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1. INTRODUCTION
In this assignment, I am going to talk about the different theories of communications as well as the different models. We are going to address how effective communication can be vital for the dissemination of information, and the success of organisations and what can happen when information is not properly received or understood.
Firstly, I am going to define communication and try to differentiate between the various models of communications, notably the models discussed during class, using diagrams to explain the different communication theories. I will be analysing the limitations of each model and the various elements that make them unique.
I will be talking about the importance of effective communication in the workplace, and the methods of communication available, using my workplace as a focal point. Here, I will try to establish what model of communication is used between management and employees.

2. COMMUNICATION
Communication can be defined as the giving, getting or trading thoughts, information, data, signals or messages through proper media, allowing people to convince, look for information, to give information or to communicate feelings.
Communication is traditionally a two-way process. It is not just passing a message or beckoning on someone. It involves understanding of the information or the ability to process the message by the recipient.
At the point when the mode of passing information or conveying message gets to the receiver, it is then understood by the receiver in his own capacity, and his input as wanted by the sender is sent. The procedure of correspondence is said to be completed. The act of communication must always include more than one person, and it is a constantly changing process between those involved. Communication is a circular process depicting a steady passage of information. This process typically comprises a sender, message and receiver. The sender formulates a concept and encodes them into a proper medium (could be a video, audio or written form), sends them through a suitable method of delivery (email, phone, speech) to the receiver. The receiver decodes the message, comprehends it and responds with his own understanding of what was received back to the sender. The process continues in a back and forth continuous flow as shown in the figure below. [image: Process Communication]
                                                                                                                      (Tutorialspoint, 2020)
                                                      
2.1Importance of Communication.
The importance of communication can not be overemphasized. The world would be unhabitable without the possibility to communicate, everyone have a way of communication, including animals.
Communication is a natural process and brings about a balance and understanding between people. A lack of communication can be disastrous especially when it is not clear or misunderstood. It is a process of transferring knowledge or instruction from one individual to another. The goal of the whole process of communication is to understand the contents of the information been passed from the originator to the receiver with expected feedback because whatever the information a person wants to pass across, it is expected for them to assume the recipient clearly understands what the message is. 
In any corporation, communication aids the circulation of information which creates understanding between different people and departments through different media using all the channels and networks. This progression of data is crucial for administrative viability and dynamics, especially for those at the helm of affairs of the corporation specifically, as they must be in contact with the chiefs of different divisions, representatives, labourers and worker's guild heads. 
Correspondence along these lines comprehends individuals better expelling misconception and making lucidity of considerations and articulation. It additionally instructs individuals. The correspondence might be composed or oral, formal, casual, and upward, descending, even, relational, emotional, interdepartmental, intra-authoritative. Communication fosters unity and is integral for the success of any organisation because it is the bane of decision making. 
2.2 Importance  of effective Communication in the work Place
 Effective communication in the workplace is vital because it brings about productivity, which ultimately reflects on the business’s success. It fosters relationship within the employees of a company and with those they transact business. When employees communicate effectively, it builds their commitment and the general adequacy of the group.
Then again, when groups are unable to engage and communicate adequately, the outcomes are adverse to the business. It can be said that quite a lot of business inadequacies are because of poor correspondence. This setbacks in business demonstrate exactly how necessary correspondence is to work preparing and why more accentuation ought to be put on clear directions and discussions to keep failures from occurring inside the working environment. (Zambas, 2020)
3. 3.THEORIES OF COMMUNICATION
3.1 Shannon and Weaver Model
The Shannon and Weaver Model of communication is considered the foundation of communication theories. It was conceptualised in 1948, Claude Shannon who was an American mathematician, and Warren Weaver a scientist both of them came together to write an article in "Bell System Technical Journal" called "A Mathematical Theory of Communication" which was also known as "Shannon-Weaver model of communication".
This model is specifically intended to build up the viable correspondence between the originator and the recipient. Likewise, they discovered factors which influenced the correspondence procedure called "noise". This model was initially created to improve Technical areas of communication, but it was later generally applied in the field of communication. This model shows how messages are sent and received and how they can become distorted by noise in a linear fashion.
There are various concepts in this model which includes the information source, transmitter (encoder), channel, receiver (decoder), destination and noise. 
The information source or the sender sends a message in whatever mode he chooses, could be written or verbal, which is encoded by the transmitter and sent as a signal through an appropriate channel (medium). The received signal is then decoded just like the way the transmitted signal is encoded, and the recipient is able to get the message, but during the course of sending a message from a sender to a receiver, noise can interrupt the message, thereby making the original message to be distorted or causing a misunderstanding of the message. Noise is anything which distorts the originally intended message from reaching the receiver as planned by the sender. It could be a misspelling in a written message or an actual noise in a busy place during a phone conversation.

