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Section 1-Introduction
Communication is the process of exchanging information between different parties. It is necessary for every sphere of life. A person continuously engages in different communication every day. Communication is important for daily life and businesses also and by using the proper medium, businesses and people exchange information with others.
This report will focus on the three models of communication studied in class and communication skills using Case Studies to illustrate their findings.
[bookmark: _Toc86164018]Section 2 - Models of communication
[bookmark: _Toc86164019]2.1 Shannon and Weaver communication model
The Shannon Weaver model was initially presented by Claude Shannon and Warren Weaver in their 1948 essay "A Mathematical Theory of Communication" in the Bell System Technical Journal. The model under examination, however, is the 1949 linear model. The Shannon Weaver communication model is regarded as the "mother of all models" of human communication. (Chris, 2019).
The Shannon Weaver communication model follows the principle of linear communication from the sender to the receiver.
[image: A diagram of the shannon-weaver model of communication. It shows a one-way loop of the five components of the theory (going from sender to encoder to channel to decoder to receiver and then back to sender). At the 'channel' step is an arrow showing noise can be inserted here. Between receiver and sender is a sign that reads 'feedback'.]


The sender could be a person or thing that has the information to be sent, and the sender chooses the way it will be transmitted. This could be verbal or nonverbal, spoken or written, etc.
An encoder (transmitter) is the equipment (telephone or computer) or a person who turns the understanding into a message that can be transmitted from sender to receiver.
The channel refers to the infrastructure or the medium that transports information from the sender (information source) and transmitted it to the decoder and receiver. It is also known as the communication channel.
Noise disrupts a message as it travels from the sender to the receiver. It gets its name from the idea that "noise" can interfere with our understanding of a message.
Receiver (Destination): This is where the individual receives the message, or what's left of it after the noise is eliminated.
The Shannon-Weaver model of 1949 lacked feedback. This was added after the fact. However, the model under consideration is the 1949 linear model.
When the recipient of a message reacts to the sender to finish the conversation, this is referred to as feedback.
The Shannon and Weaver communication model is the best model for explaining Pedro and Maria's circumstances.
As per the case study, Pedro was the receiver and Maria was the sender in the communication process who wanted a chicken. The mobile phone was the channel. However, the communication between Maria and Pedro was not successful because of the last factor of this model which is noise. 
[bookmark: _Toc86164020]Because Pedro was working on a building site where the noise was higher, he misunderstood the information provided by Maria. This model includes all the aspects from Pedro and Maria's case study. If the barrier of communication, which is noise, was not present, the transfer of information between Maria and Pedro would be successful.

  2.2 Schramm communication model
Wilber Schramm proposed the communication model in 1954.
Schramm’s communication model is based on a continuous circular flow of information between the sender and the receiver. The messages continuously flow within the parties involved in the communication. Coding and decoding are the two basic steps of efficient communication, according to Schramm's concept.
As per the case study, Pedro, and Maria both communicated properly, and the exchange of information among them was good. However, due to noise and lack of feedback, the decoding of the message by Pedro got wrong, which created the problem. As a result, Pedro misinterpreted chicken as a kitchen, which hampered the communication. Because the noise disrupted the communication process, Pedro might have avoided the misunderstanding by asking about Maria's demand again. Therefore, Maria did not get the chicken she had requested. To make the communication successful, the encoding and decoding process of the information should be ensured. As a result, miscommunication arises, which indicates a lack of communication skills and ineffectiveness of communication.
Although the communication between Pedro and Maria ended successfully, the encoding and decoding factor of the communication was not successful
[bookmark: _Toc86164021]When a sender sends information to a receiver, the recipient must understand it in the intended form for the sender and provide feedback or respond correctly. Any communication that does not generate a response from the sender is incomplete and, as a result, unsuccessful.

2.3 Berlo’s model of communication was developed in 1960.
Berlo’s communication model is also like other communication models but each of the components is affected by many factors in the communication. For example, the difference between the cultures, language, knowledge, social system, etc. of the parties involved in the communication can create a problem for the parties. (Businesstopia, 2018)
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To understand Berlo’s communication model, we can refer to The Professor and the Village People case study, where some aspects of these communication issues are analyzed below.
Communications skills: The professor, who, in this case, is the source, encoded a message using highly literal words: "The edifice is being consumed by a great conflagration!". The village people, who were the receivers, could not decode the meaning of the message transmitted because their communication skills were poor and so was their level of knowledge.
Social system: social factors such as location, values, and rules, among others, influence how messages are sent and received. The communication between the professor and the village people was not appropriate because the village people were largely uneducated and did manual jobs. That’s why they were unable to understand what the professor was saying in a literal viewpoint, and they did not help the professor.
[bookmark: _Hlk89088591][bookmark: _Toc86164023]Section 3 - Communication Skills
3.1 Verbal communication: spoken or oral.
[bookmark: _Hlk92025826]Verbal communication indicates the exchange of messages between two parties through words, voice, pitch, etc. It is the main communication form that is used in businesses and personal communication. Different factors are important for verbal communication such as message, words, channel, sender, and receiver. Verbal communication has different categories such as small group communication, interpersonal and intrapersonal communication, etc. (Quintanilla, 2020, p.20-60).
 According to the case study, MAX the MULTITASKER, Tamara was so angry, and she called him a rude name and hung up. So, here lack of communicational skills such as choice of words, translating ability, etc. hampered the communication.
[bookmark: _Hlk89088794]3.2 Written communication
We use a variety of textual communication methods: Reports, Memos, and Letters. The preceding might be informal or formal and intended for internal or external audiences. Once you've decided on the sort of message you want to convey, is to carefully arrange your message.
[bookmark: _Toc86164024][bookmark: _Hlk89088876]3.3 Nonverbal communication includes body language, posture, gestures, tones, and signals.

