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Abstract 

This report is focuses on the model of communication and communication skills to explain how important the human communication process is. Additionally, the advantages and disadvantages This report also involves collecting data from different books, newspaper, article, Encyclopaedias, library, catalogue, internet, etc.
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1.Introduction 

Communication is a social process, combined with numerous ways in which human beings stay connected with other. The messages are shared environment could be oral, written, non-verbal, Visual then these could also be laws, customs, practise, the barriers such as: noise, language, cultural difference, lack of eye contact, physical and psychological which could affect messages and the consequences that may arise from poor communication, etc (Narula,2006).




















2.Models of communication 
2.1 Shannon and Weaver (1948/49)
As suggested by Al-Fedagui (2012) said: This method is particularly created to enhance the effective communication between sender and receiver, in addition they find concerns which can affect the communication process called “noise “the model deals with various concepts such as information source, transmitter, noise, channel, message, receiver, channel, information destination, encode and decode.

Examples of poor communication 

1.Case study Maria and Pedro.
The story is about one day Maria phoned Pedro who is her husband, then ask him to bring her a chicken, he replied “ok” then that day he was working in the building site, when he got home. Pedro took off his coat and went into the kitchen and call his wife who was in the sitting room, then Maria said ‘Where is the kitchen’ he replied to what’ kitchen ‘I understood that when I get home you will wait for me in the kitchen.
A sender sending a message through an encoder which is decoder at the other end to make sense to the receiver noise could distort the message as Pedro hears kitchen instead of chicken.

2. Workplace
Where I work sometimes there is a loud  background noise, when my collects need to communicate with me , I cannot understand them very well ,so we have a meeting and talk about the situation with my boss and him gave a solutions like: buy quite-select and purchase low noise tools and machinery, place a barrier between the noise source and the employee, reduce vibration where possible, maintain tools and equipment routinely, among other options (Green and Antony ,2015).










2.2 Schramm (1954)
As a suggested by Blythe (2009) said: The Schramm model views communication as a method that takes place between a sender (transmitter) and a receiver: there will be also a message, then a medium through which the message will transmitted. Although the receiver could be capable of providing feedback on the message to make sure, that it accepted and comprehended, noise and interference will damage both the ability of the message.
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Example of caste study 
1.Professor from the village.
During the class the lecturer gave to us, a case study then describe about one day a professor from the village was full sleep and then when him woke up his house was on fire, he felt frustrated then immediately asked for help to his neighbours since he was speaking and using formal words, as a result none of them understood, and they thought everything was in order. Then his house ends up burning whole. 

2.Workplace 
One day at work, I started to talk about the importance of communication as a teamwork and how important role plays the empathy, then I asked my colleague who is younger than me if he knew the types of communication or any author in general of which he replied that he did not know  and never studied about this subject, as a consequence  we could not have a conversation about this particularly topic




3.3 Berol’s (1964)
 According to Bowman and Targowoski (1987): The model is dividing into four parts which impacted by distinct factors. The sender and receiver must have sort of understanding in the order for the information to be delivered as clearly as possible.in this effective communication skills are essential. Additionally important are other elements such as: culture, education and attitude.in certain cultures everything that would be impolite, may be perfectly reasonable in others. We can see a lack of feedback.

Example of caste study 

1.A day with the chief.
As a reward for being the top salesman for his computer manufacturing company in London, Mark is rewarded by a free trip to the company’s head office in California to meet the Chief Executive Officer Alana Brown. All the people describe her a serious and strict woman He arrives in California was going to the company’s offices, where he is met by Mrs. Brown’s secretary, who takes him in to see her. Mark’s mouth is dry, and he is trembling as he enters the large office and start to engage a conversation with her.


2.Workplace
All the mornings in my workplace, before the service my manager make a short briefing of which he explains to all the assigned task and who will cover each section also how many customers that day after that will have, he does not ask us any questions only tell us what to do every day.










3.Communication skills 
3.1 verbal communication: is a type of oral communication to express our views, information where the message is transmitted by the speaking words. The spoken part usually involves communicating to someone face to face (Jakobson,1972).

3.2 Non-verbal: is the transmission of messages or signals trough a nonverbal platform such as eye contact, facial expression, gestures, postures, and the distance between two individuals. (Manusov,2016)

3.3 Written communication: is any form of communication which is written and documented from the sender to the receiver such as: letters, memos, research papers, reports, etc. (Prabavathi and Nagasubramani,2018)
3.4Listening 
3.5Active listening: is the ability to concentrate absolutely on a speaker, understand their message, identify the information, then respond precisely. (Jahromi et al,2016)
3.6Empathetic listening: is a type of listening that utilizes a combination of active listening skills, a reflection of feelings and a questioning technique combined with the interpersonal ability of empathy to understand someone better intellectually and emotionally (Rekhi 2022).
  
Case study 
Max was an event organizer who worked from home since he had a lot of experience and he worked alone. One day he organized the wedding of a client named Tamara and everyone was happy with the results, Tamara wanted Max to plan her parents’ 50th Wedding anniversary. Max agreed, even though he was so busy that he found himself doing the jobs as receptionist by answering the phones, taking bookings, etc. Two weeks after, Maria was calling him and waiting with her parents then Max replied he forgot about the event because he did not write in his schedule, finally he apologized about what happened.

examples of non-active listening
· An inappropriate posture: such as slouching, leaning back, constantly shifting posture, etc. People who are paying attention tend to lean slightly towards the speaker.
· Lack of eye contact to the speaker: Listeners who are engaged with the speakers tend to give eye contact. Deficiency of eye contact you could not be able to connect with people (Rusadze and Chikovani,2018).
Non- empathetic listening
· Responding in inappropriate ways: someone with low empathy do not talk serious about what happened to the other person and ignore how you feel.
· Difficulty maintain relationship: it will be difficult to connect with others because they can act in helpful ways consequently the relation will be end. (Bobinski,2016).

4.The advantages and disadvantages of communication technology 
4.1 advantages:
· Improves organizational communication: in an organization communication technology contributes to the creation of a shared data system. Details about the company is organized in one single spot so that everyone can access it as required. additionally reduce the staff will be able to contact with the management using technology as electronic mail.

· Speed of sending information: technology tools such electronic mail and text messaging systems, speed up the transfer of information within and outside of the group. Since all the data will be access from one central unit date base, in addition, the money can be saved because it much quicker to move information around.


· Increase participation: the employee will be assigned and specific task to complete and the manager may keep an eye on everything from a distance. All the participants will be engaged since their work is being created simple by easy communication.


4.2 Disadvantages

· Virus and hacking: Since information has been centralized under one database, it is exposed to public with wrong intention within the organization. Also, information can be attacked by a hacker, or a virus and all data will be lost in a minute. Can cause a chaos and disturb out daily lives.

· Expensive: installing a new telecommunication smart technology system in a very big company can be highly costly. Considerer a company with more than one hundred workers and they want them to access the information from a central location.

· Poor substitute for face-to-face communication: Employees have less time to talk each other and get to know one other better since they communicate through computers, as a result into enhanced bad connection at work. (Paramitasari and Ambarwati,2018)













Conclusion

In this class session, I acquiree knew knowledge and understand the communication its important to express oneself, grow as a student, in the personal life communication skills can plane your way and build a good relationship with others by helping you to understand others and to be understood.
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