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1. Introduction 

The purpose of this report is to discuss three methods of communications including Shannon and Weaver’s model, Berlo’s model and Osgood-Schramm’s model of communication, explain some communication skills and apply the models on personal experiences. 

According to Skills You Need (2011a) communication is sharing information between places, people, or groups. Communication includes three parts, sender, message, and the recipient. Communication can be verbal which is face to face or through media in television or radio and written is letters, e-mails or magazines and books. Non-verbal communication includes body language, gestures, or movements. Communication is very important because noone can live without exchanging thoughts, ideas, and feelings and it is also necessary in gaining knowledge.

It is important to mention that there are many reasons why communication can fail, or misunderstandings can happen. According to Lazzari (2019) bad communication in a workplace can have a negative impact on the workers which is bad for a positive environment in the workplace. Some examples of bad communication include passive aggressive communication which are offensive words, subjects, or actions. They are hard to see, but it makes the person who receives this behaviour feel uncomfortable. Intimidation is people bullying someone, speaking loudly, shouting, getting too close to someone. Intimidation is usually physical. Failing to listen is when people don’t listen to their colleagues or bosses don’t listen to their employees making them feel unvalued.

Lunenburg (2010) says that every step of the communication process is necessary to go well and if there’s a block it can create barriers and lead to misunderstandings and bad communications. The Young Entrepreneurs Forum (2016) explains some barriers that can cause bad communication. These are physical barriers like old computers, phones that are not working, noises or bad working environment. Attitudes include bad mood, nervousness, feelings that make people less objective. Language between different generations or using slang and speaking different languages can cause barriers too. Physiological barriers are ones that physically impact people. It can be pain, hearing and sight problems and health conditions. Problems with structure can cause barriers when a company has a lack of training or support. Information overload causes barriers when too much information and details are shared, and important details are lost in communication. Jumping to conclusion is when people assume things without listening to the facts. All these barriers can cause poor communication and misunderstanding. 

2. Models of communication

To avoid misunderstandings and poor communication, there are three models to use. These are Shannon and Weaver’s model of communication, Berlo’s model of communication and Osgood-Schramm’s model of communication. 

Shannon and Weaver’s model of communications
According to Drew (2019) the Shannon and Weaver’s model of communication is a mathematical, linear model that has 6 stages that is needed for good communication. The theory is a good way to help understand where a communication went bad. The model was originally created to help communications through the phone, but it is now a basic theory of communication.

Drew (2019) describes 6 stages in the theory. The first stage is the sender or information source. This is the first step, the person who has the information and starts the communication. This person decides to send a message, decides what is the message and sends the message to another person. The message can be verbal, so oral or written or non-verbal with body language. The second stage is encoder or transmitter. This person or a machine transforms the message into signals and sends it to the receiver. Because the theory was based on telephone communication and phones use signals to translate messages and voices, this is the stage where it transforms the message. The third stage is channel. Channel can be the telephone line that sends the transformed signals to the decoder. The fourth stage is noise. Noise can interrupt the message that goes from the channel to the decoder. Internal noise cause misinterpretation of a message, it can happen because of a mistake in the signal or coding, but it can also be a misunderstanding from the receiver. External noise happens when there’s loud background noise and it is difficult to hear the message. The fifth stage is decoder where the message is turning from signals into words in speaking or writing or movements in body language. This is the stage where people or machines translate the message. And the sixth and last stage is receiver. Receiver is where the message arrives and understand clearly. 

Berlo’s model of communication 
Juneja (2015) describes Berlo’s model of communication or S-M-C-R model as a four-step model that studies the sender and receiver and the message that is sent, but it also studies the emotions and senses. 

Juneja (2015) explains that the first stage is the source. Source or sender is the person with the information, who sends the message to the receiver. It’s important to mention that the source or sender need to have good communication skills for the message to be clear, right attitude, knowledge which means creating a clear message, social system where the sender understands different beliefs and feelings and culture is where the sender understands different cultures. The second stage is message. Message is where message is formed into words. Some important points are content, which is the clear message, element is body language, gestures, changing the tone of voice or facial expressions, treatment is the understanding of how to send the message, how to behave when sending it, structure is the way the message is formatted and code is using correct words, gestures for the message to be clear. The third stage is channel. Channel is how the message gets to the receiver. These can be all the 5 sense like seeing, hearing, tasting, smelling, and touching. And the last and fourth stage is receiver. Receiver is when the message arrives to the other person and tries to understand the message. The understanding depends on the previous stages and according to Drew (2021a) their own communication skills, attitude, knowledge, social system, and culture. These stages and elements have to be clear and well communicated. This is the stage where the receiver replies.

Osgood-Schramm’s model of communication
Drew (2021b) says that the Osgood-Schramm’s model of communication has four elements. The first element is that it is a circular model that shows how two people communicate. It is important to mention that both people are sender and receiver, and they reply to the message. It is very different from Berlo’s model and Shannon and Weaver’s model where the communication was going one way only. The second element is that there are different meanings to every message. It means that every message can be misunderstood or meaning can be different for different people. These misunderstandings can be values, beliefs, and knowledge. If the communication is ongoing these misunderstandings and miscommunications will be better, because the two people will understand the message clearer. 

