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Introduction
This report provides a discussion on the major models of communication discussed in class namely Shannon and Weaver, Schramm and Berlo’s models of communication. The report reflects on a case study with the aim of providing an example of good and poor communication skills, and to demonstrate how these theories have facilitated my understanding of what communication is and how it works.

























1.1- What does effective communication skills mean?
Communication is an integral and important facet of our daily lives. The skills to communicate are also very essential to all spheres of life to get our message across to others clearly and unambiguously (Devito J, 2007). Every day, people communicate with others in many ways such as verbally, written words and body language. Among the variables that impact our personal and professional lives, communication skills remain an especially important one. Communication is the act of sending, receiving, and interpreting information from one person, place, or group to another (Trenholm, 2008). Effective communication is measured by the depth of an individual’s communication skills. This implies that communication skills are fundamental to effective communication. 
“According to (Berger, 2008), communication skills are skills that facilitate an individual’s ability to share, receive and interpret messages. A person that possesses an effective communication skill can speak appropriately, articulate speech to suit the needs of an audience, as well as the ability to listen carefully and speak clearly in any situation.”
 It means communication skills help you to be able to understand and be understood by other people. This is part of not effectively limiting the explanations only of your ideas to other people so that they can listen carefully. a complete communication and when you communicate with someone they receive and give you feedback. 
Different forms of communication are appropriate in different situations. To make the best use of your communication skills, it is important to consider your audience and the most effective format to communicate with them in. For example, if you are communicating with a potential employer, it may be best to send a formal email as opposed to a text. In the workplace, you may find it is easier to communicate complex information in person or via a video conference than in a long, dense email. To better explain the process of communication, several models have been developed that elucidate the development process of communication and emphasize various parts of the communication process. Models of communication (West and Turner, 2007). These models are especially important because they allow us to understand the basic structure of communication not just verbally but also visually. Also, they identify the various elements that come together to form communication and serve as a blueprint to show how various parts of communication are interlinked.
The next section of this report presents an overview of communication models. Section 3 gives an example of poor communication in my workplace. Section 4 presents a narration on how to improve communication in my workplace. The last section concludes this report.




























2. Poor communication in my workplace.
 In my workplace the poor communication comes from the mix of different nationalities where most workers have English as a third language. As a supervisor, the difficulties I have had are the repetition of what I say to the people I supervise. An example of an incident because of poor communication in my workplace involves the sacking of a co-worker via email because he had been assigned the task of organizing some documents before the end of the week by the line manager. However, when asked about the task’s completion, my colleague replies that he has not finished as he had not been given a deadline, citing that he wanted to have the task completed by the weekend. Another poor communication in my workplace manager yelling at workers in front of others. Instead of firing a worker by email, it would be better to first talk face to face then make the necessary decision and on the other hand you cannot yell at the worker in front of the customers when you could call him in the office.
After researching on the website, I found many communication errors in the workplace stem from poor writing, imprecise language, or an unclear tone. An employee who does not have writing skills is improbable to be able to email or report to a customer or co-worker complaint. Writing skills are one of the poor communications. 
Lack of awareness of modern technology is another problem for an employee. They miss important messages and operate with an improper amount of information because they are uncomfortable with the work process itself. Example with this situation of COVID-19, that we are experiencing so far, many employees were forced to work from home and others stayed at home but always with contacts from the companies from the company's platform (updating).
Mismanagement of the company is sometimes due to the lack of hiring a good leader or to the lack of promotions available in the workplace. Managers hired from the other companies may not be prepared to deal with the needs of the current company. They may communicate with their team, leading to resentment and lack of communication, or back off too much, which leaves the team with an absence of leadership.
Solutions for Poor Communication in the Workplace 
As you know, poor communication in the workplace is only a symptom of a bigger problem. Now that you know some of the probable causes of communication missteps, think about workable solutions for each of these problems. These solutions are helpful for any workplace communication problems and will hopefully increase productivity, collaboration, and morale.
























