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INTRODUCTION

In this assignment we are going to see the different models of communication, made by Shannon and Weaver in 1948, by Schramm in 1954 and by David Berlo in 1960.
With them, we will see which components are included in the communication process, with a description of each other to understand it better.
As well, I am going to explain the verbal and non-verbal skills, that we need to have an effective communication. Giving an example of how a bad communication can affect in your workplace, with a bad experience I had in my last job.

















MODELS OF COMMUNICATION

Shannon and Weaver 1948
Shannon Weaver model of communication was created by Shannon and Weaver in 1948 with the objective to develop and effective communication between the sender and the receiver; the person who send the message and the person who receive that message. Where sometimes appears the ¨noise¨ which is affecting the communication between them.
Down below we can find some concepts included in the communication:
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· Sender: The person who send the message.
· Encoder: The transmitter that convert the message into signals.
· Channel: The way the sender chose to transmit the message.
· Decoder: Is the opposite of the encoder, in this case the transmitter converts the signal into a message.
· Receiver: The person who receive the message.
· Noise: Are the sounds from outside which affects the reception of the message while they are transmitting.
Criticism of this model of communication:
· Is a very simple model, easy to understand
· Is better to apply it person to person, instead of big groups of people
· It helps us to understand what the noise is and how to solve, etc.

Schramm 1954
Made by Wilbur Schramm in 1954, who made some changes from the original book: The process and effects of the mass communication, wrote by Charles Egerton Osgood. The Schramm communication model explains how the communication between two people works. This cyclical communication model explain which factor are included on it: The sender and the recipient, and both have to encode and decode the message to understand it properly.
According to this model, the communication is circular, and the sender and the recipient can be the same person. 
Down below we can see the concepts included in this model:
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Source or Encoder: Is the sender, the person who send the message, the source has to be clear, and it has to show to the recipient why is so important and useful to receive it and understand it.
Recipient or Decoder: Is the person or the group of persons who receive the message and must decode it. The interpretation the recipient can have from it, depends about some factors: cultural aspects, knowledge about the topic of the message, perception, attitudes, experience, etc.
When the brain has received the message for interpretation, the message is given meaning. And when the recipient interpretates it correctly, the communication is successful.
Message: Is the information, the content of the communication. And it can be verbal: 
Emails, messages, phone calls…and it can be non-verbal, like gestures, body language, etc.

Berlo SMCR 1960
This model of communication is made by David Berlo in 1960, taking reference and expanding the Shannon Weaver model of 1948.  This is a very simple model
Down below is going to be explained the four components and the process of the communication:
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Every component in this model is influenced by various factors.
Sender: Is the source who creates and send the message. Is who start the conversation and who encode it. The factor that affect the source are:
· Communication skills: Reading, speaking, listening, etc.
· Attitude
· Knowledge: Is to be familiar with the subject of the message, making the communication more effective.
· Social systems: Beliefs, values, religion influence the way the sender transmit the message.
· Culture: It can do that the message is interpretated different.
Message: Is the information and the meaning that the sender sends to the receiver. It can be done by audio, video or text. The message is influenced by:
· Content
· Elements: Are non-verbal aspects, like body language, signs, etc.
· Treatment: Refers to the way which the message is sent.
· Structure: Refers how is the message structured.
· Code:  Is the form how the message is sent, audio, music, video, gestures, etc.
Channel: Is the medium used to send the message. It involves vision, sounds, smell, taste or touch. Less in the mass communication, which is including phones, television, and the factors involved are just audio and sounds.
Receiver: Is the person who receives and decode the message, giving it their own meaning.

Everything explained is not that easy, when we have disruptions in the communication process. The disruptions we can find are:
Loss or distortion: The intention of the message is not always received completely by the receiver. When the message pass from one person to another, the last one just receives a part of the main intention and meaning.
Noise: The noises disrupt the source, and it makes that the receiver just receives one part of the message, or nothing. It can be:
· Internal noise: When the receiver is not feeling well or is not focused in the conversation.
· External noise:  Are the background sounds.