Drew (2021b) says the third element is that communication needs three steps for a clear message. These three steps are encoding, decoding, and interpreting. Encoding is when we send the message, we have to write, speak or show the message clearly. Decoding is when the message is received. This is where people need their listening skills, reading skills, so they clearly understand the message. Interpreting where the receiver understands the message, but they have to understand the meaning. Many people can understand a message differently and that is misinterpretation. When they understand the message and the meaning, they can start encoding their reply and that is how the circle goes. The fourth element is that communication is equal. It means that two people who communicate are equal because their communication goes in a circle and the two people encode, decode, and interpret a message. This model is good in face-to-face conversations and text messages. 

3. Application of communication models on case study

On a lecture, Ganguly (2021) showed us a case study and I would like to use one of the models to show my understanding. In the case study a wife called her husband to bring home a chicken when he was coming back from work. But there was a misunderstanding in the communication. 

In Osgood-Schramm’s model of communication the first step is encoding. The wife told her husband “When you are coming home, see if you can get me a chicken”. The message was clearly sent to the husband. Decoding is the second stage when the husband heard the message and understood. Interpreting is the meaning of the message and the husband thought he understood, so he replied “Okay”. But when he got home, he did not bring any chicken, because he thought his wife said, “when I come home, I will see you in the kitchen”. It means there was a misunderstanding in the decoding stage because he did not understand the message clearly. In the future it is important to ask back if they are not sure.

4. Communications skills

According to Indeed (2020a) communication skills are important to understand and be understood. It means sharing ideas clearly, being confident and friendly and respect other’s opinion. There are many different communication skill types including volume, empathy, confidence, friendliness, respect, active listening and many more. Communication skills can be improved with experience and practice. For example, making eye contact, using active listening techniques, improving how to understand non-verbal communication like body language, ask for feedback and manage emotions. 

The Open University (n.d.) says that communication skills can be learned and developed following some important steps such as think before you speak, make sure people understand you, be open and honest, listen to the person who is speaking and do not interrupt and ask for feedback. 

Verbal communications skills
According to Skills You Need (2011b) verbal communication skills include spoken and written words and the focus of verbal communication is words. Verbal communication can be face-to-face conversation, talking over the phone, video calls or social media, but it can also include e-mails and letters. It is important to mention that there are non-verbal communications in verbal communication. It means body language will be in a video call or tone of voice in a phone call and both can be in face-to-face conversation. 

Non-verbal communications skills
Indeed (2020b) describes non-verbal communication as a message without words, using body language, gestures, facial expression, eye contact and many more. Non-verbal communication is communication between people without speaking or writing. It is important because it helps people understand how other people feel in a situation. 




Listening skills
Skills You Need (2011c) says listening is the process of receiving and understanding a message clearly and it is very important for effective communication. According to Skills You Need (2011d) types of listening includes information listening, which is listening to gain knowledge, critical listening means listening to analyse and make a decision, and empathic listening is listening to understand other’s feelings and emotions. Cuncic (2020) says active listening is a process where the conversation keeps you and your partner engaged and focused on the conversation and can reflect on the subject. It is an important skill to make the other person feel valued. Doyle (2020) lists some techniques to improve active listening skills. These are emotional intelligence, confidence, self-awareness, understanding non-verbal communications, accepting criticism and many more. 

5. Application of communication models on own experience

I have been working in a neurological centre as a healthcare assistant and I love my job. But there are difficult situations when many people work together and responsible for people’s lives. When it is busy my colleagues quickly exchange information so they can go faster, but unfortunately this causes miscommunication. I remember once my colleague told a nurse that she was on a short break, but she did not return for a long time. When she came back, she was very angry. The door closes automatically, and someone has to open it for others to come in. My colleague went outside, but when she wanted to come back noone was there to open it. The nurse said she heard her voice, but she did not hear what she said. 

In this case we can use Osgood-Schramm’s model. Encoding happened when my colleague said she was going on a break, but the communication did not go to the second and third stage, decoding and interpreting, because the nurse did not hear her. It is important that the message has to be clear, but she was in a rush and the nurse did not hear what she was saying. Next time in a situation like this, my colleague has to stop and talk to the nurse clearly, because the nurse can not understand when she is running away. 

6. Conclusion

In conclusion there are three important communication models that we discussed including Shannon and Weaver’s model of communication, Berlo’s model of communication and Osgood-Schramm’s model of communication. Communication skills are necessary both in personal and professional lives and it is important to learn and develop them. There are verbal, non-verbal and listening skills that have to be improved for communication to go well and some techniques that help are understanding body language, carefully choosing words, self-awareness, improving listening skills and learning emotional intelligence. 
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