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3.INTRODUCTION
Frist of all, I would like to point out here the introduction about the three models, and the differences between them, and what is the communication and the different stages they are going through. The advantages and disadvantages that can be experienced.
Communication is as old as human civilization. Man used to communicate with his fellow beings by means of sounds, signals, gestures when there was no language developed. Minus communication, human society could not have been as it is today. It is communication which has transformed mankind into the most developed rational and prosperous group on the earth.
Communication is the activity of conveying information. The word communication has been derived from the Latin word ‘communis’, meaning to share. It basically involves a sender, a message and a receiver.
Communication is giving, receiving or exchanging ideas, data, information, signals or messages through appropriate media, enabling individuals or groups to persuade, to seek information, to give information or to express emotions.
Communication is usually a two-way process. It is not just giving information or signalling someone; it also involves the comprehension of the information or the signal by the receiver. When the act of giving information or sending message reaches the recipient and gets comprehended by him/her and the receiver sends feedback as desired by the sender, the process of communication is said to be complete. Communication, therefore, involves more than one person.
Communication is a continuous and dynamic process involving more than one person. It is a cyclic process denoting continuous flow of information. It essentially involves sender, message and receiver. The sender conceives ideas and encodes them into suitable medium (facts, figures, pictures), sends them through appropriate channel (email, phone, speech) to the recipient. The recipient decodes the message, understands it and encodes feedback and sends it to the sender.











4.MODELS OF COMMUNICATION
   4.1 Shannon and Weaver (1948/49)
Shannon and Weaver model of communication is a liner theory that was created in the year 1948. An article of “Mathematical theory of communication” was wrote by Shannon and Weaver in Bell System Technical Journal.
Shannon and Weaver were Americans, Shannon was mathematician while Weaver was a Scientist.
Their Mathematical theory later came to be known as Shannon and Weaver model of communication or "mother o all models” This model is more technological than other linear models.

Concepts in Shannon Weaver Model
Sender (Information source)– Sender is the person who makes the message, chooses the channel and sends the message.
Encoder(Transmitter) – Encoder is the sender who uses machine, which converts message into signals or binary data. It might also directly refer to the machine.
Channel -Channel is the medium used to send message.
Decoder (Receiver) – Decoder is the machine used to convert signals or binary data into message or the receiver who translates the message from signals.
Receiver ( Destination) – Receiver is the person who gets the message or the place where the message must reach. The receiver provides feedback according to the message.
Noise – Noise is the physical disturbances like environment, people, etc. Which does not let the message get to the receiver as what is sent. 
Example: 
In the case study ‘Maria and Pedro’ Maria asked Petro if he can get a chicken when he is coming home, but Pedro misunderstood the message because of the noise from building site distorted Maria’s message and Pedro heard ‘kitchen’ instead of ‘chicken’.
The time and situation.
They were thinking that it can be disturbances when the information source is at noise place, it will be difficult the decoder or the receiver the person who translates the message will not understand the whole message.
In this model (Shannon and Weaver 1948) there is no feedback.
It does not say about how any misunderstanding could be avoided, because it is a linear theory. 
Probably thinking of physical noise they tried to explain this by identifying
physical noise as the cause of mis-communication.Channel
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   4.2 Schramm (1954)
Schramm model of communication is proper a cyclical model of communication which pass  information or message and its feedback or acceptance in between a sender and receiver.
The Schramm model was influenced by the theories of another theorist Osgood, and that is why it is also called as Osgood and Schramm model of communication or Encode-Decode Model of Communication. Schramm’s Communication Model was first recommended in 1954, and it was based on the Shannon- Weaver model. Charles Osgood first planned it. He first argued that communication is a circular model fairly than a linear paradigm. W, Schramm, who noted Osgood’s words was later corrected this model. Schramm weight that communication is not complete until the sender receives input from the recipient.

How  is Schramm’s model different from Sh/W?
Shannon and Weaver model is a linear theory (one phase) between sender and receiver, and there is no feedback in this model, whereas Schramm’s model is from seder to receiver – back to sender.
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Feedback: Pedro could have called back Maria and asked her if she really meant ‘kitchen’.
This is the first communication model that is not a linear one. This model believes communication to be a two phase process whereas than a one phase, that is the reason making it a circular model.
4.3  Berlo (1964)
Berlo’s model is similar to the others, like Shannon an Weaver model, it is linear and without feedback. In this model explains what can cause the noise and the types they can be. (External noise or Internal noise) ‘A message with noise has been sent’ this noise disrupts the message and causes the receiver to only receive half of the message or not at all. In this case we can understand that, the way the sender send the message can effect the other side or (receiver), as well as the receiver. 
Example: External noise, like Shannon and Weaver’s model, ‘case study’ of Maria and Pedro, Pedro’s misunderstanding of Maria caused by background noise when they were talking on the phone.
Example: Internal noise might caused by differences between sender and receiver.
The message might not have the same effect as appropriate if the receiver and the sender are not similar.



