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[bookmark: _Toc78822495]Introduction
Effective communication is something that is required for the success of an organisation or company and this also makes sure that every organisation is doing their best to keep their communication as clear and prudent as possible (Broadbent, 2013). For ensuring effective communication from theories and skills are needed to ensure that the communication process is appropriately done. One of the factors that play a major in the communication process is the way the communication is being done and there are some communication models Shanon and Weaver, Schramm and Berlo’s, SMCR communication model which will be discussed in this report. Along with this, the communication skills regarding verbal and nonverbal communication will be discussed upon in this report to clarify the models to support the skills of a communicator. Also, when it comes to listening, the importance of effective and empathetic listening will be addressed in this report as this is one of the most crucial parts of a communication process.


[bookmark: _Toc78822496]Section 2 – Communication Theories 
Communication model or theories are normally a factor that connects all the components of communication and make the process of communication is clear and more evident. Some communication models are going to be discussed in the latter part hereby:
[bookmark: _Toc78822497]Shannon and Weaver's Communication Model
The Shannon and weaver communication model is a communication model that can be said both linear and mathematical because all the components in this communication model are linear and mathematically it can be divided into six parts. The 6 steps of the model are firstly information source then the transmitter that is transmitting the message then the channel of the message by which the message is being delivered then the messages received by the receiver and then send to find the destination of the message. Another factor is the noise that is the interface important factor that needs to be addressed (Al-Fedaghi, 2012).
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[bookmark: _Toc78822532][bookmark: _Hlk75981379]Figure 1: Shannon & Weaver's Communication Model (Al-Fedaghi, 2012)
While looking at the example of Mario and Pedro the message send was not clear because of noise and noise is the factor that has made the communication process go backwards or fail. If the consideration of noise was in the competition process the communication would not have been mistakenly leaded towards the wrong side.
[bookmark: _Toc78822498]Schramms' Communication Model
In Schramms' Communication model the communication system is regarded as two-way communication and hair the factor that emphasizes the communication process is the personal expertise and the personal experience that the communicator and the receiver have from their ends. Here the sender and receiver both are in the communication system and both of them are working as the interpreter which is not that common in Shannon & Weaver's Communication Model (Schramm, 2012).
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[bookmark: _Toc78822533]Figure 2: Schramms' Communication Model (Schramm, 2012)
Looking at the case of the professor and the villagers, it is quite clear that the communication was two ways but was the communication properly provided as the field of expertise and the field of experience of the professor and the villagers were not aligned. When the villagers had the message of the professor which was with the vocabulary that the visitors do not understand and also the expertise of the processor was not acceptable for the villagers as well. But if the processor had considered the field of expertise and experience of the villagers and affected the massage in that were then the two-way communication would have been successful.
[bookmark: _Toc78822499]Berlo's SMCR model
Model is simply a linear model and this model suggested that the parties who are collaborating in a communication process must have the same level of intelligence and experience in the object. But this kind of model any kind of noise or barrier is ignored and the modern is mainly influenced by the skills knowledge or how the receiver and the communicator social the system or how their communication skills are (Luhmann, 2008).
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[bookmark: _Toc78822534]Figure 3: Berlo's SMCR Communication Model (Luhmann, 2008)
Considering the case of villages and professors the knowledge level of both the parties was not the same which leader did the villagers to misunderstand the understanding of the principles of a message leading to miscommunication. This is the reason why the villagers could not depict the meaning of the professor's message and they ultimately did not have the ability to send their feedback to the professor. 

