasks can be accomplished in the best possible manner. Different channels are used by the sender to communicate or exchange information such as hearing, touching, and smelling (Diaz, 2018). The last element of communication is receivers that get information transfer by the sender and take appropriate action as information exchanged.
4. CONCLUSION
From the above analysis, we can state that various models of communication can be used by the individual to share information with other persons effectively. Schramm is the best communication model as it helps in taking feedback from the receiver that it has understood the message as intended by the sender or not. So that definite and corrective action can be taken within a limited time frame to get better outcomes. Therefore, it can also be stated from the above discussion that Shannon and Weaver's model communication helped in the face to face discussion, thus avoiding the chance of conflict and confusion regarding information by the receiver.
3. Communication skills
Every individual needs to have good communication skills to share its feeling, innovative ideas with other people that are living in society. Practical communication skills help a person to get the best opportunities in a future career as it can easily share ideas with a large number of people within a limited time (Thomas, 2020). Therefore, types of communication skills that need to be present within a particular person are illustrated below:
3.1 Verbal
It is communication skills in which a person needs to have a good command of language or sufficient knowledge of words that have a similar meaning to avoid confusion or misunderstanding. It should have a better knowledge of various languages, especially English, so that other individuals can understand the information in the correct sense (Buzzanell and Houston, 2018). A misspelling or ineffective pronunciation needs to be avoided for better oral and written communication and a share of ideas. Correct media needed to be selected by the sender while communicating orally or written so that no confusion remains in the mind of the receiver.
3.2 Nonverbal
Nonverbal communication skills refer to less use of words for exchanges of information or more use of a facial expression, gesture, posture, tone, and pitch of voice or sign and signal by senders so that receiver can understand the information in a better way. Individuals, should have a good command of facial expression, sign, gesture, or body language for avoiding conflict and confusion in the future. Therefore, it can be stated that nonverbal communication plays a great deal in sharing information from one person to another.
3.3 Listening
It is one of the most crucial aspects of communication, so a person needs to listen to ideas, views of other individuals before taking any decision. To be a successful listener individual needs to understand what the speaker feels while communicating as it contributed to building a firm or more profound relationship between persons. Listening as a process involves 4 elements; attention, hearing, understanding, and remembering (Nordquist 2019). There are a lot of listening types but in this report, I will have a close approach on two: active and empathetic.
3.3a  Active listening: It is a type of listening in which receiver of information pays its full attention rather than doing other things like filling nails or using mobile phones for fun and entertainment. So we can say that the person is an active listener when it leaves all crucial works and actively listen to other individual feelings, viewpoint so that it can understand the information in a better manner.
3.3b  Empathetic listening: It is another type of listening in which receiver has unique characteristics that helped its to understand emotions, feeling of people in a better manner. It is most important communication skill which needs to be presented in individual or manager so that it can easily coordinate diverse individual to work as a team for achievements of objectives (Chen et al, 2017). Empathetic listening helps a person to find ways to resolve anger or dissatisfaction of individuals, thus motivate them to performed tasks in a particular manner for getting the best outcome.

