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INTRODUCTION

Communication skills in communication is the ability to convey and share ideas, thoughts and emotions to one another using verbal and non-verbal signals in the most effective manner. These include the medium, location and even our cultural situations. Developing great communication skills is very important and it can help us in all aspect of our lives, professionally, personally and socially. In addition, the different perspective on the theory of Berlo, Shannon-weaver and Schramm that gives us an easy understanding and help us to prepare which model of effective communication in workplace and other areas of our life is discussed and has taken into account in this essay.



COMMUNICATION

One of the most important skills in life is perhaps having the ability to COMMUNICATE EFFECTIVELY. It is an act of conveying a message or an information between individuals, one place or group to another, it is often practice in several combination, it can be verbal, written, visual, and non-verbal (2011-2020, 2020). Communication is also defined as sharing of imagination, ideas, behaviours, impression and thoughts. (entrepreneur and handbook, 2020). Every communication involves SENDER, MESSAGE, RECEIVER, also known as the three basic elements of communication (flight literacy, 2020).

SENDER or also known as the source in communication, or we can also call it speaker and encoder. Their effectiveness depends on their ability to select and use meaningful language to convey them to their listeners and readers. 

MESSAGE on the other hand are the thoughts, ideas, sentences and speeches that are conveyed to the receiver, and each portion will become important when combined in those units to communicate effectively.  

RECIEVER is to whom the message is directed, it is listener, decoder or reader. We can see from the reaction of the receivers the success of effective communication when they react with understanding or when they change their mood according to the meaning of the message (ibid).

The two major types of communication, VERBAL and NON-VERBAL communication.


VERBAL COMMUNICATION

Verbal communication is the use of sound or words to express yourself, it can therefore be spoken and written. It is a type of communication that uses words to share information with others, that means we rely on verbal communication to exchange message to each other. However, we often mistaken the idea of spoken communication, we have to consider that written communication is also a verbal communication. Therefore, it is a verbal component of the desired words in communication and how they are heard and understood (2011-2020, 2020). Although, there are some complex issues that creates problem on understanding some cultural background, may it be the way it was spoken or the way it was interpreted, (Cross and Smalldridge, 2011) there are strategies like courses and trainings that can create impact to cultural background on communication skills. Moreover, one of few many problems that prevent an individual to communicate effectively is language barriers, it is the usual verbal communication barrier that leads to misinterpretation and misunderstanding between individuals. However, there are two major forms of verbal communication, they are ORAL or WRITTEN that can be an advantage or disadvantage on an individual.

ORAL communication is the interaction between individuals that uses words and include speaking and listening. Oral communication is an effective skill that an employee requires to be successful in their career, it is an important aspect in a workplace, therefore, an effective communication has taken place when we listen with understanding and we are able to achieved and expressed our ideas and points of view (Crosling and Ward, 2002). However, there are some disadvantages that can occur through oral communication such as quick transmission of a message that the receivers may misunderstand some part of it or due to a poor and faulty presentation that can confuse the audience (Pravathi and Ngasubramani, 2018)

WRITTEN communication is the type of communication that uses paper letters, traditional pen, documents, text, email and anything that is communicate through written symbols such as language. Professional ability is strongly connected with communication proficiency that is why a well-written communication skill are essential for professionals and students (Mascle, 2013).  It will let you identify problems and get the proper solution and therefore helps to define  your goals. However, there are some disadvantages on written communication, it is time consuming as the reply is not immediate and lack of flexibility as you cannot change some writing documents easily at any time (ibid).

NON-VERBAL COMMUNICATION

Non-verbal communication is a type of communication without the use of spoken language, it is also an unspoken understanding that can affect any meeting between people (the balance careers, 2020). Therefore, non-verbal communication is when the recipient understands the message of the sender even when there is no use of words. Apart from body language and facial expression, visual can also be a good way to characterise any information, like architects that represents their interest and designs by using different colours and textures of their choice, or how a person dressed and choose their hairstyle to transfer information about their mood, intentions and maybe what they are feeling (entrepreneur handbook, 2020). However, most of the expert in communication are convinced that non-verbal communication is interpersonal, our faces reveals emotions and telegraph what really matters, facial expression and eye contact are two properties of non-verbal communication and considered as a dominant tool in delivering message (Zeki, 2009).

EYE CONTACT can be the source of concentration and motivation in communication, it gives a better understanding on a person’s character. In addition, eye contact is an important communication tool and it is effective when used in social situation because through eye contact, we can define a person’s ideas and judgement (ibid). 

FACIAL EXPRESSION is when our face communicates throughout some interactions and conveys various messages, the facial movements shows our emotions and communicate the degree of contentment, agreement and approval (de vito, 2020). Body language covers most of these objectives and helps in relaying the goals of communication and most of the meanings and message of our emotions are given through facial expressions.




