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1. Introduction

1.1 What are communication skills?

Communication is a way to understand and express ourselves from one person to another. It is exchanging of words, sharing ideas, opinions, and receiving feedback between two or more people. In other words, it is the process of transferring ideas or thoughts to interact from one being to another.
There are many types of good communication skills.
· Listening- Being a good listener is conceivably the most ideal approach to be an ideal communicator. Nobody likes communicating with someone who thinks just about offering her idea and does not set aside the effort to tune in to the next individual. It will be tough to appreciate what you are being approached to do in case you are not a decent audience
· Confidence- It is important to be confident in your collaborations, among others. Demonstrating your confidence your colleagues that you believe in what you’re speaking and will follow through. Showing confidence can be as simple as making eye contact or using a stable but friendly character.
· Giving and receiving feedback- Strong correspondents are capable to receive analytical feedback and deliver a productive contribution to others. Feedback should answer questions, provide explanations or support to increase the scheme or topic at the indicator.

Effective communication has mutual barriers. The mutual barriers may appear at any stage within the communication course. Misleading and misunderstanding can be caused by difficulties in communication. If you did not deliver your message clear enough, there is a possibility of confusion and may result in time being wasted. 


1.2 Poor Communication

Some consequences will arise from poor communication. Poor communication within the workplace involves the absence of communication, improper messaging, lacking instructions, and a bunch of other problems connected to speaking, writing, and listening. There are collective models of poor workplace communications which will assist you to require steps to enhance your ability to remain on the identical page along with your executives, workers, and providers to avoid complications and increase efficiency.

1.3 Verbal Communication 

Verbal correspondence is a language that made verbal messages. It is successful correspondence incorporates the right clarifications of other verbal messages as significance is cocreated. It will improve your capacities to translate other messages. It is communication by words spoken and written.  


1.4	Non-Verbal Communication

Nonverbal communication is signified as a non-verbal interaction that incorporates every one of those approaches to inform without words. It is additionally a correspondence other than composed or communicated in language that makes importance for somebody.











2. Models of Communication

There are three models of communication which are Shannon and Weaver (1948), Schramm (1954), Berlo (1960).

2.1 Shannon and Weaver (1948)

In 1948, the Shannon model is individually proposed to acquire the applicable communication among the correspondent and receiver. “Noise” is one of the aspects that they discover which affects the communication process. 


Shannon and Weaver Model of Communication

	Sender 	Noise 	Recipient 
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Sender
This is the foundation of the communication or the individual creates the communication and directs to the recipient. There are different interaction abilities that directly affect the communication process, which is the capability to speak, compose, and to be attentive.
 
Encoder 
The encoding of a message is the invention of communication. It is an organization of coded implications, and an instruction to produce that, the sender musts know how the world is understandable to the participants of the audience.
Top of Form

Bottom of Form
Receiver 
Receiver is the person who is appointed to receive the message. 
Translating the writer’s message to both verbal and nonverbal with a small distortion as possible is a receiver’s task. The procedure for translating the message is thought of as decoding. Because words and nonverbal indications have distinctive implications for various people, uncountable problems can appear at this fact within the communication process.

Noise 
Through the channel, the messages are conveyed from encoder to decoder. Through this progression, the communications could even be confused or stuffed with objective sound like alarm ring, rumbling, and multitude sound. 
There are some examples of Shannon Weaver's works.
· A telephone conversation 
· Listening to the radio 
· A face to face discussion 
This model was referred to as the case study "Maria and Pedro". This case study is an example that discovered the aspects which affecting the communication process called ‘Noise”. Pedro heard something else from Maria because of the noise in his workplace. 


2.2 Schramm (1954)

In 1954 Wilbert Schramm proposed the model of communication. The message is round, and the sender and receiver of the message can be a similar person. A message is encoded and approved on to a similar person or an unusual person. It is up to the receiver to decrypt the message, understand it, and then instruct it again before transfer the message to a new receiver.



Schramm Communication Model

Message 






Encoder
Interpreter
Decoder

Decoder
Interpreter
Encoder







Message 






Source 
The source of the communication is the sender; the event who directed the message. The foundation has to be well-defined when directing the message and has to be capable of demonstrating why it is significant that the receiver reads it. This is why the source of a message has to make certain that the word he is requiring is convenient, significant, and precise. The achievement of the effort at communication will depend on the capability to transport through the information in a simple but well-defined way.

Recipient 
The recipient of a message is the single or company to whom the letter takes remained referred. Whether the recipient is capable to decode the message, it depends on several aspects. For example, how much does the individual identify about the subject of the message, but also how exposed are they for a message, and do they expect the source. The explanations of the receiver are influenced by traditional features, observations, awareness, manners, pieces of knowledge, and skills as well. Communication is effective when the receiver properly translates the message from the source. 