4. CONCLUSION
Thus, it can be stated from the above report that individuals by developing various communication skills such as effective listening, verbal, and nonverbal communication. Better communication skills help individuals to get various opportunities in their future careers.
Analysis and discussion of a case study
It can be stated that from the case study that Pedro and Maria are husband and wife so one day Maria had called Pedro to bring chicken when he came home. So, as soon as Pedro came home, took off its coat and went to the kitchen, then it shouted where are you Maria, so she said where is chicken. Then Pedro realized that he headed kitchen instead of chicken, so miscommunication has created a misunderstanding between two people. Therefore it can be analyzed through the model of Shannon and Weaver;
Sender: It can be illustrated that sender of information to brought chicken when coming home was Maria, which was encoded so that Pedro can understand the information.
Channel: Phones were channel used by Maria and Pedro to communicate that has created a barrier of noise in communication that resulted in changing meaning, instead of to bring a chicken Pedro understand to come to the kitchen while arriving at home(Sparks and Wilson, 2019).
Receiver: Pedro was a receiver, and he did not give Maria proper feedback on whether it is kitchen or chicken, which leads to confusion and misunderstanding. Therefore, from this case or incident, both Maria and Pedro learned about their respective mistakes and decided to recheck or take feedback so that such circumstances cannot occur in the future.
Example of poor communication in the workplace
Another example from my workplace can be taken to illustrate the way poor communication lead to confusion, less confidence among staff members to performed their respective task. The examples of poor communication at my workplace can be well understood by the use of Berlo's S-M-C-R model that have explained about crucial elements of better communication. Such as:
Sources:  Supervisor at my workplace held meetings for the staff members to inform us about the task which has to be performed by each of us so that particular goals can be achieved. Problem is that she is speaking English but fast, so most of the staff members are not able to understand its information.
Channel:  Despite personal touch, she was unable to share its idea with others due to its fast speaking to share information.
Receiver: Staff or employees of the company are the receivers of information that finds difficulty or confusion in getting accurate meaning as they belong to different cultures and traditions and superior only use the English language. So all such problems or barriers in elements of communication could be dangerous for patients as employees' duties or responsibilities are to provide better services to people. 
A suggestion of the way communication can be improved within the firm.
Some various recommendations or suggestions can be used by the superior of the company to enhance the communication process within the workplace and better coordination of individuals for achievements of common goals. The Schramm model can be used to suggest appropriate recommendations for improving communication within my workplace. [image: ]
(Al-Darraji et al. 2015)
Such as:
It is the responsibilities and duties of both sender and receiver to ensure that information that is delivered and receives is an incorrect form so that no confusion can be created in the future. Thus, Superior needs to ensured that it delivered message or information which is familiar to the receiver and also needs to take feedback from a staff member that they have understood an instruction or not (Leavitt, Keegan and Clark, 2016). It will help in encouraging employees or staff members to openly and transparently share that they have not able to understand a specific point of view which can be further clearly so that adequate medical treatment can be given to a patient. At the same time is its equal responsibilities of employees or staff member that if they do not understand particular instruction they are free to share to superior to repeat it so that no mistake can be made in future.
4. CONCLUSION
It can be concluded from the above report that communication is a necessary process that helps in better sharing of someone's idea, feeling, and point of view for completion of a task. There are various barriers in communication, such as language, psychological, emotional, or attitude of a specific person. For effective communication, all such barrier needs to be removed, and continuous feedback needs to be taken from the receiver for taking corrective action within a limited time frame
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Dear Silvie,

I'hope you are well in this difficult time.

1am writing you to let you know that my services will not be available due to Covid 19 regulations. | am
closing my nail business tillfurther. | will stay in touch and keeping you informed on how and when I will
start working again.

Your sincerely

Elizabeta

ETW
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Writing a Bussiness email

‘Thursday, luly 30,2020 10:56 AM

General

Academic and Employability Skills
DSR

Elizabeta Trapkovska - 1920278
w Trapkovska

HiMary,

‘The reason for this email is to say thank you for being a part of this company for so many years. We are
very pleased with the work you are doing and that is why we chose you out of many employees to
attend the course ( Better communication inside of the team) which will improve your skills even more.
Hope you willfind this course useful.

Thank you
Elizabeta Trapkovska
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Miguel and multitasking mishap

L. What could Miguelhave done ifferenty to svid this situation?

Because it was a realy difficult situation considering Tamara' ather's health ssues, Miguel was.
supposed o ay t Tamara that he wil calher back and ke that e willbe more concenrated
onthe needs that re important to Tamars. S f he wants 1o run asuccessful business he needs
tolearn how o be 3 better lstener by involving the specfic typesofsten

— informational stener-t means he needs to take the specic points of the nformation and to
transfer to knovledge

- Ctical isener- & means th he needs to understand what ar the lisnts needs and what
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> — Empathic listener — it means that he needs to understand clients' situations without making

any judgments ( to put himself in the clients' shoes)
General

On top of everything, he was lacking in organize himself, to many jobs for one person.

2. Should Tamara have handled thi n differently?
Soin a way, she could act differently at the end but because she said the all information at the

beginning and how important is that party for her and especially for her parents, she couldn't
handle her emotions.

