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[bookmark: _Toc79013765]Introduction
At every organization and different institutions, the importance of communication has no boundaries. It comes from the word root is ‘communis’ that means ‘common’. The communication helps much in organizations when the business has to take steps in operation. Normally, a single way is followed in the flow of communication but at the present days, there are many models with which individual compel this. This is the definition of the flow on the perception in information with the understanding of various parties along with the imagination. Again, the business communication is the definition in the way of processing the communication within a company or outside depending on different situations. The required reports present prominent models and skills related in the field of communication with relevant real-life example in various case studies imparted in lecture for completing with suggesting different strategies in mitigating the barriers. 


















[bookmark: _Toc79013766]Aim of report
The report is question is constructed to showcase the importance of communication at every platform including all the aspects and skills. In communication, the persuasion is very important and the reason behind taking actions by different business organizations (Back, 2020). Hence, the communication is involved in the creation of meeting different minds and proving the relations among industries. Indeed, to strengthen the development of the mutual cooperation. This is very much indispensable in every organization in the maintenance of reputation too in the market. 
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Communication is a part of everyday activity. In this regard, there are many models which help in its follow-up. In this regard, the models for communication had been developed by renowned theorists that comes from different disciplines and background (Back, 2020). Some of these are Aristotle, Weaver, McLuhan, Westley, Schramm, Rothstein, Gerbner, Berlo, Cherry, etc. Amon these, the discussion on Shannon, Weavers and Schramm are elaborated below:



Shannon and weaver’s: 
The Model is being given by Claude Shannon and Warren Weaver who are American mathematician and an Industrial engineer respectively (Lai, 2017). They used to work at the bell Mobile (phone) laboratories in the United States where they developed an information theory (Claro, 2018). This model is being recognized in many places and implemented in the field of communication at a whole. 
The model in question has definite inclusion with prominent five (5) things, these are:
· The data from the source that remain as a form of email
· The transmitted for encoding certain communication related to indicators
· Definite channels for sales in the ability to grab the signs (Gillespie, 2018)
· Definite receivers in the work of decoding or reconstructing certain communication taken from the indication
· Derived destination for the occurrence of communication.








There are mainly included six (6) elements in terms of factors which are dysfunctional. The required model is given below:
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Fig: Shannon and Weaver Model (Gillespie, 2018)











Berlo’s Communication
The Berlo model by mainly named the S-M-C-R Model too. This model has been developed by David Berlo who is consultant and an expert theorist in the field of communication. The required model has been structured back in 1960 in his own written bool ‘Process of communication’ (Najafi, 2018). In this model, the theorist developed the concept of the importance in the view of the psychology. As the name says, the Berlo SMCR Model has four parts, there are the S=Source, M=Message, C=Channel and the R=Receiver.
The required model is illustrated below:
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Fig: Berlo and S-M-C-R Model Communication (Lai, 2017)






The required elements in Berlo are discussed below:
1. S = Source: The source is the first element in the model for the Berlo’s model of communication. In here, all the sector of communication comes from different sources. The sources can be categorized as a single person, a cluster of gathering of a community or groups. There are multiple things to depict on how a single source is in the condition to operate in the process of communication. These are:
	- The communication skills are the capabilities to elaborate, think, draw, speak and write.
	- The behavior and the attitude towards the audience, specific matters, etc.
	- The relevant knowledge in the specific topics, audience and condition for situations.
	- The relevant background in society, the education, fellowship, culture and salary.

2. M = Message: The message is imparted as the information. This includes also the views of the thoughts that are sent from the source. The required sources should be chosen as for the codes or the certain languages in sending the said message (Kurtzo, 2019).

3. C = Channel: By channel is meant the medium through which the message is conveyed. These channels can be the newspapers, letter, radio, telegraph or any other media for transmission.

4. R = Receiver: The receiver is the party that is positioned as the final element for the process of communication. Generally, the audience is nominated as the receiver. 









Schramm’s Model of communication
The Schramm Model of communication has been developed by Wilbur Schramm who has mentioned his ideology for this structure in his own written book ‘Process and effects of the mass communication’. The required model shows the importance of the three elements previously mentioned by Aristotle (Dong, 2018). These are, the source, message and destination. Normally, the source is in the encoding of the message in the transition of the destination through channels and decoded once received. The theorist mentioned that all the process of communication is mainly influenced by the two-way process including the sender and the receiver where both of the parties take turns in exchanging their position. 
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Fig: The communication model by Schramm (Khan, 2017)



The information becomes useful when it is transmitted to another party or even put into words. The encoding in the process has a vital role in the initiation of the communication for converting different thoughts. The Schramm Model is in the condition to provide necessary offerings in the explanation of the communication process is the most classical way possible. This model is used in the determination of the method of communication between two parties whenever they are involved in the exchanging of the information, attitudes and ideology. The adaptation of this model is in the sources of the theories previously developed by famous theorists. 

