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Introduction

Communication is the act of exchanging information between two or more people and it usually happens in many ways such as:  speaking and writing forms of a basic elements such as sender-message-receiver. Communication is very important not only in the world of work but also on daily basis for a basic reason of simply understanding, achieving productivity and maintaining a solid relationships whether it is at work or out of the work place. 
Noise can appear for the duration of the communication and can affect the message being received in different means, resulting in miscommunication. An example of barriers of noise could be: background noise along with social differences or improper body language.
The feedback from the individual acknowledges the sender that the message was understood by the recipient. The message received by the recipient and feedback received by the sender is a two way communication process. It is a clarification statement of the information received. It is important in cyclical communication to start with the sender and end with the sender as well.
Poor communication  between two individuals can potentially lead to misunderstanding and conflicts. To overcome potential barriers it is important to choose an suitable method to transmit the message in order for the recipient to understand what the other person is trying to convey. Furthermore, effective communication involves a feedback from the recipient and when there is no feedback then the communication becomes a one-way communication. 
If a highly qualified individual does not have good communication skills then their capability of being good at their job become irrelevant as it produces a negative impact in the organisation. 









1. Models of communication
1.1 Shannon and Weaver (1948/49)
The example of this model is a case study of Pedro and Maria. When Maria made a call to Pedro’s work placement at a building site and told him to buy chicken on the way back home, during the call Pedro misunderstood and instead of word “chicken” he heard “kitchen” because he heard background noise from the working building sites, this environment made his phone call incomplete. The barrier of this communication was noise which affected the message to  be not understood by Pedro. However, this could be easily avoided if Pedro could reduced the background noise by finding a quiet place to take his phone call and asking for clarification if he understood well.
Shannon and Weaver model consist of five elements and describes these model of communication as a linear model which is a one-way communication without receiving a feedback, therefore this suggest that this model process can be used more for interpersonal communication than a group communication as the feedback is not important in this linear model of communication. Shannon and Weaver also defines how the sender transmits the message to a receiver. Noise was added later which proved that is a cause of misunderstanding or mishearing the communication that is happening. 
There are six concept in the Shannon-Weaver theory. The physical noise makes the transmitting process have difficulties in regards to the message being passed on, it can be caused by certain busy or loud locations and even people themselves so if a sender does not find a more suitable and quiet place it will cause problems for the receiver due to the fact that it will effect the way they perceive the original messages and its meaning. 
According to Shannon-Weaver there are three levels of communication problems that could arise and those are: technical problems, sematic problems and effectiveness. The method that is used to send the message could affect how the recipient will receive the message. Sematic problems makes it difficult to understand the message because one word or sentence might have more than one meanings.
 The author, George Bernard Shaw wrote: “The greatest problem with communication           is the illusion that it has been accomplished.” (Shaw, 2011) “





1.2 Shramm (1954)

Shramm’s model of communication has its origins from the Shannon and Weaver model and he strongly believed that communication is a two-way process. When the message or information is received by the recipient, it is very important for the recipient to understand the message received by the sender, otherwise the message is useless as it does not contain the right information.
Shramms model is a circular model because Shramm considered that a communication without a feedback is unfinished thus ineffective and, he also believed that a one's knowledge, experience and cultural background is also plays a major part in communication. As a matter of fact, Shramms model is about the importance of the participants to be from the same or similar natural natural environment.
For example, a two way process of communication can be seen between two colleagues, they will both equally send and receive messages to each other to convey their ideas which clearly shows that when someone is getting the right feedback it increases their chances of understanding their messages.
The case study 2 Barry (2), shows that communication barriers can be things such as: foreign language, age and culture. Barry had to come up with a solution to manage his workforces with health and food safety training. Before that, there were many conflicts and a large frustration between individuals but he soon identified the challenges that he had to go through to overcome those barriers and to support his employees with following the steps of safety food handling methods. 








