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Introduction
In this report I will be providing information regarding communication models, types and skills that we use on a daily basis, and also explain how important efficient communication can be.
Models of communications

Shannon - Weaver Mathematical Model 1949
Shannon and Weaver Mathematical Model consists of Information Source - Transmitter (Encoder) - Signal - Channel - Received Signal - Receiver (Decoder) - Destination (Message). Noise can interrupt and interfere with communication and change its efficiency. 

In Maria’s and Pedro’s case study, Shannon and Weaver’s mathematical model was used.
 
Pedro received a call from his wife to tell him to buy a chicken on the way home, now bear in mind that Pedro works in a construction site.

When Pedro finally came home, Maria asked him where the chicken was.

Maria also said: ‘’I told you to buy a chicken on the way home’’

Pedro replies with: I heard ‘’I will see you in the kitchen when you get home’’

Pedro obviously did not buy a chicken because he did not hear Maria because of the external noises in the construction site. 

We can see that the message was sent but noise interfered with the channel and misinterpreted it therefore, Pedro received a completely different message.
 


Berlo's Model Communication 
This model explains how communication is efficient when both parties are on the same level. If not, the message may not be received at all or be as effective. On the receiver’s part, a high skill of listening is needed.
The structure of this model is the Source - Message - Channel - Receiver (NO NOISE OR FEEDBACK).

Schramm’s Model of Communication 1954

In this model communication consists of a sender and receiver however, the difference is there is always ongoing feedback, so it makes it a circular model. Messages are being sent across over and over again. 
This model consists of a Transmitter - Receiver - 2x Message (Replies or feedback and no noise, this model needs both messengers to possess the same skill of communication and or vocabulary).


In our case study of The Professor and the Village Berlo’s and Schramm’s models of communication took place. 

It was because we can see that the professor was using a very advanced vocabulary in which the villagers could not understand.

This proves that the professor and the villagers do not possess the same level of communication.

Communication skills

Verbal and Non-Verbal Communication

For Verbal communication we use words, and we speak out loud. In most cases we also use expressions and body language to emphasise on your words and emotions.

On the other hand, regarding non-verbal, it is mostly about not saying anything and being inconsistent. Only facial expressions, body language and signals are used in this type of communication.

In verbal communication you need to make sure to speak nice and slow so people can understand what you are trying to say. Also try to use the words that mean exactly what the message is about.

Non-Verbal consists of silence, body language and appearance. Silence may mean that you are not engaging to speak for a variety of reasons.

Oral communication

Oral communication is a skill used for people to address their messages across other people either individually or in groups. It is mainly focused on the verbal side of communicating which means using other factors such as tone, expressions and body language makes your communication more efficient. It also makes your message easier to understand and not misinterpret it.

There are different types of uses of oral communication such as in between friends, family or work. 
(ALPHA KAPPA PSI, 2019)


Written communication

Written communication is one of the many ways of imparting between people in which case just ‘’writing’’ is used. There are many ways of written communication such as: Letters, Emails, Text messages, Blog posts, Reports, Proposals etc. 

The goal of written communication is for us to make our points and ideas understandable, so the message goes through the other side without any interference or misinterpretation. A huge factor of misinterpretation takes place when one of the two or more parties includes spelling mistakes in a message. 

Another thing about the types of written communication is that in every single one, there is always a structure. The structure consists of a Topic Sentence, which is the general idea of the paragraph, a Supporting Sentence which helps the main idea come into more depth and develop, and lastly a Concluding Sentence which is all about the closure of the paragraph and the information provided.

For a very effective written communication some qualities need to be followed. The most important ones are, being comprehensive and having accuracy. 

In our case study of ‘The Chief ’we can understand how verbal and non-verbal communication is being used.

Mark was nervous meeting the CEO of the company Mrs Brown, mainly because of some rumours that she might come across as the ‘Wicked Witch of the West’. Naturally for Mark, these rumours got him very stressed, and he did not know what to expect. 

He also heard about her rough way of communicating with people, her dismissing employees and that she never smiles.
When Mark finally met the CEO, he was very nervous and could not speak freely. Mrs Brown was actually very talk active and submissive to the conversation, she was also very approaching and ongoing. When Mark saw her smiling and actually caring about their conversation, he finally started feeling more relaxed and comfortable. 

Unfortunately, Mark’s mistake was that he got way too comfortable with Mrs Brown and started acting unprofessionally. He crossed his legs, loosened his tie and told her about his personal thoughts regarding what he thought about his supervisors failing to up their sales.

Because of Mark’s unprofessionalism and being too relaxed, Mrs Brown got frustrated told him ‘My secretary will show you out’ and dismissed him from the meeting.

The main problem was Mark being very unprofessional and disrespectful, this caused Mrs Brown to lose interest into the conversation and dismiss Mark. 

