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Introduction.
This report covers the topic of the communication processes and their contribution to the achievement of successful and effective teamwork. It demonstrates the understanding of the student of the three models of communication, discussed in the lectures and how each one can be applied in real life. The report illustrates the essential communications skills, which have to be adopted by the students in order to make them successful in their future careers. The report also provides examples of poor communication in the workplace and exemplifies how this hinders effective teamwork. The last chapter of the report provides suggestions for improvement and topics for further research.

Quantanilla and Wahl (in Maund et al., 2017) explain that communication is the transmission of information from one location to another. This information transmission might take place in a variety of ways. In order to exist, communication requires a sender, a message and a receiver. The process generally speaking is built upon three major steps – a message, encoding and decoding. Communication can be verbal and non-verbal. There are also communication models, which are explained in the next chapter of the report. 

The models of communication.
According to Al-Fedaghi (2012), the Shannon and Weaver Communication Model is a 1948 mathematical theory of communication. It asserts that human communication may be reduced to six fundamental notions. These components comprise the transmitter, the encoder, the channel, the noise, the decoder, and the receiver. The model can be explained as a system which offers a framework for examining the transmission and reception of messages. Due to its widespread appeal, it is often referred to as the mother of all communication models. It is also called information theory and Shannon theory after its primary developer, Claude Shannon. The key contribution of the system is to explain how communications are lost and corrupted throughout the the process of delivery and perception.
The system is linear in its approach from sender to receiver, consisting of the following steps. The sender is the primary information source. The communication process starts with the sender, which might be a person, object or another material thing. For instance, a sender might be a news broadcaster over the television. The sender has the information to be sent and the choice of how the message will be sent and to whom.  In this case the content of the message is predefined, which means that the sender has prepared the information and has selected the communication channel.
The next part of the system is the encoder, which is the type of transmission chosen for the message to be passed. The encoder in the example given is the combination of cameras, microphones and all necessary equipment for the news to be brought to the audience.
The communication channel is the third constituent and is the network which connects the sender and transmitter to the decoder and the receiver. In this case the television network is the channel. The communication channel can be disrupted by the so-called ‘noise’. Noise is the source of obstruction, which prevents the correct information to be passed in the exact same way in which it was intended to. Internal noise is subject to a mistake by the sender or the receiver. External noise happens when the factor disturbing the communications cannot be controlled by the sender or the receiver.  It is very important that the communication ‘noise’ is eliminated or being controlled throughout the whole process, because this is one of the most common issues for misperception and miscommunications, as discussed by Duck and McMahan (2020).
The next part of the system is the decoder, which is the source which is used for decoding the message transmitted by the sender. In the case of the television broadcaster and the audience, the decoder is the television set, which is used by the viewers to receive the message. 
The last constituent of the model is the receiver, which is the target of the message and the final point of the system. In the exemplary case, the receiver is the audience of the televison broadcaster.
Additionally to the original model, Norbert Weiner suggests a seventh part of the model, which is feedback. This is added because the model has been criticised that if following linear patterns, which means that communication floats only one way. With the additional feedback part, the receiver is able to respond to the sender and thus the communication process is performed both ways. The advantages of the model are that it shows a straightforward approach which is easy to understand. The disadvantages are that the sender plays the primary role, while the receivers play a secondary passive role. 

Schramm’s Model of Communication.
Schramm's Communication Model was introduced in 1954. According to Duncan and Moriarty (1998) it is a cyclical communication system that involves all fundamental communication concepts. It takes a more traditional approach to communication. It may be used to discover how two individuals communicate while exchanging information or their points of view. The cyclical communication model is established on the notion that communication is bidirectional. This indicates that at the very least a sender and a receiver exist. At least one more element has to be present, which is the content of the communication. Typically, communication occurs through the conventional route, with a receiver and a sender.
The source in this system is the encoder, which is the sender of the message. It is imperative that there are no obstructions for the sender, so that this party can send a clear message which the recipient can interpret without any hesitation. The encoding of the message is critical in this model, because the author states that it has to be transmitted in a way which targets the specific recipients and they will be able to get its content.
The recipients are also called decoders. In order for the information to be perceived by the recipients in the right way, they need to have all necessary components, such as knowledge, experience, skill and perception. According to Duncan and Moriarty (1998), decoding is a psychological process. 
The message is the third constituent in the model. It is referred to a piece of information which incorporates certain traits. The information can be presented in a verbal or in a non-verbal way, via spoken, written or body language. It may have traits such as gestures, behaviour and physical contact. 
The fourth important part of the system is called semantic noise. It is associated with the interruptions which spoil the intended purpose of the message. The result in getting a totally wrong idea of the message or omitting important parts thus not getting the whole concept by the receiver.
The model is based on the so-called ‘Universal Law of Communication’, invented by Aristotle and stating that communication has to be used to convey biological demands as well as sentiments, ideas, and other types of information essential for the survival of the living organisms, their presence and their state (Frey et al., 2000). 
The advantages of this model are that it is not linear, which means that the receiver and the sender can communicate and send feedback to each other. The feedback is a critical element, because it allows response from the two parties and thus making clear whether the message was delivered as intended and whether it preserved its idea. There is particular attention which targets the semantic noise as well.
The disadvantage of the model is that it is built upon the notion that decoding and encoding are straightforward and do not require additional equipment. This is not true, because for most of the messages additional assistance is needed – such as special equipment or special conditions for the process to take place. The other disadvantage is that the model is applicable if only the communication process takes place in one level, for instance only between a sender and a receiver. However, there are more complex situations, which require communication in multiple steps or stages and between multiple senders and receivers. Compared to the Shannon and Weaver’s model, this one is stated to be more practical and more refined, because it includes feedback and takes major consideration on noise and distortions. 