1.3 Berlo (1964)
Berlo’s SMCR
David Berlo developed the SENDER-MESSAGE-CHANNEL-RECEIVER (SMCR) model of communication from the Shannon and Weaver Model of Communication. Berlo’s SMCR model does not mention the feedback, noise problems or the barriers in communication. This model is a complex linear model that requires people to be on the identical level and Berlo’s model focuses on encoding which takes place before sending the message and then the decoding which happens before the receiver receive the message. Berol’s model has four components that describe the communication process and how each component is affected by numerous factors. 
Communication Skills 
The following factors that affect communication skills and the overall process are related to the sender and receiver. Once the sender has excellent communication abilities, the message will be communicated more clearly in comparison to how it would be expressed by someone who has poor communication skills; the sender and receiver must be on the same level of communication.
.Attitudes
In an instance, it is possible for an individual’s message to be greatly affected by a change in their emotional mindset as well as their environment, this will result in the message having a different meaning than what they intended, different attitudes can also impact the communication. For example, cultural difference can make messages more difficult to understand because each person has a different personality, manners, values and beliefs.
Knowledge 
Knowledge on the subject makes the message more useful. The social system affects the way how is the message communicated. An example of this model is The professor and The Village. When the professor woke up and saw his house on fire he rushed to the village for help but the language he used was different compared to the not educated village people and they did not understand him. Educational background was the difference between the professor and the village people and he should have used a more  simple language to get the village people to understand so he could get help from them.
Things that affect communication according to Barlo’s are culture, knowledge, social system, attitude and communication skills which exactly means that both of the communicators must be very similar to share the same factors above otherwise the communication will be  ineffective. 
2.Communication skills
having good communication skills are one of the most important and valuable skills to have for every situation that an individual can experience in their life, especially during any employment. Furthermore, it is required by any successful organisation to have a confident grasp on communication and collecting evidence over the phone, email or in person. Poor communication skills leads to a misunderstanding, confusion and conflicts. For this exact reason it is vital to improve communication skills because it will have a positive impact on productivity success. To learn how to work well with other people and to enhance communication skills is the way to success.
The case study “A day with a chief” is an example of unprofessional poor verbal communication skills from Mark, as he get more comfortable and begin to talk about his colleague negative performance at work, he crossed the line as he directly showed to the CEO that he can not be trusted and that he is not a team player. 
Non-verbal 
Non-verbal communication that is spoken via body language without using any sounds or words. Body language communication and facial expressions such as: eye contact or body position can allow us to translate the meaning of someone’s else’s behavioural non verbal communication messages. Through facial expressions and body language it is likely to recognise the moods of the person, whether that person is happy or thinking about something or upset without any spoken words which aids in assessing how to address them in the first place.
Verbal communication. 
Oral communication is when someone transmits feelings, thoughts or information using sounds of words that makes a meaning in communication, to a listener. (Blumer, 1969) said “We use verbal communication to define everything from ideas, emotions, thoughts, objects, and people.” 


Written Communication
 Formal communication that is used through sending documents, messages, statements utilizing appropriate range of phrases, sentences and paragraphs to deliver information in writing without grammatical mistakes. Most of the jobs requires the individual to have good  writing skills especially in business situations where it will helps with the enterprise goals, acknowledging obstacles and discussing solutions through clear professional written communication. For instance, when trying to promote a Business Plan it must be in good written and oral communication to be able to receive confirmation that it has been well communicated verbally or in writing. Without proper words and correct grammar other might understand the written message differently due to not seeing and hearing the other persons body language, facial expressions and tone of the voice. 
Active listening 
An active listening process whilst someone else is talking involves the person to be engaged in the conversation and it involves involves effort of active listening as well as full attention, in addition also giving that person a feedback and clarification through both verbal and non verbal signs. 
Sometimes people pretend to listen, especially when they are not interested in the topic, while listening they might do other things, such as watching something on their phones. This is an example of not an active listening. It is important to avoid any distraction also pay attention to what is the other person saying by engaging in conversation and giving feedback. 
Empathetic Listening
A part of active listening and paying attention to the other person speaking, is listening with empathy. In order to help, it is not just about hearing someone talking it is more than that. Listener shows clear understanding of the other individual emotions and encourages the other person to express themselves. The listener should show interest through verbal and non verbal communication. Empathetic listening build trust and mutual understanding by active listening and engaging in communication, which includes eye contact, questioning, showing that you care in non-judgmental manner. 
A few years ago I was working in hospital and  I happened to be sent to a ward where most of the patients were old people. There was a lovely and sad in that ward and I have asked her how she feels and she started to speak about how lonely she feels and that she wanted to go home, so I sat there with her while actively listening to her story and I tried to comfort her. I felt sorry for her and then she thanked to me for listening to her. 


4. Conclusion
In conclusion, communication skills including written, oral, listening and body language are necessary to develop and practise in order to communicate clearly and effectively and to also become more confident speakers. ‘Successful business managers are genius speakers.’ (Leonard, 2019) All forms of communication are important to a large extend because it helps with building trust and relationships whether personal or professional. (Rush, n.d.)
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