[image: ]
  

The above diagram illustrates the flow of communication based on the Shannon-Weaver Model as a linear fashion. This model was criticised because it gave no room for feedback whereby the sender plays an active role and the receiver a passive role. This model is limited when it comes to group communication, and it was argued that human communication could not be described as mathematical.
3.2 Berlo’s SMCR Model of Communication
Berlo’s SMCR model of communication exhibits the simplest for of communication. Which has source (Sender), message, channel and receiver. With the sender encoding the message and the receiver decoding the message.
This model is content specific, where the sender must have good communication skills, the right attitude, be knowledgeable on whatever topic he is going to be talking about, have  same values and belief which make up the social system and culture as the receiver.
The communication procedure may be synchronous or asynchronous. If the recipient is in straightforward contact with the sender, this is referred to as a synchronous channel or process, and a situation where they are not in direct contact with each other, it is called an asynchronous communication method.
The limitation of the asynchronous communication method is that feedback on the communication process is not immediately available. So corrections cannot be made if there is a need for it. (Janse, 2018)


[image: ]


3.3 Schramm’s  Model of Communication
The Schramm Communication Model is a circular communication model, whereby the sender and receiver both encode and decode messages continually. This model contains the three elements of simple communication, which are the source, the recipient and a message. Both the source and the recipient do take turns in encoding and decoding messages which shows a free flow of communication between two people engaging in a conversation or transferring knowledge between themselves.
The response from the receiver shows whether he is knowledgeable in the area or topic of discussion, and the response he gives is called the feedback which is essential for the sender to gauge how his message was received.[image: ]

3.4 Laswell’s communication Model

Lasswell's communication model was created by Harold D. Lasswell. This model is quite similar to The Shannon Weaver model of communication, in as much as it is a Linear fashion, the difference being that it deals with communication on a larger scale,  unlike the Shannon -Weaver model which deals with a two-person communication style.
Various elements are critically looked at in this model, such as the Communicator, message, medium, receiver and the effect. So basically, it translates to who says what in which channel, to whom and with what effects. The effect here is the feedback, so when messages are sent out, effects are desired just like with the media. (Novak 2019)
[image: lasswell communication model]




3.5 My Justification
Looking at the models of Communication, I would want to draw an inference on the similarities and relationship between the Shannon-Weaver, the Berlo and the Laswell’s model of Communication. In as much as the three models are all in a Linear fashion and conspicuously do not give room for feedback to make it a loop, although the Laswell’s model creates room for an effect which I concluded to be same as feedback from the audience.
The Shannon Weaver Model has categorically described noise as anything that distorts the message, this could be actual noise like background noise or a misunderstanding or misinterpretation by the receiver of the message, but since there is no condition for feedback due to the one-way direction of flow of the message to the receiver and possibility for feedback, I would say this could be detrimental and send a different signal.
The Schramm model of Communication depicts a circular fashion of Communication, and this represents a continuous flow of Communication where both the sender and the receiver both encode and decode messages as they come.
4. Effective Communication in my workplace
I would say in my workplace, the mode of Communication is quite effective because various models of Communication are used regularly to communicate to employees. The Schramm’s model of circular Communication been the most effective amongst team members since it is a continuous process of encoding and decoding both from sender to receiver.
With the top management, I would say Lasswell’s model is commonly used since emails or communique are sent, and the tasks get done, which I saw as the effect. 
In workplaces, disputes are resolved, queries are given, and responses are required for each scenario, employees need to know the workplace methods of Communication since this enables teamwork and brings about productivity in the workplace. The model of communication used in my work can be seen from the Lasswell’s  model of communication which deals with mass communication, but with managers and employees, a face to face can be more effective and this can be shown further with Berlo’s model of communication where the source and the receiver has to have same communication skill, attitude, knowledge, social system and culture.

Who                                Says What                       In Which Channel            To Whom         With what Effect                                      Task Carried Out
Employees
Email
Task
Management




Communicator         Message                           Medium                     Reciever                         Effect



5. Conclusion
In conclusion, the various communication models and their elements have been looked out, with communication being define and the importance of effective communication in the workplace can not be overemphasised. It is quite important that the skill of communication needs to be studied and perfected or else, a message not properly encoded is in itself a distortion even before it travels to the receiver through whatever medium it is sent.
Communication, especially in the workplace, needs to create room for feedback since this is the way employees can express themselves and be heard by the top management who would then take their concerns on board.
Finally, communication always requires a sender, who encodes a message and sends it through whatever channel to a receiver who then tries to decode the message while looking to give an appropriate feedback to the sender.
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