The different specific parts of the Schramm’s Model are:
· Sender: This is the individual who is involved in sending the message
· Encoder: This is the individual who is in the condition of turning the message into different codes of action. This is needed to elaborate in specific words to expression and arrangement of communication in the ideas of the receiver.
· Decoder: This is the individual who is in the encoding of the message that was previously send by the party (encoder) in the conversion to a language which is understandable. The receiving of the message needs some skills, these skills are the reading, the listening for decoding the information. 
· Interpreter: This is the individual who is in charge in working to acknowledge and analyze the definite message (Khan, 2017). The message is interpreted and received accordingly. The required interpreter and the receiver are the same individuals. It is normal that a person will decipher a message in a different way than another person. Another condition is that, the person might not understand the encoder in the same way and involve in the ‘misinterpretation’. 
· Receiver: The receiver is the individual who receive the definite message and have a interpretation and decoding of the real information.
· Message: The message is the data which is sent by the sender and thus the information which is received by the receiver himself or herself.
· Feedback: The feedback is the definite process in understanding the received message.
· Medium: The media is in the involvement of the used channel through which the information flow.
· Noise: The noise in the interference or the barriers or the interruptions that are cause for the process of communication flow. This is made in the condition where the meaning of the message sent by the sender and the received one by the receiver is altered (Najafi, 2018). This condition is also known as the sematic noise. 

Communication skills
There is always a need in the expertise when it comes to deliver an effective communication at every platform. The skills needed in the essential flow of communication are enlisted below:

· The capability of persuasion: The party that delivers the information and the message should be in the condition of persuading the receiver so that there is enough clarity in understanding the subject matter and thus, triggering the receiver to be involved in the relationship of communication. 
· The Effectiveness of listening: The communication is not about delivering the information it is also the intention to receive and listen what the other party has to say. So, the individual should have the skills to be able to keep patience and listen the information.
· The construction of the professional language: When there is a construction of a clear sentence and thus, using the right system in making the message.
· The empathetic behavior: The parties involved in the communication should be empathetic and therefore develop the intention to be okay with the condition of the party he or she is in connection.
· The ability in personalization: The personalization is needed when the parties in volved in the communication wants to be part of an interesting topic to grab the attention of the audience.
· The method of giving accuracy in information: The parties should be in the condition to provide message as clearly as possible. The accuracy is a must in the process of communication. 
· The deliverance of honesty and transparency and communication: The individuals should have the skills to provide enough clarity and transparency in providing information through the communication.
· The systematic way of body language: Not only the verbal one but also the non-verbal language should be clear for the process of communication. The body language of the parties in the communication needs to be eloquent and much acceptable for the information to be processed. This needed to be careful whether the message is not misinterpreted. 




Formal and Informal Communication
When it comes to the communication pattern, there are both formal and informal communication. Both of these are elaborated below:

· Formal Communication: The formal communication is the kind of communication where there is an interchange of the related information delivered and this is done through the pre-defined medium and channels. The other name of it is the official communication and its reliability is more than that of the informal one. This is delivered as slow as possible to grab the understanding of the audience. Whenever comes to deliver it, this comes in from of written one that works as an evidence or document that it preserved for future use. The time to perform this is consuming as comes in handy whenever the systematic information is followed for meeting the deadline (Gillespie, 2018). One of the major demerits is the distortion in the chain of communication where the secrecy is maintained at a full level. The formal communication is not fit for all the medium, definite channels are used. 
· Informal Communication: The informal communication is a verbal type of communication where there is the interchange of information without following certain channels and thus, going at every direction without boundaries. The other name of this type of communication in the grapevine communication where there is a less pace of reliability than the formal one. The conveyance of it is done at a very speedy process without any formal evidence. It is not time consuming and thus, efficient so that the parties can discuss better and save time or cost (Kurtzo, 2019). The disadvantage of it is that there is a high change in the spearing of rumors and difficulty in the maintenance of the secrecy as it is constantly moving freely.









Communication at workplace
Communication is very important in workplace but these are obstructed in different situations. Some of the examples are:
When the supervisor asks a subordinate to set a safety barrier, but the latter does not listen carefully and miss the information which result in injuring the employee.
Another condition can be when an employee is in charge to train a colleague for a task but keeps on mumbling the instructions and is unable to put clearly the information and thus, unable to answer the queries of the partner. This put his or her co-worker in a difficult position without proper readiness of the work.


Improving communication at workplace
Some of the solutions to improve communication at workplace are listed below:
· The employees should feel appreciated and valued to ask questions and feel that they matter as well as their opinions.
· Encourage the peers and discuss in about project and task frequently.
· Try to use the CRM and the ERP for ensuring in the accessibility of the employees in the operations of business. 
· To develop a friendly environment so that the employees feel at ease to communicate with others and then with the people in the external space too. 










[bookmark: _Toc79013768]Conclusion
The process of communication seems to be a clear task, but it has avital role in maintaining good relationship among parties. Models of communication help in the easy flow of it. Communication is not only bounded in certain institution but also in workplace. This include the barriers, but it is necessary to develop specific skills in its structure and conveyance.
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Figure 2.1 A linear model of communication (based on Schramm (1955) and Shannon and Weaver (1962)).
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