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Introduction

Communication is a process of transmission of an idea or feeling so that the sender and receiver share the same level of understanding. There are already many models of communication that can make us understand how communication works and how this will help us. Throe the following discussions I will describe some of the models of communication that have contributed to my learning prosses. Also, how emails, business letters, case studies, and many others have impacted my learning and understanding of Effective communication. Moreover, the communication skills learn and my understanding of them, and how I can make use of them in my life will be explained forward.







1.1 Definition of Communication
 Is important whether is in family communication, or with friends but most important in business.
To begin an action be it a small act of initiating a conversation or launching a multi-million business project communication is the key to determining the result. To be able to sustain a project or keep a process going we need to give instructions and guides, but for all this to happen we need good coordination and cooperation between the ones involved, to achieve that how we communicate becomes important.
A barrier to communication is something that stops the communication from happening or makes communication less effective, which can be a poor explanation, incorrect language, poor structuring of the information use of jargon or technical language or slang. Can also be a lack of understanding.
All of this can cause an unpredictable work environment, poor communication causes a lack of predictability and stability in the workplace leading to a difficult environment for the employees to work in.
Low Morales with poor communication, employees can have harder time meeting expectations.



Written communication 
Written communication is exchanging messages, information, thoughts, concepts, and whatever is important for others to know.
Written communication is important, especially in business but also in organizations, and universities and that is because helps bring everyone on the same page and helps them achieve a common goal. 
A clear expression of an idea or a thought must include a good page organization, written grammatically correct, knowing exactly the type of message and to whom will that be sent.
Here we have 2 types of written communication 
Formal communication – which defines the type of person you are sending it to.
It can be to an Employer or a University, a Supervisor, a Manager, a CEO.
Informal communication – this type of communication we use when we send an email to a friend or family or a text message to your colleague, co-worker, or even your best friend.
 An overview of Communication models 
1.1- [bookmark: _Hlk99900350]Shannon-Weaver Model – The Shannon Weaver model was first proposed in the 1948 article “A Mathematical Theory of Communication” in the Bell System Technical Journal by Claude Shannon and Warren Weaver
Claude Shannon was a mathematician.
Warren Weaver was an electrical engineer.
Many believe that the theory of communication was developed by Claude Shannon and that Warren Weaver had only a minimum role in it.
The Shannon model of communication is the first to highlight the role of ‘noise in communication, which can disrupt or alter a message between sender and receiver.
The Shannon and Weaver model of communication is known as a mathematical theory of communication that is arguing that communication can be broken into 6 key concepts: sender, encoder, channel, noise, decoder, and receiver.
The later version of the theory of communication added a 7th concept which is (feedback) by Norbert Weiner.
The feedback comes when the receiver communicates his/hers understanding back to the sender telling them if they got the message clearly without the noise. Or how well they precepted the message. This is how they manage to avoid misunderstanding in the model of communication.[image: Diagram
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“The fundamental problem of communication is that of reproducing a message sent from one point, either exactly or approximately, to another point” (Shannon, 1948, p. 379).
 1.2 As per the case study, Maria, and Pedro- It was confusion between them, so Pedro miss understood Maria’s request. Shannon and Weaver’s model of communication explants it why, which is the missing feedback.
For example, one day I was at home and one of my co-workers had an issue with reporting the missing trains, so I call him and ask him to use the controller report, he said yes and that was it. The next day when I arrive at work, I was looking for it but I couldn’t find It because he use the coordinator report so when I ask him where was it he told me that he understood the controller report and didn’t confirm it with me so it was a miss of feedback. 


[bookmark: _Hlk99900941]1.3 Osgood-Schramm Model – In (Osgood, 1954) presented this theory as a theory of meaning. Then Schramm changed this meaning theory into a model which later become the Circular model of communication.
Osgood was an American Psychologist who developed the ‘connotative meaning’ of the concept known as semantic Differential.
This model is all about two ways of communication between the sender and receiver.
Also, Wilbur Schramm talked about this model in his book which is called The Process and Effect of Communication.
How Schramm’s model differentiates from Shannon and Weaver’s model
Schramm’s model has more practical usability than the other models. This is a Circular model and that makes it different from Shannon and Weaver’s which is a linear model.[image: Diagram

Description automatically generated]
1.4 Case study Maria and Pedro- Schramm’s model explains why Pedro didn’t understand Maria’s request. This again comes back to feedback. As if Pedro would give the feedback back to Maria everyone would have understood the purpose and it wouldn’t be any misunderstanding. For example, As I was written earlier about me and my co-worker Schramm’s model explains why he didn’t understand what I was saying because it wasn’t a two-way communication between us. He just said yes without confirming it and that’s when the misunderstood was made. 

[bookmark: _Hlk99903766]1.5 Berlo’s S.M.C.R Model – As we already know in 1948 Bell System Technical Journal published a communication cycle model which is the Shannon-Weaver model. So, (Berlo, 1960) expanded on this linear communication model and created the S.M.C.R Model of Communication.
S.M.C.R stand for 
S – sender 
M – message 
C – channel
R – receiver 
In actual life, communication is not by fur as smooth as described by Berlo’s linear model.
In this model of communication, the process might be either synchronous or asynchronous. For example, if the person receiving the message is in direct contact with the person that sent it this is called the synchronous channel.
So, Berlo’s model of communication presents communication in a simple version. 
Berlo’s model is as well like Shannon and Weaver a linear model of communication and is also doesn’t have any feedback interference or ‘noise’ can be after the message was sent and can be in a form of attitude such as Bored, not listening, or assuming things. 
So, the message between sender and receiver can become difficult to understand because of a language barrier. We can not just assume that the person we are speaking with just understood what we meant if we use some words that might not be understood by others, not everyone thinks or act in the same way as you do.