THREE MODELS OF COMMUNICATION


BERLO’S MODEL

Berlo’s model of communication considers the emotional characteristics of the message, it operates on SMCR model and each model defines the different elements that process the simple method of communication (communication theory, 2020).

In the SMCR model:

S- SOURCE

The source is also called as the sender, it is where the message came from, he will be the one to convey the message to the receiver.

And will be transferred with the help of:

· COMMUNICATION SKILLS

To be effective and to create an impact to the listeners, a speaker must have an excellent communication skill, he must know how to use and speak proper sentences and most importantly how to pronounce each word to deliver it clearly to the recipient.

· ATTITUDE

A person must be a good speaker, one must have the right attitude towards the listeners and the subject as it can affect and change the meaning of the message.

· KNOWLEDGE

It is not really about the degree or educational qualification but the precision and transparency of the information and subject that the speaker wants to convey to his listeners.

· SOCIAL SYSTEM

A good speaker must have a good understanding in communicating about religion, values, laws and knowledge of society to relay the meaning of the message.




· CULTURE

It refers to the cultural background of either the speaker or the listener.




M- MESSAGE

The process creating a message also known as ENCODING, it is when thoughts are put into words, a MESSAGE is formed.


· CONTENT

It has to be a carefully chosen words by the speaker, it has to be accurate and clear to hit the listeners with an immediate impact.

· ELEMENT

Are the basic of non-verbal like hand and body movements, gestures or facial expressions that adds fundamentals to the message.

· TREATMENT

To convey the message in the most accurate form, one must know the significance of it, he must know how to present it in the most precise way.

· STRUCTURE

The message has to be structured properly to send the message exactly on how it was carefully arranged.

· CODE

The accuracy of our emotions or the form in which the message is sent. It can be form of language, video and gestures for the receivers to decode the intended information. 

C- CHANNEL

It is the medium used to transfer information and as if speaking about in general communication, it is the five human senses that helps us communicate to each other. They are Hearing, Seeing, Touching, Smelling and Tasting.

R- RECEIVER

It is also refers as decoding, it is the person who received the message and respond accordingly to the best of his understanding.







SHANNON-WEAVER MODEL

It is typical of what are usually referred to as transmission model commonly used at the technical level. Looking through the typical forms of communication, face-to-face interaction is becoming less, it is then telecommunication technology is inspired by Shannon-Weaver diagram (Al-Fedaghi, 2012). It is a transmission model that consist of five elements, the SENDER who creates a message, the ENCODER who converts and transmit the message into signal, a CHANNEL  to which signal is converted for transmission, a DECODER is to convert the signal or waves into message and the RECEIVER is where the decoded message arrives c However, there is the sixth element that is considered as dysfunctional factor which is the NOISE, it is the interference on the processed of transferring information travelling along channel that can affect and distract the communication flow (oxford reference, 2020).






SCHRAMM MODEL

The principle of Schramm model is the main factors of communication. Encoding is about putting words from the thought and plays a very important role on initiating a process of communication. It is about the flow of communication between two individuals. It is the principle of a sender receiving a feedback from the recipient and as if this is practiced otherwise, the communication is incomplete and thus ineffective. However, the MESSAGE stands in the middle, this model believes that individual’s knowledge, experience and cultural background, and diverse culture plays an important role in communication because they tend to be misinterpreted or misunderstood. 
Ideally, this model of communication wants to emphasize that when a sender transfers the information to the receiver, the sender’s message must be understood and interpreted exactly on how he wants the receiver to get it and receive an appropriate feedback (managementstudyguide,2020).


MY PERSONAL COMMUNICATION WORKPLACE EXPERIENCE

One of the few many problem that prevent an individual to communicate effectively is the language barriers, as with my experience in my current job, working and dealing with people from different culture and country in the same environment is very challenging as I face the problem of language barriers every day. Accent and the tone of voice often take us to miscommunication and frustrations that’s affects our work and productivity. Therefore, if I should find a solution about this problem and not to let these barriers influence my job and my relationship to my workmates negatively, applying the theory of Schramm model in communication will be effective for my case. Because based on the principle of the theory, this could be just between two or group of people and the message can go directly to the intended recipient without any confusions and therefore you get a clear message. Additionally, it is physical interactions as you get the immediate feedback upon conversation and can give your side of clear explanation if your intended message is misinterpreted.


CONCLUSION

Each individual has their own way to express some sort of communication skill inside them. To be an effective speaker one must know how to relay ideas with clarity and concisely. Communication skill will always be a part of our everyday living and will continue to evolve and advance in time to come, as what we have learned, gained and applied to our everyday living on the theories of Berlo, Shannon-Weaver and Schramm, on how each of the model of communication gave us the wholesome understanding of the components and relationship of communication process. The skills in communication from verbal and non-verbal and even our gestures or the way we talk and listen are very personal to one another, it helps to understand different ideas through our communication skills that helps us communicate better to one another.
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TO GOD BE THE GLORY