[bookmark: _Toc78236038][bookmark: _Toc78822500]Section 3 - Communication Skills
[bookmark: _Toc78236039][bookmark: _Toc78822501]Verbal Communication
The function process is done using many communication skills which include many kinds of communication methods as well. One of the most useful communication processes is verbal communication and for effective verbal communication, there is a model named KEYS model. In this model, the case stands for know yourself and your attitude. Letter on stands for evaluating the professional context of the communication process and y stands for how your communication interaction is going on and the final step is which stands for a step back from the competition and evaluate the individual communication that has been done by you and evaluate if the message has been delivered successfully to the receiver or not (McQuail and Windahl, 2015). The occasion can be regarded as to which our nation or written verbal communication. The communication method can be used orally which means talking to someone in person which is more intimate and engaging for any listener. In this type of communication method, the listener is providing feedback instantly to the communicator which is one of the major reasons for oral communication being so impactful. Also, verbal communication has some limitations like ambiguity while speaking and not expressing the correct words properly while processing the sentences in mind. The other form is written communication in which the reality of the message and the words selected for expressing all the information is quite formal and hard to get. The reason why formal written communication is hard, whenever written communication is done the document is saved or it is a permanent communication that can be stored and also the company have to follow many rules and mention the objective of the communication clearly in the written form to avoid any kind of ambiguity. The tonality in communication is very important as there will be no facial expression or body posture to support the argument of the communicator but only me your words and the formality of the writing to convince the receiver to respond positively (DeVito, 2019). So, verbal communication needs to e more straightforward and easier to understand to the receiver to make the communication process clearer and vivid to them and this will ensure the proper aspect of the communication method. Verbal communication is more likely to make be done in oral communication for any important decision or contact and written communication when the matter is formal and more complicated to discuss orally. 
[bookmark: _Toc78236040][bookmark: _Toc78822502]Non-Verbal Communication
On the other hand, there is nonverbal communication which is also very important whenever it comes to an effective communication process. Verbal communication is important to convey the message to the receiver but when it comes to non-verbal communication it continuously supports the message of verbal communication provided by the communicated to the receiver and supports the arguments of fact with more body gestures and postures for facial expressions. Kinesics is recognised as a word meaning body movement. It means any movement of the body and the use of body language to express the message of a person (Butterfield, 2012). The way a person is moving the body or providing facial expression to their message is a very strong way to make the receiver make more interested in the speech of the communicator and make them understand the expression experience of the message through this kind of body language and facial expressions. The examples can be smiling or providing head knots or using their hands and moving their posture of the body to make their statement bold are remarkable to the receiver.
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[bookmark: _Toc78822535]Figure 4: Proxemics Distance (Hinde and Hinde, 2006)
And this helped listener to understand the emotions of the communication as well and affect the message more if the message than before to ensure the message is received correctly. Another factor that needs to be considered while nonverbal communication is taking place in the space you provide to the receiver. Edward Hall is a person who has spoken about the space required in communication methods and how this is required in communication with others. There are four stages of the face which the first step is that the distance of the communicator should be 0-50 centimetres. This is known as intimate space and it is applicable when you are talking or communicating with the person you are very close with, for example, they can be family members relatives or close friends. In the next age, it is personal space which is 0.5 centimetres to 1 meter. This type of space is regarded as the workplace or the friends are called which are acquainted with you but they are not too close to enter the intimate space (Hinde and Hinde, 2006). The next one is social space which is from 1 to 4 m and this kind of space is required to be kept when a person is communicating with a group of people or there are collaboratively exchanging information with more than their known ones who are friends, colleagues or family. In the last episode, public space is more than 4 metres or 4 metres and this type of space is required when a public communication is going on like communication between a radio speaker and the audience are the television representatives and the audience that are watching the communication through television. Space and physical appearance are very important when the communication process is going on.
[bookmark: _Toc78236041][bookmark: _Toc78822503]Listening in Communication
When it comes to the communication process there are two parties which are the communicator and receiver. So, to make communication more effective and successful in the first place both of the parties have to play their role properly which are communicating and listening. Listening is a major part when it comes to a communication process to be successful because if the communicator is providing all the information properly but the listener is not listening to the information with active listening then the communication method is not properly amplified. There are two kinds of listening which are active listening and emphatic listening. Active listening is when the listener is listening to the message provided by the communicator with eager interest and the listener is showing interest by some steps like nodding head or smiling at the message or providing some facial expression to make the communicator understand that the listener is listening to the message (Cauldwell, 2013). At the same pace, the listener has to provide attention to the message to depict the message and then provide feedback to the communicator. This makes communication more prudent and successful as well. Also, another factor that is important in any communication method is empathetic listening. Empathetic listening means when the listener is showing empathy to the message provided by the communicator and the listener is expressing their empathy with their facial expression or any kind of body movement like nodding or smiling or being paranoid. All these kinds of factors play a great role in listening. SOLER method is used for the listening process and it makes the listening process more prudent. The s in hair stands for sit properly with proper posture and attention. O stands for an open poster that the listener has to carry. L stands for leaning where the listener has to lean towards communicated to make them understand that they are listening to the message more carefully and attentively. E stands for eye contact which is a must when the communicator is providing their message because I contact makes things easier to understand. Last but not least our stands for a relaxed mood or atmosphere in the listener have to be relaxed to listen to the message carefully provided by the communicator.


[bookmark: _Toc78236042][bookmark: _Toc78822504]Conclusion
The models Shanon and Weaver, Schramm and Berlo's SMCR have been appropriately developed and interpreted throughout this report. The report then proceeded on to examine several forms of communication, such as verbal and non-verbal, and indeed the importance of listening in the process of communication to determine the influence on good communications including both sides.
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