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1. Introduction:
I'll use this opportunity to improve my communication skills. The process of communicating information from one location, person, or group to another is known as communication. Every communication has a sender, a message, and a recipient. Although this looks to be a simple task, communication is a challenging issue. Message transmission from source to destination can be influenced by several things. Our emotions, cultural background, communication medium, and even our geographical location all have a role. Due to the challenges, organisations all over the world place high importance on great communication skills: accurate, effective, and clear communication is extremely difficult.
Communication, for example, consists of three parts: the sender, the message, and the recipient. The message, which is typically a combination of words and nonverbal cues, is 'encoded' by the sender. It is sent in some way (such as speech or text), and the recipient 'decodes' it. Of course, there may be several recipients, and each could get a slightly different message due to the complexity of communication. Two people may interpret the same words and/or body language completely differently. It's also conceivable that none of them understands all the sender says. The responsibilities of sender and recipient are not distinct in face-to-face communication. The two parts will be played by two people conversing. Both sides communicate, although in subtle ways like as eye contact (or lack thereof) and general body language. The sender and recipient are more distinct in written communication.
2.1 Models of Communication:
In addition to my latest studies, I will discuss briefly the three communication models of Shannon and Weaver (1948), Schramm (1954), and Berlo (1960), as well as why they are vital and valuable to the infrastructure of the meaning of these models.

2.2. Shannon and Weaver Model of communication (1948):
Shannon, an American mathematician, and electronic engineer, and Weaver, an American physicist, published "A Mathematical Theory of Communication," often known as the "Shannon-Weaver model of communication," in the "Bell System Technical Journal" in 1948. This concept was created to improve sender-to-receiver communication. They also discover "Noise"-related components that impair communication. Initially, the strategy was designed to aid with technical communication. It was then widely used in the sphere of communication. The model considers several parameters, including information source, transmitter, noise, channel, message, receiver, channel, information destination, encode, and decode. As seen in the infrastructure diagram below,[image: ]
Sender (Information Source): The intended message is selected by the communication's originator or information source.

Encoder (Transmitter): The message is transformed into signals by the transmitter.

Channel: The Shannon Weaver model continues with the 'channel.' The infrastructure that carries information from the sender and transmitter to the decoder and receiver is referred to as the communication channel. The ‘medium' is another name for this.

Noise: Messages are sent via a channel from the encoder to decoder. Physical noise, such as horn noises, thunder, and crowd noise, may distract or affect messages during this approach, or encoded signals may distract the channel during the transmission process, breaking the communication flow, or the recipient may not get the right message.

Decoder: A signal's reception and conversion into a message. Encoding in reverse.

Receiver (Destination): The recipient of a communication from the sender.

As illustrated, the sender's messages are converted into signals like waves or binary data, which are then compressed and sent through cables or satellites. In a telephone, for example, the voice is converted into wave impulses that are sent over cables. The receiver turns the binary data or wave into a message that the recipient finds pleasant and intelligible. Otherwise, the recipient may not get the right message, jeopardising the sender-receiver relationship. Based on the deciphered message, the recipient reacts to the sender. When noise distracts the message, the flow of communication between sender and recipient is hindered. The word only relates to external disruptions that interfere with communications or signals from other sources. For example, if any  network difficulties obstructing or redirecting mobile phone communication. In addition to my project, I plan to learn more about the Schramm model (1954).

2.2 Schramm’s Model of communication (1954):
The Shannon-Weaver model was criticised because it assumed that communication was always linear. Wilbur Schram (1954) thought that it was critical to examine the influence of communications. Communication, according to Schramm's paradigm, is a process between an encoder and a decoder. Most significantly, this strategy takes into account how individuals understand the message. Schramm contended that a person's history, experience, and skill all influence  interpretation. Furthermore, Schramm held that communications were sent via a medium. Additionally, the decoder will be able to send feedback on the message to indicate that it was received. He emphasised that communication is incomplete until the recipient responds. According to Schramm's paradigm, efficient communication requires encoding and decoding. Any communication that does not include decoding or feedback is either ineffective or incomplete. First and foremost, please take a moment to relax. I'll also discuss the Berlo SMCR Communication Model's use (1960).