Nonverbal communication refers to the exchange of messages via signs, gestures, posture, and so on. A person can communicate without using words. When the parties exchanging information can see each other, they use this type of communication. When two people communicate face-to-face, they frequently use facial expressions, gestures, posture, tone of voice, blinking, eye contact, and other nonverbal cues to convey information. (Quintanilla, 2020, p.20-60).

However, according to the case study of “A Day with the Chief”.
Mark is a salesperson in London who meets executive Officer (CEO), Alana Brown in California. He had heard people saying that Mrs. Brown is the “Wicked Witch of the West” because of her rough way of speaking to people and her quickness at dismissing employees. When he met Mrs. Brown his mouth was dry, and he is trembling when entering the office because he was nervous and he understands that he will have a conversation with an executive officer who was described as a very rigorous person. Instead, he sees a small woman sitting behind a desk, smiling at him with friendly eyes. He nervously says that he had a good flight and waits for her to invite him to sit. She smiled and invited him to take a sit. She asks him questions about how he approaches his job and how he gets people to buy their products. Mrs. Brown leans forward, listens, and nods in agreement. Her professional verbal and non-verbal communication made Mark feel relaxed to answer her questions. But he made a big mistake by his wrong body language, he loses his tie and crossed his legs, and started talking about what he thought is wrong with his supervisor from London and what he is doing wrong. Mark’s body language denotes unprofessionally non-verbal communication. Mrs. Brown squinted her eyes which means she disagree with him and she felt disappointed by his verbal and non-verbal communication and she ended their conversation at this point.
Mark must be relaxed and calm when answering her questions but keep professional and correct body language.

[bookmark: _Toc86164025][bookmark: _Hlk89088945]3.4 Listening – Active Listening – Empathetic Listening
Listening indicates the action of a person when he or she actively catches the information and messages sent by others. If the transmitter and receiver of communication failed to communicate information effectively, the whole communication system would be hampered. Active listening is the process of translating the information properly and continuing to increase the effectiveness of listening. The process of communicating information between multiple parties is known as communication. Every aspect of existence necessitates communication. Every day, a person participates in several forms of communication.
Also, empathic listening implies questioning the speaker to understand the information properly. According to the case study, MAX the MULTITASKER, the event planner, had been talking to another client on the phone when he was asked by Tamara to change the date of the party, also, and he couldn’t afford to employ anyone to help him. When Tamara arrived at the place, she found that there was another party, and Max had not rescheduled the event as she requested. Tamara was so angry, she called him a rude name and hung up. This mistake could be avoided if Max could have active listening skills and managed his time and tasks properly. Communication is crucial in both everyday life and business. Businesses and individuals communicate with one another by utilizing the appropriate media.
[bookmark: _Toc86164032]Similarly, the case of Pedro and Maria happened to me one day at work at the bakery store where I was working. I received a phone order for 30 mince pie boxes. So, the placing of the orders is done the same way, by phone to the bakery factory office. I phoned the office and placed the order. On the phone, I notice there is a lot of background noise from the factory and working staff. On Christmas Eve morning, I was checking to see if I had received all my placed orders from the bakery. I was surprised to notice that my order for the customer with 30 boxes of minced pieces I had received only 13 boxes. To solve the problem, I had to call back the bakery factory and ask why I had received only 13 boxes of mince pies instead of 30. The person responsible for taking the orders did not ensure that he took the correct order. He could ask once again and confirm that he understood the correct number of mince pies. Another cause could be that because number 13 sounds like number 30, he incorrectly perceived the number or because of my pronunciation, as English is not my first language. In this scenario, the receiver of the message did not decode my message properly because of the noise or because of my lack of communication skills.

[bookmark: _Hlk89089036]                                                    Section 4 - Conclusion
To increase the effectiveness of communication, the sender and receiver should be skilled enough to transmit and decode the message properly. Using a suitable communication channel to prevent noise may also aid the parties incorrectly exchanging messages. Also, using a good communication medium to avoid noise can help the parties properly exchange messages. When the communication channel isn't working, it's easy to detect disparities in the manager's and staff's behavior. If the sender and receiver of the communication fail to exchange information properly, it will hamper the total communication system. So, the selection of an effective communication medium and development of communication skills should be ensured by the parties involved in the communication.
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