3. Models of Communication There are 3 models of communication 
1- Shannon and Weaver Model of Communication 
2- Schramm Model of Communication 
3- Berlo's Model of Communication




















3- Shannon and Weaver Model of Communication (1948)

“Explanation of Shannon Weaver, the sender encodes the message and sends it to the receiver through a technological channel like telephone and telegraph. The sender converts the message into codes understandable to the machine. The message is sent in codes through a medium. The receiver has to decode the message before understanding it and interpreting it. The receptor machine can also act as a decoder in some cases. The channel can have noise and the receiver might not have the capacity to decode which might cause problems in communication process.”
 It means for Shannon Weaver, the sender records the message to sender media, sometime the media have noise and different noises, when decoder receives it. When the sender sends a message across to the media to the receiver the receiver provides feedback. Example of conversation between Paul and Maria.
 Paul works in construction, in his workplace has many noises of the machines when suddenly receives the call of Maria, she asked Pedro's, when he come back to buy her chicken. He realized that when he came home, he would meet her in the kitchen. when he arrived, he went straight to the kitchen when she was in the room waiting for the chicken. The noise did not facilitate the best perception between Maria and Paul.










3.1 -Schramm Communication Model (1954). 

“According to Schramm's model, encoding and decoding are the two essential processes of effective communication. It also emphasizes that communication is incomplete unless and until the sender receives feedback from the recipient. Imagine a person sharing their thoughts with their friend and the friend not responding to them. Is communication complete? 
Not. Schramm believed that communication is a two-way process between the first part and the second part. Schramm believed that an individual's knowledge, experience, and cultural background also play a role in communication. People from different cultures and religions tend to interpret the message in different ways. To conclude according to this communication model, when a sender passes information to the receiver, the receiver must interpret it as desired by the sender and give him feedback or respond accordingly. Any communication where the sender does not get feedback, the communication is not complete and therefore ineffective.”
 It means for Schramm communication model; effective communication must be two-way Sender and Receiver. The sender needs to communicate clearly to the receiver to be able to respond accordingly. In this model we talk about the boss and the manager. The boss called the manager on the phone to set up a meeting the following day at 8. He did not exactly confirm if it was 8 in the morning or 8 in the afternoon. The messenger called back to be able to better confirm the time of the meeting and the boss answered that it was 8 am. That is why according to this communication model when you communicate you will have to communicate very clearly so that the receiver receives a clear message to be able to answer better.












3.3- Berlo's Model of Communication (1960)

“Model has four components to describe the communication process. They are Sender, Message, Channel, and Receiver. Each of the component is affected by many factors. Sender is the source of the message or the person who originates the message. 
The person or source sends the message to the receiver. The following are the factors related to the sender and are also the same in the case of receiver.

 In classroom we discuss Berlo's' model of communication where we give an example of the teacher in the village. The teacher communicated with a language that impaired the perception of the local community. According to Berlo's communication model, for there to be excellent communication, the messenger must communicate in a clearer way so that the receiver receives it clearly. 
The similarity between Dvid Berlo and Shannon Weavers Model of communication in 1960, David Berlo developed four components to describe the communication process. They are sender, message, channel, and receiver. Each of the components is affected by many factors. model of communication from Shannon and Weaver Model of Communication (1949). He described factors affecting the individual components in communication, making communication more efficient. The model also focuses on encoding and decoding which happens before sender sends the message and before receiver receives the message, respectively. Berlo’s Model has four components to describe the communication process. They are sender, message, channel, and receiver. Each of the components is affected by many factors.










Conclusion & Recommendation

In conclusion, in this report I have talked in general about what effective communication skills mean and have given examples.
I talked about the lack of communication skills in my workplace, also showed examples of inadequate communication in my workplace, and gave a correct suggestion on what a leader's attitude should be.
After researching on the website, I found many communication errors in the workplace stem from poor writing and lack of awareness of modern technology also mismanagement of the company is sometimes due to the lack of hiring a good leader or to the lack of promotions available in the workplace.
Finally, an overview of the three communication models. according to the teacher's explanation of the three communication models where she gave examples of some case studies. Shannon and Weaver Communication Model talked about the channel can have noise and the receiver might not have the capacity to decode which might cause problems in communication process. When the sender sends a message across to the media to the receiver the receiver provides feedback on an example of a conversation between Paul and Maria. 
Also, we discussed Berlo's model of communication, where we had an example of the teacher in the village. The teacher communicated with a language that impaired the perception of the local community. It is important to use the language what they are understanding.
According to Berlo's communication model, for there to be excellent communication, the messenger must communicate in a clearer way so that the receiver receives it clearly.
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