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[bookmark: _gjdgxs]Introduction
The process through which information is exchanged by individuals is considered as communication. The concept of communication might not see very important for many individuals. But the concept of communication has a lot of concepts that are needed to be acknowledged understood and incorporated (Egamnazarova and Mukhamedova, 2021). In current global world communication skill has become a must and any employer would always opt for an individual that has greater communication skill than others, it is because individuals that poses effective communication skills not only help a business to exchange information with ease but also is responsible for gathering intel from any sources. As a result this report is dedicated to illustrate this significance of communication skill as well as the different concepts of communication. 
[bookmark: _30j0zll]Communication Models
[bookmark: _1fob9te]Shannon and Weaver (1948)
Shannon-Weaver model of communication is predominantly designed to build the operative communication between the sender and receiver. The model is a linear model which contains a complete appearance in the case of analyzing the deliberation of messages and the receiving of those messages (Baecker, 2013). The models main value is to analysis the process of distortion in the time of communication. Shannon Weaver model deals with of the following key elements :
Sender: Sender is the source of information who produces the message and delivers the message
Encoder: Encoder refers to the machine which transmits the messages by converting them into binary data through satellites or cables.
Channel: Channel refers to the medium which is used to deliver the messages. 
Decoder: Decoder is a machine which converts the binary data into messages. Its basically the reverse process of encoder.
Receiver: Receiver is destination of the message where it should be sent 
Noise: Noise that distorts the messages from the original one. It happens because of physical disturbance which alters the actual message.
[bookmark: _3znysh7]Case Study
MARIA and PEDRO
Maria and Pedro a is couple. Pedro works on a building site. One day Maria phoned Pedro and told him to bring chicken on the way to home. Pedro misunderstood the message and thought he were told to come into the kitchen. 
Q: Why do you think Pedro misunderstood Maria?
Pedro misunderstood Maria because of the transmission error of the message. Environment disturbance around the Pedro's working place caused the noise which misinterpreted the original message. 
Q: Whose Model of Communication explains this confusion and why?
Shannon and weaver model explains the confusion and that happens because of semantic problem. In Shannon weaver model, there is explanation of the disturbance takes place while communication which causes the distortion of messages.
Q: How could this have been prevented?
This semantic problem can be prevented through the concept pf noise which ensures effective communication by removing noise or the problems which causes noise. The model has two way communication concept which includes feedback. Feedback from the receiver ensures the prevention of problem. 
Q: Whose Model of Communication explains how it could have been avoided?
Shannon and Weaver model of communication explains how this problem can be avoided. In Shannon weaver model, there is a complete direction about the problem created by noise. In this model receiver provides the feedback to the sender and the response from receiver clarifies the actual message which helps to avoid the problem.
[bookmark: _2et92p0]Schramm (1954)
Schramm model of communication is viewed as a process that takes place between a sender and receiver. There will any message and a medium through which receiver will receive that message. Information will not come to any help if intended receiver doesn’t understand the message. There are few components of this model,
Source: Before sending any message, sender need to ensure that the message is clear and legible. Secondly, the sender must ensure that the message he is sending is relevant, essential, and precise.
Receiver: Another name of receiver is decoder of the message. There are multiple factors that are needed to be considered by the receiver to understand the message by decoding it. 
Message:  The core content of any communication is the message. It can be in any form such as text, audio, video, or a combination of all. Message can be both verbal or non-verbal depending on the sender and receiver (Kastberg, 2022).  Here non-verbal expressions such as handshake, body language, facial expression and can be verbal content such as text, audio, speech, message, pictures are used to communicate the message.  
Feedback: When receiver understands the received message, it starts transmitting information based on the information that has been received for the sender as a feedback.  Feedback becomes crucial to understand for the sender to make sure the appropriate use of communication.
Semantic Noise: The barriers of communication is called semantic noise. Noise disrupts the message, failing the message and the communication process. It can be in terms of hearing.
[bookmark: _tyjcwt]Case Study
The Professor and The Village People
Q: Why didn’t the village people help the Professor?
First of all, villagers were mostly uneducated. When educated professor tried to communicate with the villagers for help, they could not connect with the content professor used. They did not understand what was his message was.
Q: What should he have done to get them to help him?
He should have connected with the villagers , through their culture, body language in a manner which actually can be understandable to those uneducated or any normal person. Besides that his message should be simple and understandable so that his receiver gets his message and react.
Q: Whose model of communication do you think can explain this situation?
Schramm Communication Model can effectively explain this situation.
Q: Why?
Objectives of Schramm is making proper communication. This communication model has destructured the communication system and this simplification of communication has allowed any user to know the causes of poor communication. That’s why this model is appropriate for such circumstances.
[bookmark: _3dy6vkm]Berlo (1960)
In 1960 David Berlo constructed a communication model which has four components. From his perspective the factors that are included within this communication model or responsible for acknowledging the inefficient factors of communication with the purpose to make the communication more efficient (Maneerutt, 2021). Following are the components of Berlos model of communication,
Sender: Sender is considered as the individual possessing knowledge cultural system attitude communication skills.
Message: Message can be considered as the contents or the code that will be provided to an intended individual or receiver.
Channel: Channel can we consider as the appropriate medium through which the message will be passed to the intended individual.