Berlo’s Model of Communication.
Elleström (2018) explains that it was introduced by David Berlo in 1960. It is also called ‘SMCR’ model, which is an acronym for source, message, channel and receiver. These four elements are the necessary constituents of any communication process, according to Berlo. The system has many traits in common with the Shannon-Weaver model. Unlike the previously discussed Schramm's Communication Model (which is cyclical), the Berlo’s system is linear and adopts the traits of one-way communication only. It is not transactional and it lacks feedback between the source and the receiver. The transactional communication allows interaction between the senders and the recipients, for instance the social media posts which present the audience with the option of commenting and expressing emotions. The linear models are one-way only, for instance the print media like newspapers and magazines. 

The source is the sender of the message. It has the compulsory five elements – communication, skills, social systems, knowledge, culture and attitude. 
 The message is the content and substance which the sender transmits. It also has five important traits, which are content, structure, code, elements and treatment. 

The channel is the way in which the message is being transmitted, also known as medium. According to Berlo (1960) the constituents of the channel has to be able to be perceived by the five human senses – seeing, hearing, tasting, smelling and touching.

The receiver is the person who received the message from the communication process. It has to possess the same five traits as the sender, so that the information can be perceived without any noise. 



Communication skills.
Quintanilla and Wahl (2014) assert that effective communication skills are critical for ensuring that all parties involved grasp information properly and swiftly. In comparison, inadequate communication skills can result in misunderstandings and dissatisfaction. This is especially true in personal and business perspectives, because almost all transactions are a result of any form of communication and interaction between groups and individuals. The process of comprehending and exchanging meaning is the essence of communication. To communicate effectively, one must first be able to comprehend and then be able to be understood. The essential communications skills required for successful teamwork include verbal communication, non-verbal communication and the skills of active and passive listening.

Verbal communication.
Verbal communication is the act of conveying a message via the use of words (Littlemore, 2003). Written and spoken communication are the two types of verbal communication. Spoken communication includes the use of speech, which might be face-to-face or using voice transmission equipment, such a mobile phones. Written communication used typed language, such as text, email or a letter.

As a hospitality team leader, most of my communication with the team and the customers is verbal and is done face-to-face. Occasionally I have to resort to written content, such as texts and emails. The advantage of this type is that it is quick and it prompts for feedback from the received, which means that I am in the capacity of understanding straight away whether my message was delivered and whether the receiver has comprehended the content of the message as intended. 

Non-verbal communication.
Nonverbal communication includes body language, facial expressions, gestures, posture, tone of voice, eye contact as well as some other features.  Nonverbal communication accounts for a significant part of human communication. Nonverbal communication is important, because it signals the opposite party what the predisposition of the sender is – positive, negative or passive. For instance, in my job it is critical that I have a positive impression on my team and customers. This is achieved by a professional posture, friendly appearance and eye contact. In this way I am able to make a good impression and create a sense of confidence in the other participant in the communication process.

Listening skills.
Effective communication requires active listening. Without strong listening skills, communications may easily be misconstrued (Sharma, 2011). Consequently, communication is disrupted, and the message's sender may grow upset or annoyed. Effective listening is a necessary ability for all successful human connections.

Active listening contributes to the personal and professional growth of the individual, because it allows people to absorb information quicker and socialise faster. It also improves the problem-solving skills and the ability of the individual to learn faster. Being an active listener means to pay close attention to the message transmitted by the sender and avoid all noise and interruptions.  In my work this is especially helpful, because when I receive a complaint from a guest, I need to listen first without interrupting them and quickly pick up the nature of the complaint and how I can deal with it.

Empathetic listening means listening to the speaker and trying to grasp the perspective from which they are coming from, why they say the things they say and what lies beneath. In order to achieve this, the listener has to be present and perceptive. Empathic listening requires developing an emotional link with the speaker and seeing parallels between their experience and their own one in order to provide a more sincere answer. One of the primary characteristics of empathetic listening is the ability to provide support and encouragement.

Conclusion.
Effective communication and listening skills contribute to the personal and professional development of the individual. As human beings, people interact with each other constantly in a variety of ways and use a plethora of technology. People have to adopt the best techniques for developing their listening and communication skills in order to achieve their professional aspirations on one hand, and create a sense of trust and support from a personal perspective, on the other.
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