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1.Introduction
In this report, I’m going to describe different ways and opinion of communication. I’m going to explain all the tools and skills we need and why we are using these ways of communications and hot to avoid any issue during the process. I will use some cases studied at the campus they will give more information about the ways of communication and how to be in harmony with the speech and body to make confident and respectful to you and others. I will talk about the advantages and disadvantages of communications technology, which are the present and future of our generations, but we don’t need to forget that in this way the population will start change and change the ways of learning, like we have already online courses from many campus, which give more student sign to learn but there is the change that half of them will not pay attention to the classes.


2.Models of Communication
In all 3 modules I will explain, they main part which we need to know is, that there is always a sender and receiver during the communication but, also the main point is the channel or signal, that can be disturb or interrupt the information and how to prevent all this issue during the process. (Businesstopia, 2018) 

2.1 Shannon and Weaver (1948/49)
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The model of Shannon and Weaver was simple and linear communication, where sending a message by a transmitter to a channel, that in this case is the signal pass to a receiver that decode the message and arrive a destination.
In the channel is where in this model we find the noise source that may cause miss-understanding between the sender to the receiver. That noise can be the signal of the phone or rumours around. 
As example we can use the story of Maria and Pedro which fit perfectly this model, because Pedro is working in building site and one day Maria called him and ask to bring chicken at home after work. But when he arrives home, he went to the kitchen and Maria ask where the chicken is but because in the building there is noise and the signal wasn’t perfect, Pedro understood completely different. This happen because the channel was disturbed by noise of the building, that’s way they didn’t understand each other.


2.2 Schramm (1954)

Wilber Schramm in 1954 propose the model of communication that it’s like the one of Shannon and Weaver but with an additional step that it is called feedback from the receiver to the sender that complete the circle of the communication where the sender will have the confirm that the message is complete and understood. 
For example, on the case study at the campus, about Maria and Pedro, to make the message understood, Pedro supposed to send a message back to Maria to get the feedback and to make sure that the communication ends.
For Schramm the most important are the encoding and decoding that can be difficult the sender and receiver have different background of culture, language or even if the knowledge its different. Below there is the model of communications:


2.3. Berlo (1964)

In 1964 Berlo develop a model of communication (SMCR) that is focusing on encoding and decoding the message before the sender send the information. That why the sender and the receiver must have the same skills of communication same culture and knowledge that permit to both to understand each other, and the channel can be disturb from many factors like tasting, smelling touch.
· S.: sender is the one that will send the message to the receiver.
· M.: message is the information that will be encode and he can be from voice message, text or call.
· C.: channel is the way we use to pass the information and can be technical machine or internet, but also, we can use the 5 senses of human: seeing, touching, hearing, smelling and tasting.
· R.: receiver to understand the message needs to have the same knowledge, skills and culture of the sender to make a clear communication without misunderstanding.
Like in the case study in campus, The professor and the village people that because they were talking different language and having different culture, when the professor start to ask help because his house was on fire but, he talk different language the people from the village they didn’t understand what he was saying and that why the house burn, and no one understood the professor ask for help. Below the graphic of communications of Berlo.
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3.0. Communication Skills

3.1. Verbal- spoken and written 

Communication verbal is divided by spoken which mean that we need to talk clear, try to find appropriate word and keep simple to make the other person to understand what we are saying.
When we talk to someone, we must keep eyes contact because give sense of respect and give better ways to keep focus on the conversation. Also, when we writing to someone, we need to make sure that you and the receiver as the same skills of knowledge and language, we need to put ourselves into them and make sure we are using the correct word to express ourselves.


3.2. Non-verbal communication 

This are communication skills that even if we don’t talk or write, they can be very powerful tools like body language, facial expression and gesture.
Body language are hand movement that if is using in wrong way may look may rude or not clear on the message or biting finger or sweating can give to the receiver a lot of information about the sender.
Facial expression, it’s a communication that send to the person your emotion like if you sad your lips going down, if you happy instead the lips move up or angry and many other expressions.
In the case study in the campus “A Day with a Chief”, we understand that in a meeting we should know how to use appropriate word to speech and having good body language can help to communicate to other and make more conformable.


3.3. Listening 

Here listening communication is divided in categories:

· Active listening where we pay attention in what people are talking and look them in the eye and focus on them and not to use phone our look in different ways or talk to someone else.
It’s important we are listening accurate to the person talking because we give us a better understanding and respect to each other.

· Empathetic listening where we are really committing to the conversation and emotion of the person, and we put ourselves into the shoes of the speaker and feel the same way of emotion or feeling that give a completely different prospective of the circumstances.
(Businesstopia, 2018)





First case:
The case study during this module “Max the multitasker” is the perfect case to understand how important is to listening to people and not to do many other things because you will not be focusing on that and you will forget, like Max that because was in the phone with other client, he didn’t listen to Tamara and didn’t save the information, when the day arrive Tamara was really upset that was already one other party in process that even Max give her discount for the next time  she didn’t have more trust in him and she never answer back to him. This mean that he lost client because he trying to do all by himself and didn’t pay attention to the client, he lost the trust and the risk that other people after Tamara feedback will not go to him anymore.


Second case
During my first year in London, I didn’t know the language at all and very often because they were speaking to fast or they were using words that I never heard before, and my listening was bad and difficult for me to understand fully the speech of the manager, that way I was doing different task from the one which I must do. Now I understood how important is to make sure that the people talk each other has the same skills to arrive to understand and to do not make any misunderstanding. This helps the productivity of the team and increase the confident and trust that allows to get more from each member of the company. 








4. The Advantages and Disadvantages of communications technology

Using technology for communications in this era are very useful because the advantages are that message you want delivery to someone or somewhere arrive instantly, just pressing a bottom we can call and send message from a phone to another also, if we want research something to learn or read or you need to get help how to do something, there is internet that you can find anything you want and get access quickly. This re powerful tools that give to the world the access to get knowledge and find different opinions and make your own valuations.
We don’t need to forget that everything is amazing about all the way of find things, but there are some disadvantages that sometimes because of the phone or tablet we stat to lose the social life in the real world, we can’t identify information on website and understand if are real or scams and this give to the world a big influence between virtual and real world.
(Businesstopia, 2018)



5 Conclusion

During this module at the University, I understood the value of having a good communication, the value of understanding the other person and make sure we respect each other’s.
When we want to start a conversation and we are from different culture or different language or having different skills, the important is to keep simple and using world that both ways will understand and have the possibility to answer you back. On my case for my job, I learned that instead to be angry because people don’t understand what I said, it’s because maybe I speak not clear or using world that not everyone will understand, now I have different tools to approach the problem, and I start to see a bit of change between management team with staff. I recognize we must have the skills of a good communications to avoid misunderstand or having problems of anxieties. We need also remember that during any type of communications we must doble check that we receive properly the message. In the end I will say this module helped me to revaluate my way of thinking and make me more confident during my private life or workplace.
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