Receiver: Receiver can be considered as the intended individual possessing same skills as the sender and has an additional skills of decoding that has been send.
[bookmark: _1t3h5sf]Case Study
The Egg Case
In this case study it was evidence that the administrative team leader of a reputed organisation decided to gift their staff members with dyed egg during Easter. However the message was not clearly understood by the administrative team leader because she thought she was supposed to provide their co-workers with real egg. On the other hand her manager simply asked for chocolate eggs instead of chicken eggs.
Q: Why do you think ER misunderstood the letter from the Head office?
ER miss understood the letter from head office is because the letter did not clarified which kind of egg would be provided during the Easter ceremony. As in typical Easter ceremony real dyed egg is gifted ER simply thought of giving real dyed egg to their co-workers. Not to mention lack of sufficient interpretation skill of ER can be identified as another factor of the misunderstanding.
Q: Whose Model of Communication explains her confusion and why?
The Belro communication model can effectively explain the confusion because this model not only identify the components but also the attributes each components should have. As a result lack of attributes can be considered as a communication barrier which hardly any models have. 
Q: How could this have been prevented?
This can be prevented in two ways, the first one the clarification of the message whether to use real egg or a chocolate egg. The second one is greater interpretation skills of the receiver to acknowledge which form of egg the letter has referred to buy analyzing the designated budget.
Q: Whose Model of Communication explains how it could have been avoided?
As previously explain Belro model of communication is appropriate to explain how this misunderstanding could have been avoided in the first place. 
[bookmark: _4d34og8]Communication Skills
[bookmark: _2s8eyo1]Verbal 
When individuals communicate with one another with the help of language both oral and written format can be described as a verbal communication. A report illustrated that most of the crucial and important messages are carried out through verbal mediums (Agustin and Ayu, 2021). Another report illustrated that 80% of the inter relationship between individuals are constructed with the help of verbal communication (Clement and Murugavel, 2018). As a result in both personal and corporate culture the significance of verbal communication is immense. The skill that is used to carry out effective conversation or exchange of information through oral all written communication channel is known as verbal skill. There are two forms of verbal skills which are,
Oral: When the communication between or among individuals is established based on information that has been exchanged through mouth it is oral communication. A few examples of oral communications are public speeches, discussions, presentations and meetings.
Written: When the communication between or among individuals is established based on information exchange through a written form it is written communication. A few examples of written communications are formal letter, apology letter, CV and many more. 
[bookmark: _17dp8vu]Non-Verbal
Communication doesn't necessary need to be verbal because with the help of instinct and understanding of certain symptoms can also provide information. Due to the exchange of information a new form of communication is established which is known as non verbal communication where no oral or written form of communication is made rather by acknowledging the body language, posture and gesture of individuals information is either received or provided. Example of non-communications are emotion, paralyquetics, tone of voice appearance, gesture and facial expression.
[bookmark: _3rdcrjn]Listening
Listening skills is one of the most underrated skills within the concept of communication. The understanding of once information as well as the interpretation ability can be considered as listening skills. Listening skills can be classified into two sections which are active listening skill and empathic listening skill. The ability to grab anyone's message and interpret in an effective manner can be considered as active listening skill. On the other hand acknowledgement and understanding of once emotion through a message that has been exchanged can be considered as empathic listening skill.
[bookmark: _26in1rg]Poor Communication in Work Place
A study conducted by showed that individual tend to have more communication barriers when they interact with individuals that are not related or haven’t been interacted with (Cletus et al , 2018). Which simply means individuals have a hard time to interact with individuals that they are not acquainted with. However if the current corporate culture where to be analyzed it would be evidence that an employee has to establish communication whether they have been acquainted or not. In some extent it is considered as an unspoken responsibility. Following are a few problems that poor communication in workplace might cause,
· Ineffective discussion with team members or co workers
· More communication barriers
· Longer time to communicate
· Increased time in decision making process
· Inactive and ineffective engagement
· Business leaders won’t be able to motivate their followers
· Increasing amount of conflict
· Ineffective work culture
As the impact of poor communication in workplace is understood the significance of effective communication is workplace can be understood. So following is a representation of a few recommendations regarding how the communication of employees can be improve within workplace,
· Employees are needed to be encouraged to talk less and listen more. Which also illustrate that employees need to grow effective active listening skill.
· Each business setting has different forms of communication styles such as formal and informal communication. The implication and appropriate of these communication styles are needed to be acknowledged by the employees.
· Providing training and development regarding communication skills of employees can drastically increase the communication skill.
· Appropriate monitoring of the communication approaches of employees can help a manager to understand the progress of the employees (Clement and Murugavel, 2018).
· Providing feedback and having to provide a reflection to the employees will not only help the employees to understand which weaknesses they possess but also will help them to overcome their weaknesses as well.
· A reward or punishment system can be established to motivate employees to incorporate effective communication skills.

[bookmark: _lnxbz9]Conclusion
This report is constructed into two portions. The first portion shows the traditional communication models which are not only effective in order to determine how communication or exchange of information is established between individuals but also illustrate the factors that are responsible for creating a barrier against effective communication. This portion also has incorporated case studies in order to reflect the perspective of communication models in a realistic view. The second portion of this report shows the classification of communication skills as well as the impact and recommendations regarding poor communication within workplace.
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