Active listening
 Active listening is yet another important skill to possess when it comes to communication, although often neglected. Being able to active listen is a completely different concept than just ‘’listening’’. Active listening works when someone is consciously trying to listen without letting any other interference or whatever is going on around them interrupt their listening, so they cannot lose their focus. 

Just listening means that in most situations when people talk to us, we only remember 25 – 50 percent of that information. For example, when you ask someone for directions you will most likely not remember everything, and you will wish that the most important and familiar information is included in that 25 – 50 percent window.

Empathetic listening
Empathetic listening is quite different from ‘’Active Listening’’ mainly because when you listen empathetically, you need to be more patient with the other person which takes your Active Listening skills to a whole new level. Being able to empathise with people’s predicaments and ‘’put yourself into their shoes’’ helps a lot, which also makes the communication more efficient between people we have work or family - friend relations. Try to understand the other person’s feelings and be considerate about their emotions. 


Another important rule to watch out for as an empathetic listener is try and keep the conversation non defensive, which means there is no need of asking questions, interrupting or arguing with what they have to say, or disputing facts. You can focus on facts or evidence regarding their situation once or after you are fully done with the conversation and have considered the speaker’s feelings.

MAX THE MULTITASKER CASE STUDY
In the ‘Max and the multitasker’ case study active and empathetic listening has been used. 

Because Max is a very busy person sometimes, he struggles to keep track of everything. In our case study a new customer named Tamara asked him to plan her father’s 50th anniversary party, and Max agreed with no hesitation, he also explained to Tamara that he is the one who takes care of everything, like phone calls, bookings, etc.

Tamara asked, ‘Why are you not hiring someone to help you’ and Max mentioned he cannot afford it. Tamara replies with, ‘I am sorry to hear’.

Tamara asked Max if she can bring the party closer by a week, and Max agreed, but forgot to write down the date on his calendar.

When Tamara and her parents arrived to the Plaza, they noticed that another party was in progress and got very upset.

Tamara called Max, he apologised for the inconvenience and the fact that he forgot to write down the correct date, Tamara just called him a bad name and hung up.

Barry and Communication Barriers

Barry is a 27-year-old restaurant manager. He is responsible of all his employees in which are in between the age of 16 – 55. For obvious reasons there are a lot of predicaments that take place in his workplace.

Besides having the age gap, there is also the points of a lot of these employees do not follow the food safety guidelines. There are many reasons for this such as the fact that most employees are from different cultures which means they have different ways of understanding and thinking.

Another big issue is the way Barry introduces himself to his employees. He came into work all dirty after fixing his car and also needing a haircut.

When it comes to the issue of different people and cultures Barry had the idea of putting big signs around the kitchen to remind his employees how to proceed in each task and or objective. 

Barry should have used a different approach regarding these issues. First, coming into work on time and presentable is a must. Putting up signs translated into different languages and pictures would help more.

The Advantages and Disadvantages of technology

Technology has revolutionised people’s/students’ lives in a couple of generations. The things that we can accomplish in just a couple of clicks is a major difference. The main advantages that we acquired thanks to technology are access to information, communication, social media, e-commerce, entertainment, address mapping, creation of employment etc.



Advantages

Some of these advantages have helped me along my education journey. One of them being Ease of access to information. Whenever I need information, it is one click away, which hands me massive help regarding my reports, presentations and classes. 

Easy and Fast Communication is another critical asset technology provided me with and it helps me a lot with retaining communication between my peers by using my phone. We have created several group chats and emails so communication could flow and support each other in group projects and presentations.

Remote Education
Thanks to phones and laptops I can easily access all the information I need from my class and proceed with my projects. If any predicaments do occur such as rail strikes, I can always attend class online which helps a lot. Whenever I cannot attend classes in person, I can always join using my phone or laptop.

Disadvantages

Just like advantages, there are disadvantages to technology as well. In my experience unfortunately I had people trying to invade my privacy, thankfully it has not happened. It made me feel scared of my personal life and financial status.

Security and Privacy
Technology can be used in many good ways, but others may use it for malicious reasons. People have tried to hack some of my accounts in the past and it has affected me dramatically. Feeling like someone is out there to get me for no reason and trying to destroy my privacy.

Lowers Socializing
Because of high use of technology, I have been getting too attached and dependent on it. That is mainly why I have been struggling with socializing and emotions of loneliness. To me personally, interacting with people is a critical asset. That is also why when I overused technology for my studies, I also became more socially anxious and was not as confident when trying to speak up.

CONCLUSION	
In conclusion for this report, we can understand that there are many ways of communicating which is very situational and adaptive. Being able to use each type of communication with the proper tone, expressions and body language is a critical factor of efficient communication. We also know how technology has changed our lives and how it helps us progress.
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