Academic and Employability Skills
DSR

itu:

ETW

3. How could the KEYS process helped Miguel manage his clients' needs and expect:
despite his hectic schedule?

First of all, he needs to recognize his potentials as  professional if he wants to run a successful
business. In his situation because of the overcrowded schedule and just him running everything
he messes up with something that appen twice e.g 50™ anniversary of marriage. Also,
he needs to know who are his customers and what kind of services they will ask from him, to
start taking notes and making a time table for all his activities and to read them to be sure not
to do mess in his work. Definitely, he needs to realize that what he is doing it's more teamwork
than a one-person job. When he does all of what we mentioned above he can act accordingly.
And at the end of every job done he needs to think about: What he has done? How was done?
Is that ok or it can be improved?
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COMMUNICATION: A CASE STUDY adapted from The University of lowa Food Safety Project
Thusday, July 23,2020 4:43PM

General

Academic and Employability Skills

DSR Questions
1 What are the communication challenges and barrers Barry faces?
ETW

Bary s facing few communication challenges and barriers such as language bariers which s coming rom the fact hat his team s
from iffrent couniries so vhat Bary is saying can be misunderstand of misinterpreted, age diference is anofher barrier (four
generation,). not having time fo proper traning and non-professional approach fom Barry side.

2 What solufons might Barry consider in addressing each of these challenges and barriers?
Barry must have professional approach n a way o put himself as 2n example. o explai {o his eam what health and safefy means
in'his country in 2 language which is more acceptable Insice n s feam. To ind time for al the task and responsibilty hat he has.
25 3 team leader. Al0, he heeds o ask for 2 feedback and Ik that he wil Know fhis feam mist some informaion or nstuction and
he can repeat again

"KEEP HOT FOOD HOT AND COLD FOOD COLD and WASH YOUR HANDS OFTEN- dossnt mean a ot t dossn't explain
anyting

3. What are some ways Barry might use effecive communication as a mlivator for employees fo follow safe food handiing
practices?

Barry nesd {0 have professional appearance, o be more fransparent, fo use High context of communication (pu pctures on fop of
the writin signs). He needs to put himselfn a central posion 25 an example, o show empathy fowards his saf, o folow his own
ules (wash your hands often” doesnt means to come at iork with diry hands), to show appreciation for job el done.
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4 TROUBLE AT WORK, TROUBLE AT HOME

Earel Wednesday, July 29,2020 3:19 PM

Academic and Employability Skills
DSR
ETwW

L Whstuwenturons?

Jeneifer s young, she dossrt ave working axperience and probably she Coul' ealze how much rasponsiilty her positon s requesting
150, bacause of the probiems that shanad with hr boyliend and her roommate, she couldn' concantate on her raining and she
misinderstands her manager on what s important for hr pestion.

2 What ol didstening play?

Listaning payed the st and most mportant ol Bacause she 't 52y attntian o N rining when she s supgosed o star warking o0
her ow, she found hersaflos.

3. Whatare the ethicalconsidertions?

Because er position was commisson-based and she was tinking 3004t how to get lacemants by all means Jenifer started 0 gt redts
i fo 7 o st 2he ' 0. Tha £ Bad WGrking S5 3 Rty Jemfar 3nd e CoWorkers ers ndar e gaton for fraut

4. Whatciial lisening strategies can Jevifer employ to help hr n the workplace?.

Activelstening s most mportantn he werkplace that why she needs t limited destructin from her private I, needs o bs more focused on
e training 52 2he can uncersand nr 2astion snd oISt of har rkplScs, S22 216 NS6 o nErSt 1 harse whst s 2he hesring o
Sesing it ot S5uming I he £nd, 20 S8 v Soms fesdsack or 550 | ATSPITASING 5K GUERKons, MSKIng nomeroa SSRUrEs,

555
5. How Jennifer use the KEYS approsch to improve her commnicaton ntersction?
Know Yourslf~what i ofstaner i sh; Patient ~Inpatien; Nervous —Caf; Tense ~ Relax Quick earner - Sow lsarner;

s profesions oot Sh e o v n e o e vys f i warlc s i 2, - O
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