COMMUNICATION SKILLS
Verbal communication
Is the use of words to share information, which ones you chose, and how they are heard and interpretated.  It is including spoken and written communication.  This kind of communication requires a speaker, the person who says or write the message, and a listener or reader, to make sense of the message.
To have an effective verbal communication, some important skills are required: 
Effective speaking involves:
· The words you chose
· How you say them
· How you reinforce them with a non-verbal communication: It shows your level of interest and commitment.
The words you will chose and the way you say them, will change depends on the situation you are. 
For example: You will not speak in the same way to a friend, than a teacher.
Active listening: Is very important for verbal communication. Sometimes we speak but we are more focus on what we have to say, than to listen to the other person. 
To have an active listen we need:
· Be prepared to listen
· Keep an open mind
· Concentrate on the main direction of the speaker’s message
· Avoid distractions
· Be objective
· Do not try to think on your next question
· Do not stereotype the speaker, etc.
To improve verbal communication, we can:
· Reinforce it with non-verbal communication, like nods, face expressions and eyes contact.
· Questioning: Closed and open questions.
· Reflecting and clarifying.
· Summarizing: Is an overview of the main points of the conversation.
· Closing communication: Depends how the conversation is finished, it will influence how the conversation is remembered.






Non-verbal communication
Aside of the verbal communication, we express more things, intentioned or not, and is another way of communication. That includes face expressions, gestures, tone of the voice, and physical distance between the sender and the receiver.
Non-verbal communication is helping us to:
· Reinforce what we say with words.
· Give information about our personal state.
· Define or reinforce the relationship between the speakers.
· Provide feedback to the other person.
· Regulate the flow of the communication.
Even if non-verbal communication is very helpful in a conversation, is very difficult to interpretate it. It is not a language which we can learn and give it the meaning. And in this case, every person is different, and as well the situation we are.
This kind of communication is very hard to control, for example our facial expressions of some gestures we make, they can be conscious or unconscious.
As well, when we write, we make non-verbal communication, like for example, your handwriting, the colours we use, and the font. But this non-verbal communication is not very useful to interpretate a message.

Listening
Is the skill to receive and interpretate the message properly in a conversation. Without this skill the message we receive can be misunderstood. That why in some companies, the employers make listening training. Because that improves the relation we have with the customers, and with our colleagues, making sure we receive the instructions properly to do an effective work.
But we must remark that listening is not the same of hearing.
· Hearing happens automatically and are the sounds we receive from outside to our ears.
· Listening requires concentration in the verbal and non-verbal communication when we are speaking with others.
This skill is going to improve our relationship as well with the people around us. Because everyone like to be listened, and the best thing we can make for each other in a conversation, is to give our attention to someone.
We have two types of listening:
Active listening, like we speak before, and emphatic listening.
This last one requires to listen patiently to what the other person has to say, showing acceptance, but not necessary agreement, if we are not agree with something. Is very important to interpretate in this case the feeling of the other person, what they say and how they transmit the message, to understand their point of view and trying to be emotional connected during the conversation encouraging to the other person to continue with their message, questioning them about it.


EXAMPLES FROM MY WORKPLACE ABOUT HOW COMMUNICATION CAN BE IMPROVED

In my last job I was having some problems with a colleague at the time to communicate with each other. I was working as a Barista and Waitress in the up part of the restaurant, and my colleague was working as a chef, downstairs. When I received orders from customers, one of my duties was to tell him, and as well, any change the customer ask for.
What happen next is that he did not understand my message, or he did not listen properly, and he prepared a plate that was not what the customer asked for. The customer, obviously, complained about it and the chef had to make another plate, spending like fifteen minutes more, and make the customer wait longer than expected.
In this case I tried to transmit my message clearly, to not make any mistake and do not receive any complain from our customers. But maybe the distance between the chef and me, the different languages we speak, our accent and pronunciation, or the listening of that person in that moment, were not very helpful. So, the next time we repeat the orders two times to make sure that he receive the message properly.








CONCLUSION

In this assignment I spoke about the importance of the communication. The communication is part of our lives and we use it every day to communicate with others, at work, with family, with friends, etc. And we are not completely conscious about the process it has. Which components are included in our conversations, which skills are important in the moment we send a message, and in the moment, we receive it. The models of communication we saw in the beginning of this assignment are very important to make us understand the process, helping us to understand as well why sometimes our message is not understood, or it doesn’t arrive properly to the receiver, being very helpful to improve our communication, avoiding noises from the exterior that can affect it.
As well is very important to remark in this assignment the communication skills we need to communicate, because it sounds easy, but transmit a message and interpretate it correctly depends of so many factors, that sometimes we have to improve, for example our listening skills. 
Maybe we think that we know how to communicate correctly, but we always can improve our skills to make it better, one time we know how important it is.
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