2.3 Berlo SMCR Model of communication (1960):
In 1960, David K. Berlo created the SMCR communication paradigm. SMCR is an acronym that stands for the sender, message, channel, and receiver. Berlo's paradigm describes a variety of features of communication. He believes that every communication has three key components: the speaker, the subject, and the listener. According to him, the meaning of each communication is determined by the listener. Berlo found elements that impacted the commencement or originator of the communication. To begin, communication skills refer to the capacity to talk and write. Second, an attitude refers to an individual's point of view, which the listener may modify. The third aspect to consider is if the source is knowledgeable enough about a certain issue to be successful. Fourth, social systems contain the source's values, points of view, and views, which may impact the message.

3. Communication Skills:
How to properly communicate is one of the most important life skills to master. The sharing of information to increase comprehension is characterised as communication. It can be done vocally (via verbal exchanges), verbally (through written media such as books, websites, and magazines), visually (by graphs, charts, and maps), or nonverbally (body language, gestures, pitch of voice, and tone). All these types of communication are required Soft Skills for a prosperous job.

The Importance of Communication Skills is that having outstanding communication skills benefits all aspects of life - from professional to personal and everything in between. All business transactions are built on communication. You learn more effectively and quickly when you have a good communication ability. How to properly communicate is one of the most important life skills to master. The sharing of information to increase comprehension is characterised as communication. It can be done vocally (via verbal exchanges), verbally (through written media such as books, websites, and magazines), visually (by graphs, charts, and maps), or nonverbally (body language, gestures, pitch of voice, and tone). All these types of communication are required Soft Skills for a prosperous job.

The Importance of Communication Skills is that having outstanding communication skills benefits all aspects of life - from professional to personal and everything in between. All business transactions are built on communication. You learn more effectively and quickly when you have good communication abilities.

3.1. Verbal Communication:
Verbal communication is all about what we say, which is a crucial means of conveying our message. Verbal communication can be used in both written and spoken forms, however, this study focused mostly on spoken communication. The words we choose may have a great influence on whether people understand what we're saying. Consider conversing with a tiny child or someone who does not speak our language effectively. Under these circumstances, you must regularly use simple language, short words, and confirm your knowledge. It's not like having a conversation with an old friend you've known for years and may not even need to finish your sentences with. Similarly, a conversation with a friend is very different from a professional conversation, and the terminology you use while conversing with a colleague may be vastly more technical. 
Reflection and clarification are both common verbal communication tactics used to verify that what you have heard and understood is what was expected. Reflection is the process of paraphrasing and restating what the other person has just stated to ensure that you understand. Clarification is the process of finding additional knowledge to supplement your understanding, such as by asking questions.

3.2. Non-Verbal:
Nonverbal communication is a method of conveying meaning that does not include the use of written or spoken words. Nonverbal communication is defined as any interaction between two or more people that involves the use of facial expressions, hand motions, body language, postures, and gestures. Nonverbal communication, as opposed to verbal communication, helps to build, and maintain interpersonal bonds, whereas verbal communication just helps to transmit external events. Nonverbals are used to express emotions and interpersonal attitudes, as well as to perform rituals such as greetings and to display one's individuality.

Nonverbal communication, such as gestures and facial expressions, enriches verbal communication and improves interpersonal interaction. It enhances what is spoken vocally, such as when individuals nod to accept or move their hands to help. Nonverbal communication helps to bridge the communication gap by allowing communicators to express their emotional states. It also governs communication flow; for example, an individual may use signals to indicate that he has completed speaking or that he intends to talk. Nonverbals can sometimes impede successful communication since the recipient does not comprehend what the sender is trying to express and may misinterpret it.

3.3. Listening:
Listening is defined as the capacity to effectively hear and comprehend a message throughout the communication process. Listening is indeed the foundation of all types of good communication. Messages are frequently misinterpreted when the ability to adequately listen to them is lacking. Communication goes down, and the person presenting the information may get upset or frustrated. Listening is not the same as hearing. Hearing just refers to the noises that people normally hear, whereas listening includes more than simply hearing. It demands us to concentrate, paying attention not just to the tale but also to how the story has been delivered, language usage and voice, and how the other person uses his or her body. Effective listening is indeed heavily dependent on how well one hears and processes communications. A competent listener will pay attention not just to what is spoken, but also to what is left unsaid or only partially delivered. This entails observing body language and identifying disparities between spoken and nonverbal directives.
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