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[bookmark: _Toc77934169]Introduction
Communication, as a dynamic process takes place around people all the time. Danaher(2019) explains that people spend 70% of their time receiving and sending messages. Derived from the word “communis”, communication means “to impart”, “to participate”, “to share”, or “to make common.” Therefore, the sense of sharing information from the encoder to the decoder facilitates communication. In any organisational setting, the effectiveness of communication enables the achievement of objectives based on set time and resources. To this effect, this report aims to demonstrate an understanding of the models of communication and communication skills. 
[bookmark: _Toc77934170]Models of Communication
[bookmark: _Toc77934171]Shannon and Weaver’s
The Shannon and Weaver Model of Communication is a mathematic communication that argues that effective human communication takes place based on six key concepts (Kubota 2019). They include, first, the sender, who is the bearer of information to be passed over. Secondly, it is the encoder, who is the transmitter. Thirdly, it is the channel, which is the instrument of passing the information. Fourthly, the noise exists within communication and distorts it. Fifthly, it is the decoder, which decodes a message from binary digits or waves back to a format that can be understood by the receiver, in case the communication takes place in digital devices (Gillespie & Schiffman2018). Even for physical communication, decoding may be needed to change information in different forms from written to spoken. Sixth, it is the receiver, who is the target audience for the information. It is the point where a person finally gets the message after accounting for noise. And lastly, it is the feedback, which Norbert Weiner added which is based on the criticism of the duo’s linear model of communication.  
[bookmark: _Toc77934172]Berlo’s
Berlo’s model of communication also outlines six stages through which communication takes place. The first stage is the communication source, which according to Shannon and Weaver, it is the sender. The second stage is the encoding of the message, which deals with the transmitter (Muyanga & Phiri 2020). The third stage is the message itself, which according to Berlo, it entails the actual information that the sender provides. The fourth stage is the delivery method of the message. For example, where devices are used, it may entail digital delivery methods such as the use of the telephone. Where traditional means are it may entail speaking the message through face-to-face communication. The fifth is decoding the message. At this stage, it involves changing information from one form to another depending on the medium. Digital encoding also entails changing from the binary forms into the firms that can be interpreted. For traditional forms, it entails changing from either written or spoken and vice versa. The last stage is the message receiver, who is the target audience. The difference between Shannon and Weaver is that for Berlo, there is no noise stage. 
[bookmark: _Toc77934173]Schramm’s
Schramm, on the other hand, presents the communication model as the process that takes place between a sender, whom the scholar refers to as a transmitter, and the receiver, who is the target audience for the message. However, Schramm notes that between the transmitter and the receiver, there is the message and the medium through which the message is transmitted. According to Llopis-Lorente et al. (2017), Schramm Communication Model provides an example of a classical approach through which communication takes place. It is therefore applicable in determining the way communication between two people works in the process of exchanging ideas, information, or attitudes. 
[bookmark: _Toc77934174]Verbal communication
Communication takes two major forms and one of the forms is verbal communication. This form of communication involves communication using words through the use of mouth and sound (Sutiyatno 2018). It is one of the effective ways of communication. However, it requires common grounds such as a common language that the receiver of the information can understand. This form of communication through the use of words and sound is best facilitated through face-to-face communication. Meanwhile, due to the development in technology, it is also done through teleconferencing, where people exchange information through speaking. In a well-coordinated environment, It applies Shannon and Weaver’s linear model of communication, but eliminates noise, as envisaged in the model of Berlo. Where it applies, the conversational approach, verbal communication can also take the model by Schramm, where there is only the sender and receiver as the main considerations. 
[bookmark: _Toc77934175]Non-verbal communication
The opposite is non-verbal communication and this form of communication involves communication without the use of words (Sutiyatno 2018). It  involves sending and receiving information through wordless messages. Therefore, non-verbal communication as the use of body language or gestures involves no sound, but the use of visual and understanding in the manner the sender of the message coordinates body and use of gestures. According to Bambaeeroo and Shokrpour(2017), non-verbal communication integrates with verbal communication, and the use of the two forms an effective way of communication. In this regard, non-verbal communication helps to create an individual’s image in others minds. It is also effective in expressing emotions and feelings that one is not able to express through words. However, Bambaeeroo and Shokrpour (2017) explain that for it to be effective, the audience needs to have common demographic characteristics with the sender of the information. This is because based on Shannon and Weaver linear model of communication, non-verbal communication is also affected by noise. 
[bookmark: _Toc77934176]Written communication
Written communication involves a type of message which makes use of written words. It is one of the most important types of communication, and its effectiveness is elaborate in business communication. According to Prabavathi and Nagasubramani (2018), the effectiveness of written communication is deliberated by aspects such as completeness. A complete written communication helps to achieve information wholesomeness. Other characteristics include clarity, correctness, conciseness, and courtesy. In this regard, there exist two major types of written communication, which are formal and informal. 
Formal communication is an official way through which the sender of a message makes it qualify such status. Formal communication usually applies in formal settings such as in business communication. It may include a wide use of official letters, business letters, notices, circulars, pamphlets, and reports. 
[bookmark: _Toc77934178]Informal
Informal communication can be defined as causal communication, which does not have an official channel of presenting information to the target audience (Younus & Akbar 2017). Its application involves the unofficial use of language or channels. It mostly applies within social settings, or where a business is involved, local communication between co-workers in the workplace. Thus, it is unofficial in nature, which is based on the informal, social relationships, which is formed outside the hierarchy of official communication. 
[bookmark: _Toc77934179]Examples of Poor communication in my workplace
As explained by Shannon and Weaver’s model, there exists a lot of communication challenges between the sender and the receiver. Such include the medium and noise. In this regard, the flow of information can be distorted to create poor communication. Poor communication occurs when a discrepancy exists between what is said and what is heard (Younus & Akbar 2017). This means that the person that is communicated to misinterprets the actual information. 
The first example of poor communication in my workplace occurred one day when I was on call with a customer placing an order through the phone; she was not clear of what she wanted and this resulted into poor communication and caused misunderstandings and the wrong item was ordered. Therefore, to improve this I could have reached out to the customer and apologised and asked her for the correct item and would have helped to build customer relationship. 
The second aspect of miscommunication arose when my boss called me to arrange merchandise stocking; however, during this I made a mistake of the date and ordered the items early; causing us to have too much stock for the shop and money wasted. 
[bookmark: _Toc77934180]How communication in my workplace could be improved
According to Stubbe 2017), miscommunication can costorganisation money and delay in achieving its objectives. Therefore, in my workplace, the following can be used to improve communication. 
To improve communication in my workplace is through training. Most of the time in the organisation, employees work in teams, and this involves a lot of communication. Therefore, training can play an important role first in making people understand and appreciate the communication basics as well as creating an environment where people can ask for help. 
[bookmark: _Toc77934183]Conclusion
To conclude, communication forms an important part of relaying information from one person to another. When communication is carried out well, it leads to good conversations and helps to build relationships . However, when not carried out well, it leads to information distortion, which may lead to poor decision making. In this report, three models of communication have been provided. Shannon and Weaver's model uses six-step and it shows a linear flow of information, which is not always the case. Comparatively, Berlo’s model of communication resembles that of Shannon and Weaver, but it does not have the noise step. For Schramm’s, the model identifies only the sender and receiver, with less emphasis on the channel or medium. In this regard, while considering poor communication, it emerges that it is caused by the sender, which leads to miscommunication or misinterpretation by the receiver. 
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