· Communication skills:   Reading, listening, speaking
· Attitudes:                       Bored, not concentrating the conversation 
· Knowledge:                   Language, difficult words
· Social Systems:            Values, believes, religion, roles
· Culture:                         Culture Background of the sender or receiver

Case study example of knowledge
The Professor and the village people 
The Professor came to the village people to ask them help, because his house was on fire. The village people were not understood the Professor, because he was using hard words, and his house has been destroyed by the fire. They understood next day when he used simple words.
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8. COMMUNICATION SKILLS

8.1 Verbal-spoken and written, choice of words, tone and pitch
Verbal communication is two types spoken or oral and written.
‘What we speak is of course the message that we want to covey, so, knowing the right 
words to put across is always important’. (Albert Mehrabian)
‘It is not what you say, it is how you say it that counts’.( the old adage)
I first try to explain the oral communication. To be understood and to have a quality and effective communication, we have to show the audience friendly face and tone of voice is important. We have to speak simple language and we have to speak slowly and clearly. In order to show the other people that, what we are saying is truth, our words and the body language the audience are seeing has to be similar. We have to keep eye contact with the audience, to know how they feeling about the presentation, whether they are interesting or bored. At the end of the speech, we have to ask if they have questions, to measure that how they understand what we said.
8.2 Written
By writing a latter is two types formal and informal, writing to a friend or chatting them on the media communication we can use informal writing, but writing to University, company or a person that we do not know we have to use formal writing.
When we are writing a letter or an email, the subject line of communication is like the headline in a newspaper. It calls the readers attention to the communication and should also let them  know what it is about. The best subject lines will also tell the reader what needs to be done- and will let the reader arrange which emails to open first and which ones to ignore for later.
By writing an email all to consider is the subject and the message why we are writing to them. After greeting and some explanation about the background, we have to focus the topic and tell them why, and what caused to write this email.
By writing a latter, we have to write on the right top of the paper our address, city, date, and contact number or email, and the left hand top of the paper their address, city.
If we know the person we are writing to we start his/her name if we do not know them we start Dear Sir/Madam, and after that we state why we are writing this latter by going to the point. At the end of the latter we sign with the writers name, if we use someone’s name at the start, we end ‘Yours sincerely’
If we use ‘Dear Sir or Madam’ at the start we end ‘Yours faithfully’.



8.3 Non-verbal
Non-verbal or body language is a message that we are sending to someone, or it explains how we feeling about situation that we are in. (example) when we are in an interview. There are many ways that we can output our non-verbal messages.
Over half the messages that we are sending to others is non-verbal. This means that we receive more than half of what a person communicating through the subconscious messages they are sending with body language (according to Mehrabian, 2010, p, 26) 
Examples of body language include:
· Facial expressions 
· Gestures with their arms or hands
· Eye contact ( or lack thereof)
· Sweating 
· The way they are standing or sitting 
· Swallowing or coughing 
· Moving their hands or moving around faster

We can know someone’s situation, by looking at them even if they do not say a word. For example if the person looks down and their arms are closed.
The professionals can understand our situation, through our body language, when the body language and the speaking we are saying are not the same.















8.4 Listening

Listening is very important part of the communication. The ability to be a good listener is important in business and professional communication.
In order to be a good listener, we have to concentrate the conversation with open mind and avoid any interrupting and motivate them, by showing them that they get our undivided attention. 
When the person speaks we should not finish their words. We have also to reflect back what they said, and show them support. Also we have to show them we understood their feelings. 
According to Stengel, Dixon, and Allen (2003). The most basic principle in the consumer products industry is ‘listen to the customer’ without an intimate knowledge of everchanging trends and tastes.
The case study
Max was designer for weddings, birthdays, etc, and he was working alone. Tamara was his best client, he designed her wedding two years ago and she liked his design.
After two years she called Max to design her parents 50th  wedding anniversary. Tamara call back Max while he was busy with another client on the phone, to give him an update of her appointment, Max accepted the update. The appointment day Tamara did not get what she was asked Max to do for her, because on the update day Max was busy with another client, and he was not paid attention what Tamara words.

9. The Advantage and Disadvantage of 
        Communication Technology
9.1 Advantages:
· Speeds the sending of information
· Improves organizational communication
· Supports open discussions 
· Provides a voice to those who normally would not speak up in groups

9.2 Disadvantages
· Poor substitute for face-to-face (ftf) communication
· Difficulty training employees 
· Expensive 
· Not save 

10. Conclusion 
What I have learnt in this class I cannot mention them all here, but I summarize them. I have learned effective team working and communication. In the three models of communication I have learned where the technology communication started and who build it. Before this model I do not know were the technology communication started from. I also learned how effective team works, and how to solve a conflicts between in the team. The communication skills also give me more experience, about how to write a latter, and how important it is to equalize, speaking and the body language. It was also important and i have learnt, how I can be come a good listener. Therefor what I have learnt in this model I will use and practice in the present and in the future. It was help full. 
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