Message 
A message is described as evidence transferred by words like speech or writing and/or other marks and figures. A message is verbal or nonverbal, or both are the substance of the communication progression. The source takes the message to a receiver. A message can also contain non-verbal matters, such as performance, movements, body language, perceptiveness, physical interaction, effectiveness, and even objects.
Top of Form
Bottom of Form


Feedback and Organization
Feedback is the last section and one of the essential aspects of the procedure of communication. It is described as the reply certain by the receiver to the sender. The sender needs the response of the receiver instability to choose the efficiency of communication. Feedback can be negative or positive. They are not only made-up to understand the message, but they also obtain the message and respond to it. Feedback is the response from the receiver to the sender’s message. Feedback can be both verbal and non-verbal. Sometimes it’s a verbal answer, sometimes it’s just a complaint or a sign. Feedback is frequently conveyed in writing, an email for illustration.
Top of Form

2.3 Berlo (1960)

In 1960 Berlo established a model of communication. It symbolizes the procedure of interaction in its easiest arrangement. The acronym SMCR stands for Sender, Message, Channel, and Receiver. Berlo's SMCR Model of Communication defines the changed modules that structure a straightforward method of interaction. The changed factors within the version are manipulated through different aspects.


Berlo’s Communication Model
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Sender


The person who originates the message and the origin of the message is called the sender. The message is passed by the source or person to the recipient. 

Message 
This is the element that communicated and also is an element that is referred through the contributor to the recipient. It may be in the method of voice, audio, text, video, or other media. There are four features that can affect the word which are content, elements, treatment, structure and code.

Channel 
The standard used to conduct the meaning is called the channel. In form correspondence and different techniques of correspondence, specialized machines could be utilized as a station like a smartphone, web, and so forth. In any case, in general correspondence, the five faculties of a person are the channel for the correspondence stream, and it influences the productivity of the channel.


Receiver 
This is the person that builds up the importance coordinated through the technique. It thinks about that the reasoning showcase and all different variables referenced above ought to be in a state of harmony with the sender for the correspondence to be genuine. The message probably won't have a similar outcome as proposed if the beneficiary and sender are not related. Different perspectives are like that of the sender.



3. Examples of poor communication 

3.1 Example of poor communication in my workplace.

Based on my experience in my workplace, I am one of the representatives of the shop. I observed that several features can lead to a listener’s incapability to understand what a speaker means. An instance is now that we are coming back to work from quarantine and then I announced something about the new rules for the shop. When I finished speaking, I ask them if it’s clear to everybody, and all of them nod and said yes. I also asked them if they have any questions about the new rules, they replied that no questions and they clearly understand what it is all about. After the meeting, they left the office and whoever was on shift went back to work. I observed that they didn’t follow the new rules which I have said a while ago. It’s because maybe some words that I was saying were not familiar with them and they don’t understand because they of the language barrier as they are from Italy. Poor communication was applied because maybe they were shy to ask what the new rule mean. And if they weren’t shy, they could have just asked what’s the meaning of it and can be also simplified. In the case of Maria and Pedro, the confusion could have been avoided if there was feedback from the staff. Similarly, all the staff should ask a question about what it means or what the words mean and if they understand what I have said. This will avoid confusion and accidents. 

This example was based on my experienced and it was also the same in the assignment example which was presented in the class about Robinson and Robinson (1982) that can lead to a listener’s inability to understand what a speaker means or in other words is a misunderstanding. 
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3.2 Example of poor communication

In my workplace, a customer was ordering one oat latte while the barista was making a coffee. After the barista finished doing the latte, the customer complained about the coffee and asked which milk they used. The barista responds that the milk that she/ he used was hot whole milk. Because of the loud noise of the coffee machine, the barista misheard what the customer wants which is the oat latte, and instead, the barista hears hot latte. In the model of Shannon and Weaver, the barista did not hear properly what the customer said, and because of the loud noise coming from the coffee machine. It goes like this:

Customer: Can I have one “oat latte” (goes missing due to coffee machine disruption or noise)
Barista (feedback): here’s your hot latte. 

Here, 
Sender: customer 
Encoder: coffee machine company 
Channel: coffee machine 
Noise: missing message due to disruption.
Decoder: machine 
Receiver: worker 
 

The transmission mix-up was the noisy commotion of the espresso machine for this situation. The criticism tells the client that the message arrived at inadequate. The collector finds the opportunity to get the full message just and to see simply after his input.

4. Conclusion 

The main aim of these reports was communicating to pass information clearly and understandable so that other people will understand and will know about what you are talking about. Demonstrating and understanding of the three models of communication which are Shannon and weaver model of communication, Berlo’s model of communication, and Schramm model of communication. And to develop and improve student awareness of the range on the communication skills integral to success and achievement within the workplace.
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