[image: Diagram
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1.6 Case study The Professor and the Village People – The professor’s house was on fire, and he went to the village to ask for help, but as he was a wise man and able to understand sophisticated words, he just assumes that the villagers can without think it true. So, when he went for help no one could understand what he was asking for that’s why he didn’t get any help. In such cases is not a brilliant idea to just assume someone else can know what you know and understand you the way people from your same education will. 
For example, in my workplace one day I had to call IT and the person I was assigned to talk to it was from Wales his accent was different, and in explaining to me what I have to do I couldn’t understand much because of his accent and the way he was talking confused me, he didn’t ask me if I understood what he told me and he just said that the problem is going to solve and he said if that’s all he will hang up. So, because of that I couldn’t solve the problem on my own and continue with the tasks I was supposed to do. 




Communication Skills 
Communication Skills are to be able to communicate effectively and share ideas and feelings with others effectively, to understand and be understood by others.
The communication skills can be spoken, written, typed, or even body language.
Skills that are useful and good to be known by us.
Verbal communication – Is any communication that uses words to share information and news with other people. Verbal communication skills are effective speaking and listening. Effective speaking is in the words you speak, the way you tell them, and how you reinforce them with non-verbal communication.
Case Study A Day with the Chief – As the Chief was very polite and professional, he tended to relax and no to think of all the advice that his colleagues had given him and started to act like they are friends and able to gossip about his place of work which was not the place. But because her attitude towards him was Friendly and warm that tent to mislead him from professional talk to a friendly conversation which wasn’t the case. So, we have to choose our words very carefully and adapt them to different types of conversations we might have.
Non-verbal communication- It can be personal appearances, the physical environment, and the objects that compose it, vocalics, paralanguage which includes pitch, timber, and rate. We can use non-verbal communication to emphasize our words. As an example, we can say yes to someone by nodding our heads. But also, nonverbal communication can contradict what we said.
Case study A Day with the Chief – At some point, Mark feels very comfortable with the Chief and starts loosening his tie, crossing his legs, and start talking with her like they know each other for their entire lives. Which was not appropriate for that meeting, that’s why the Chief decided that the meeting was over and told him that her secretary will show him out. 







Active listening- An active listener will always pay maximum attention to whoever is speaking. And because of that, they will gain very easily the respect of their co-workers for appreciation of their attention when they are speaking.
Empathy – Having Empathy means that we can understand human emotions we can also share them, and we can differentiate them accordingly. For example, if someone is upset or angry, we can make the difference between them and treat them accordingly. Also, when someone is feeling enthusiastic or positive understanding that can help us get support with our ideas and projects.
Case study Max the Multitasker- As per this one we already know Max’s mother’s problem and how he can’t afford someone to help him out with the tasks so he takes all on him, when Tamara calls him to change the date he was busy with other client and she could of just wait or call back but, as Busy as Max was still try to help her because he empathizes with her father problem so he tries to help her out when he specifically told her that he is very busy and can’t attend her at that very moment. When he didn’t comply with the arrangements, she forget about everything and throw it all back to him. She didn’t empathize with Mark’s situation even though he tries to help her out by giving her half price for the party arrangements even then she called him rude names and didn’t care what he was going thru at that moment. 
















[bookmark: _Hlk100597140]The Advantages and Disadvantages of Technology in communication
There are many advantages and disadvantages of the communication theory, that we can learn from them and put into use to our advantage. As we communicate more effectively, we will start to appear more similarities and differences in our behavior and speech. Also, being able to adapt to different communication styles allows us to learn new and important things about people, cultures, and lifestyles that can be very different from ours.
Advantages: Speed of the sending of information in and out of an organization. Improves organizational communication and helps in the creation of a shared information environment in an organization. Increases participation in the organization process. Employees who find it difficult to ask for advice and help face to face because they are shy can use tools like electronic mail or just a text message to get the advice and help, they need. Influences the way people interact in the organization.
Disadvantages: Poor substitute for face-to-face communication, this has resulted in increased the bad communication and relationship at work. This can also result in a big difficulty in training the employees, not everyone has the same speed at learning new things and that can lead to a job loss. Plus, that is very expensive to install a new communication technology system in a very big organization. Also, it can never be safe that information can be attacked by a hacker or virus and all the work data can be lost in less than a minute.



Conclusion 
In conclusion, the communication theory that we study is that we can improve our way of communicating with others no matter their background, financial status, or degree they have. We can understand other people’s emotions, communicate accordingly, empathize with other’s problems and be more understanding with the ones in need, we also, know how to adjust our tone or posture, even the way we talk to different kinds of individuals shows our capacity of change and understanding. 
In my opinion, communication is a gift that can be used for many, many good purposes, helping others and helping ourselves.
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In Osgood and Schramm’s model both parties in, for example, a
conversation fulfil the same functions (Schramm 1954).
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