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Introduction

Communication is one of the most important processes that everyone uses constantly. People are constantly exchanging information with each other. This allows them to make greater contact, to understand each other better, to exchange experience, knowledge and more. Communication is an important thing in everyone's daily life. Every person needs communication in order to develop.
In 1928, the English literary critic and author, Ivor Armstrong Richards, proposed the first and one of the most accurate definitions to date, considering communication as an independent aspect of human activity. According to him, there is communication when one consciousness affects the environment in such a way and influences another consciousness, and in this other consciousness it arises similarly to the experience that the first experiences. Although the definition is very general and unclear, it applies to almost all areas of communication, including human relationships (The new Encyclopedia Britannica, 1993). 
There are many models of communication, but for the purposes of this report I will analyze 3 of the most used ones.



1. Models of Communication 
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1.1 Shannon and Weaver's Linear Communication Model


Shannon and Weaver's linear communication model was developed in 1946. It presents the concept of one-way communication as the process of creating and transmitting a message from a sender to a specific recipient (recipient) using several means. Shannon and Weaver's linear communication model includes a source of information; Transmitter; Channel; Noise; Recipient; Destination. 
The linear communication is a one-way process. That means, "Listen to what I want to tell you. I do not seek or want your opinion.” The recipient of the message is not asked to give feedback, but to use it, for example, to convey the message to someone else or to take some action. The model also indicates where and why "noise" may occur in the communication, which helps to eliminate it, as it hinders and distorts the message. ( Shannon and Weaver, 1999)
The source of information is the one who wants to transmit the information.
For example, a manager who gives orders to his subordinates. In order for his order to have an effect, he should be competent on the topic, have arguments, anticipate some reactions, know how to provoke the response.
The transmitter is the machine (or person) that converts the idea of ​​the message into signals that are sent from the source of information to the recipient. This also includes the words and non-verbal cues that the source chooses to send your message. Or, in linear communication, appropriate words, gestures, body posture, facial expressions, etc. should be chosen. With their help the information is encrypted and only then it becomes a "message", and in our example - available. If, for example, the manager issues his order and at the same time is frowning, secretive and does not share any additional information, this is unlikely to encourage his people to carry it out with positive motivation. Rather, they will work with fear. Therefore, the way the information is encoded is very important.
The communication channel is the infrastructure that takes the information from the source and the transmitter and transmits it to the receiver and the destination.
Communication channels can be different. If a telephone is used, the channel is the telephone cables. If email is used, the channel is the Internet. In oral communication "eye to eye" the channel is the sound waves.
Noise is anything that interferes with the operation of the channel. Noise degrades the quality of the message as it travels from the source to the recipient. If the noise is too "loud", the information will not be understood correctly.
Examples of communication noise are poor sound, poor lighting, high or low temperature, lack of technical means, inappropriate time (too early or too late during the working day), quiet or too loud speaking, inability to control emotions, lack of logic of expression, etc.
The recipient is the person or people to whom the information is addressed.
Accordingly, the information can provoke the desired reaction in the recipient, if it is consistent with the mentality, current state, attitudes and more. This determines whether the order to employees, for example, will be understood as expected by the manager.
The final destination is the final step of the linear communication model, when the recipient finally receives the message, or at least what is left of it after the communication noise is taken into account.
Linear communication is one-way. In the example of the supervisor giving orders to his subordinates, this communication should take place in several steps:

Turn information into a message. If the manager has facts, figures, circumstances, he should turn them into a message. You have to consider them and arrange them in a logical order.
Encoding the message with appropriate verbal and nonverbal symbols.
Helping people who listen to understand (decode) the meaning of the message. The manager must explain, illustrate, give an example, say what will happen if the order is carried out.
Say clearly, precisely, and specifically what actions are required to be taken. The manager should invite people to ask questions and should answer them.
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The model for interactive communication was created in 1954 by psychologist Wilbur Schramm (1907-1987). Based on the ideas of Charles Osgood about the so-called "Semantic differential", Schramm initially formulated and later upgraded and refined his model.
The main idea of ​​Schramm's communication model is that communication is interactive and moves in a circle.
Interactivity means interaction, reciprocal activity, exchange of information between the two parties. Both parties in the communication process express opinions, give and receive feedback.
This interaction is "circular", not linear. It continues until an equal, mutually acceptable position is reached on the subject that is the subject of communication.
The circular movement of communication is possible thanks to the so-called "experience zone". This area is created by the participants in the interactive communication. There are different points of view and opinions, but instead of confronting, criticizing, and rejecting, they gradually come closer to each other (converge) until they merge into one common final position. This is possible if participants follow the same actions - encode, interpret, and decode the messages.
In interactive communication, each of the participants in it is both a source and a recipient of opinions until the moment when a common and acceptable for all opinion is formed. In this sense, interactive communication is different from typical linear communication.
Interactive communication consists of several elements that show what people who interact communicate do: Actions of the participants; Experience sharing area; "Noise" - barriers to communication.
Schramm's model of interactive communication defines three identical actions of the participants in the communication. Here is what they do specifically to interact with each other:

They encode their message, i.e., "Dress" him in the right words; put the same meaning in the words; argue their ideas; have constructive suggestions.
They interpret the information, i.e., remember important accents; interpret facts; realize and make sense of context and subtext; find "pros" and "cons" in the theses of the other participants; clarify them through questions; maintain and develop foreign theses; draw conclusions.
Decode the foreign message, i.e., try to understand the meaning of words and non-verbal symbols; listen reflexively to understand the feelings of the speaker; give a sign that they understand, nodding their head or inserting short words of support (such as "yes-yes", "I understand", "yes"); clarify with questions unclear points.
Participants in interactive communication strive to create a common area of ​​experience. It reflects their knowledge, skills, understandings, even intuitive perceptions, previous behavior and decisions on the issue under discussion.
The area of ​​experience is richer than the experience of each of the participants. It is a synergy of all the "pluses". Other advantages are that the overall solution is always more acceptable, more cohesive, and more motivating.
Here are how the participants in a workshop (as an example of interactive communication) create their area of ​​experience: They are able to argue their ideas and decisions; They realize how important it is to be able to understand another's point of view; Respect other people's opinion;
They do not make hasty judgments; They discuss until they come to a common opinion. 
According to Schramm's model of interactive communication, "noise" is the barrier that hinders interactive connections and even causes them to disintegrate. (Schramm,1948)
The most dangerous "noise" is the "interpretation" action of the message. We misinterpret when we do not know well enough:
Semantics - the meaning of words according to their origin and figurative meaning. Syntax - the rules for constructing sentences. Pragmatics - understanding the context and subtext of the message.
 Most face-to-face business communications (including group ones), whether oral or written, can be organized, and run in an interactive format.



1.3 Berlo's Linear Communication Model


Berlo's linear communication model includes the following elements: Source; Message; Channel; Recipient.
Berlo's model of linear communication is based on the model of Shannon and Weaver but expands it with several new accents. What is new is that a bilateral and equal relationship between the source of the information and the recipient of the message is needed.
According to Berlo, the two sides of the linear communication are perceived as a dyad and thus manage to achieve a "pairing". In other words, linear communication needs the "I understand you" belief, which is manifested on both sides simultaneously and to the same degree. In this sense, pairing requires certain attitudes, knowledge, communication skills and more. (Berlo, 1974)
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2.Communication skills

2.1 Verbal communication
Verbal communication is the most common, very fast and allows adjustments to be made during the conversation. With the verbal communication the feedback is immediate. This type of communication contains, to some extent, a non-verbal element( Mary Ritchie Key,1980). Verbal language is human language - sound and graphic while the non-verbal language is non-verbal, unspoken, it uses gestures. Verbal communication emerged relatively recently, from an evolutionary point of view. It is a convenient way to transmit content in a relatively fast and concise way. But it also has its drawbacks. As convenient as language is, it uses conditional codes - words - that do not always carry the same semantic content of the sender and recipient. Different intellectual level, different social functioning, punctuation, etc. may disrupt the proper transmission and reception of messages.
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Non-verbal communication, or so-called body language, developed along with human development and at some point, was the only way to communicate. Nonverbal communication is part of the context in decoding verbal messages. If verbal communication carries content, nonverbal communication creates the relationship. The attitude can be to the information, to the situation or to the people involved in the interaction. This attitude can radically change the information carried by verbal communication. Knowledge of the cultural environment in which nonverbal communication takes place is important, as different societies have different rules of conduct. Intonation, distances, gestures are important in non-verbal communication. The body language that each of us subconsciously registers cannot be completely controlled, and this means that the non-verbal signals that a person sends are difficult to falsify.

2.3 Listening 

Active listening - this is a structured form of listening and responding that emphasizes attention and respect. It means not only listening, but also hearing what is said between the lines, in the half-expressed and even unspoken thoughts and feelings.
When the purpose of the statement is to awaken to the narration, the task is to show interest and to encourage the continuation of the conversation, for this it is necessary not to express consent or disagreement; to use neutral words and to diversify information.

Clarification - here it is better to understand what is heard; to obtain additional information and to help the interlocutor to hear another opinion. For this it is necessary to ask questions; to repeat the vague statement to encourage the interlocutor to give new explanations.

Another technique of active listening is when the purpose of the speech is to reflect the content. Then we must show that we listen and understand, we must also check whether we have correctly understood and interpreted what was said by the interlocutor. For this it is necessary to retell the main thoughts and feelings.



Conclusion 

This report revealed three of the most used communication models. Shannon and Weaver's linear communication model is a useful model for communication in a significant number of business situations. The model is one-way, without asking and giving feedback, but with a specific result - to provoke a specific reaction or action. The model contains elements and steps that should be well known in order for communication to be effective.
Schramm's model of linear communication relies on the interaction, the activity of the participants and their desire to interact in order to find an appropriate solution to a problem.
Berlou's linear communication model expands Shannon and Weaver's model with new accents.
Communication skills include various means by which a person more effectively comes into contact with others. These are skills through which people can openly express their feelings and desires, exchange experiences and agree. These include various verbal and nonverbal techniques as well as active listening. 
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