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INTRODUCTION
In this topic I am going to introduce the models of communications. We will talk about the importance of effective communication and teamwork skills. We will classify them into three categories making sure that they are self-explanatory as taught in class. The three models of communication that were taught in class are Linear, Interactive and Transactional. 
The word COMMUNICATION is defined as the “impairing or exchanging of information, this can be through speaking, writing or using some other medium.” in class, during the introduction of this topic, we used the concepts in Shanonn Weaver Model.  “Sender (information source)- sender is the person who makes the message, chooses the channel and send the message.  Encoder (Transmitter) is the sender who uses machine, which converts message into signals or binary data. It might also directly refer to the machine. Channel is the medium used to send message. Receiver is the person who gets the message or the place where the message must reach. The receiver provides feedback according to the message. “Shannon Weaver model of communication was created in 1948 when Claude Elwood Shannon wrote an article “A Mathematical Theory of Communication” in Bell System Technical Journal with Warren
Reasons why communication is an important skill is because it is a tool that one needs to express themselves and satisfies one’s needs. Using effective communication helps you be in touch with others and have an understanding relationship with others. Using this skill helps you understand others and to be understood. Communication can also be through verbal language. This is an exchange between a speaker and a conversational partner whose responses is required. Types of communication are, written, verbal, non-verbal and visual communication. 
Verbal communication- this indicates the elements of active listening for an information to be transmitted by speaking. Majority of the people tend to think of what to say rather than listening. Effective listening in verbal communication is very vital and important for a good communication. For example, in group presentations, interviews, study and many other. The main elements of a verbal communication are the voice, pronunciation, sign language, facial expressions and understanding. 
Using the case study called “A Day with the chief” this case study showed me that the CEO was not happy with how Mark conversed with her even though he was nervous at first, she did not like how he acted Infront of her and his way of communicating verbally with her. This changed her attitude towards him. Hence why verbal communication is not just about communicating verbally but also about how you act Infront of that person. 
Whereas the Non-verbal communication is the opposite of verbal communication. It is mainly based about the facial and body expressions. Easy presentation as well is one of the important elements in Nonverbal communication. This is because information can be easily presented through using audio visuals. One of the advantages of nonverbal communication is to help the illiterate people. For example, a doctor dealing with a patient’s parent, they can use hand gestures, moving around, touching specific areas without using any spoken or written word. 
The same case study is used in this section as well, Mark was nervous and stammering Infront of the CEO because he has heard how people described her. She was described as ‘wicked witch of the west” because of how rough and strict she communicates with others. She does not show any kind of facial expressions like smiling, doesn’t make eye contact and doesn’t like people starting up a conversation” as was stated in the case study. 
Written communication- this skill has its advantages and disadvantages. One of the advantages is that it is suitable for long distance communication, and it creates permanent record of evidence. For example, in hospitals, writing down documents encourages memorisations of the medicals and enhances understanding. The different examples of written communication we have is emails, books, blog posts, business letters, contracts, job descriptions and many others. Written communication is also one of the most important modes of communication. Clear written messages help build trust and teamwork in the workplace. It helps define goals, identifies any kind of problems caused to arrive at solutions. In other words, written communication is the process of conveying information that is exchanged between two people. 
Disadvantages of written communication can be misunderstandings. For example, writing down false information can cause a misunderstanding between the writer and the reader. The message might not be received as it was expected, and this can cause problems. Having lengthy messages in written communication can also be a disadvantage as this can cause time consuming and boredom. The person reading the message is most likely to get bored if the written communication is long. For example, when writing down personal statements for a job, it is better to write down what is meant for you instead of you writing down lengthy words that will cause you to waste your time. Another disadvantage can be irresponsibility. For example, in written communication, writing down medical records in a paper, can either go missing or misplaced. This often creates a problem between the patient and the doctors. 
Advantages of using technology can be easier and spreads communication faster and it is most effective. It has less wastage of time. For example, if a doctor wants to communicate with a patient urgently, he/she sends a text message or a voicemail to the patient by the means of technology. Hence why it is important in the health care setting. Technology communication has helped a lot of people learn new skills and understanding how different texts works and how to create a meaningful message. Anyone can communicate anywhere around the world by the means of technology. Technology communications spreads easier than using letters to converse with someone else. It is less time consuming. 
Disadvantages of using technology for communication can be harder to use for people of older age. Older generation mostly find it hard to keep up with the different kinds of technology. Communicating through technology also comes with a lot of problems in one’s life which can cause things like suicidal thoughts. This can also be cyber bullying. Cyber bullying and spreading false and negative information on the internet using technology can cause a lot of issues. It is not always reliable as it spreads false information about anything. For example, spreading false medications to other people can cause health effects. Not sure who you are communicating with, this means that a lot of people don’t know what they put themselves into and they end up receiving the false information. Communications using technology can be less personal. 
In this last question, I will use the case study called “The professor and the Village people” following that case study of the professor who lived in the village amongst ordinary people. He however lacked communication skills and did not know how to communicate with the people who lived at that village. As it was mentioned in class, I learnt that the villagers did not like his tone and attitude as to them he was “shouting 'this caused lack of understanding and forming a trust between the professor and the villagers. The consequences were negative for the professor. This shows you that sometimes communications can be the cause of destroying a relationship or building a relationship. 
By using this case study, I learnt that not everyone communicates the same way, and this can affect how one understands each other. Not everyone has the same intentions to communicate to another person. Lack of communication and understanding can also be because of cultural differences. Using the Berlo’s communication model which is like the others like Shannon and Weaver. The communication skills he used are reading, speaking, listening and language differences. In this case, there was language differences because the professor who lived in the village dd not try to understand the villagers. 
In conclusion, This Report about communication is about learning and gaining new skills. verbal communication for example is not just about communicating verbally with someone, but it always involves who and what you are conversing about. Always act professional when at work or anywhere. Making sure that people have good impressions of you. This also helped me practise my communication skills. In this report, it's also talking about how important communication is and the advantages and disadvantages of it. It also shows that without communication skills not many people would know how to understand each other. Technology also contributes to this report. It shows that by the means of using technology to communicate and spread information also has its advantages and disadvantages. 
By the help of case studies, this report also helped and enhanced more into depth about how important communication is in workplace and others. Talked about cultural differences and how communication helps build or destroys a relationship. 
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