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1. Introduction

The purpose of this report is to discuss several aspects of communication. First of all, the mains  communication model will be examined. Models are used, for instance, By companies and other business, to improve communication, explore options, and assess.
I am about to talk about two main types of communication models:

•	Linear: it explains the process of one-way communication. The message travels in a straight line from sender to receiver. There is no concept of feedback. A receiver's only job here is to receive the message, almost like an outline, with the connections between the points said as we move towards an end point that is explicitly stated. There is a strong reliance on words and a low reliance on context.

•	Circular (Interactive): Senders and receivers are both known as communicators and both play an equal role in the process. The communication moves in a cyclical way, with stories and the development of context around the main point. Nonverbal feedback such as gestures and body language are also considered feedback in the circular Model.








[bookmark: _Hlk101262851]






2. Models of Communication


The Shannon Weaver Model of Communication (1948)
developed by Claude E. Shannon with the aim to facilitating information transmission over telephone lines, The Shannon-Weaver model or (‘’mother of all models‘’), explains how messages could be distorted during the communication process. This theory  evolved into one of the most commonly used inter-personal communication models to this day. 
The model is made up of eight major components: the Source, Encoder, Message, Channel, Noise, Decoder, Receiver, and Feedback.



[bookmark: _Hlk101294992]The Shannon-Weaver Communication Process:

1. The Sender (Information source) - The sender is the person who creates the message, selects the channel, and composes the message.
       

2. Encoder (Transmitter) – Encoders are senders who use machines to convert messages into signals or binary data. an encoder can also be a person who converts an idea into spoken words, written words, or sign language to communicate the messege to another person.

3. Channel (medium) – it is the way used to send message. The communication channel is the way that transports data from the sender and transmitter to the decoder and receiver. 

4. Noise – the Shannon Weaver model introduced for the first time the concept of ‘’Noise’’, and it refers to physical disturbances such as the environment, people, and so on that prevent the message from reaching the intended recipient. Noise disrupts a message as it moves from the sender to the receiver. It is named after the idea that 'noise' can interfere with our understanding of a message. There are two kinds of noise: internal and external.

· Internal noise occurs when a sender encodes a message incorrectly or when a receiver decodes a message incorrectly. it could happen in two points:

In phase of encoding, (when a word is misspelled in a text message);
in phase of decoding, (when someone misinterprets a sentence).

·  External noise occurs when something outside of the sender's or receiver's control obstructs the message. 
·  for example, when we are talking close to a highway and the receiver is having trouble hearing over the cars noises.

after identify the sources of noise, one idea is to try to reduce them in order to improve the message's quality. (I will talk about that in-depth in chapter: ‘’Introduction at the Concept of Noise’’)


5. Decoder – considering that this model it has been crated for communicating between machines. Shannon’s model to decode a message from binary digits or waves into a format that the receiver can understand, thing not applicable at normal communication between people. However, when it comes to face-to-face communication without the use of technology, decoding may still be required. 
For example, we could need to decode a secret message, turn written words into something that makes sense in our mind.

6. Receiver (Destination) – (The original) Shannon and Weaver model ends with the receiver. This is the point at which the person receives the message, or what remains of it after noise has been removed.
        For example:  A receiver could be someone on the other end of the phone, someone reading an email we sent, etc.

7. Feedback – The Shannon Weaver model concludes with 'feedback.' Even if, Shannon and Weaver did not introduce the 'feedback' concept for the first time in 1948, but In response to criticism of the approach's linearity, Norbert Weiner devised the feedback step.
Feedback occurs when the message's recipient responds to the sender to complete the communication cycle. Feedback is used with the aim of:
· Communicate that they received the message clearly and without noise; 
· Communicate how well they comprehended the message;
A. (2014, July 10). Shannon and Weaver Model of Communication. Communication Theory. https://www.communicationtheory.org/shannon-and-weaver-model-of-communication/

Introduction at the Concept of Noise
One of the reasons why, The Shannon Weaver information theory was revolutionary, it was because it explained deeply the concept of ‘noise’, for the first time in the story of Communication’s study. It demonstrates how information is disrupted and aids in the identification of communication flaws. Noise is defined as anything that interferes with the channel stage of the model. Noise can manifest itself in a variety of ways, for example:
· Physical noise or external noise, (environmental distractions as cold rooms).
· Physiological, biological effects that inhibit us from communicating properly, (as anxiety, or feeling sick or tired at work)
· Psychological noise, biases and assumptions (as a foreign that cannot speak English well, so we speak loudly and slowly to them).
· Semantic noise refers to confusing and distracting word choices.



Case of Study




Questions:

Q: Why do you think Pedro misunderstood Maria? 
Pedro misunderstood Maria because the original message sent by Maria it has been distorted by the noises of the building site.
The case of study of Maria e Pedro could be, in my opinion, a perfect example of the ‘’consequence of Noise’’ during a communication. this scenario we can see a decoding’s error from the receiver (Pedro) probably caused by the Noise of his environment (construction site), which it lead Pedro to not buy the chicken for his wife. 
[bookmark: _Hlk101260352]The confusion it is explained by the concept of “noise” of the Shannon-Weaver model. 
Noise refers to anything which interferes in the channel stage of the model. In this case, it is a physical noise (or external noise) which are environmental distractions such as poorly heated rooms, startling sounds, appearances of things, music playing somewhere else, and someone talking loudly near you. (the construction site). 

Q: Whose Model of Communication explains this confusion and why? 
the Shannon-Weaver model, because it is present the element ‘’Noise’’.

Q: How could this have been prevented? 
That it could be prevented: 
•	Avoiding the Noise, walking away from it, leaving the construction site for a while. 
•	changing the type of channel: sending a SMS or an email instead of make a call. 
•	introducing a feedback, Pedro could repeat to Maria the instruction that she gave him, 
example: 
Maria: Hello, Pedro, when you’re coming home, see if you can get me a chicken. 
Pedro: okey, see you in the kitchen 
Maria: no, I said Get me a chicken 
Pedro: oh alright, I’ll get you a chicken.



[bookmark: _Hlk101284712]Application of Shannon-Weaver model in the workplace (Practical example)

Let us suppose my manager Tom, made call to his emploees “come here I want to see you”.
During his call, the transmission is disturbed and his assistant only received "..I want..". Again, Assistant inquired of Tom (feedback), "What do you want, Tom?"
 Making the break-down of the scenario we can identify the element of the Shannon-Weaver model:
Sender       =   Tom 
Encoder     =  Telephone (Tom)  
Channel     =   Cable  
Noise          =   Distraction in voice  
Decoder  =   Telephone (Assistant)  
Receiver     =   Assistant.  
 
Solution:
Assistant is unable to understand Tom's messages due to transmission faults or noise.
Changing the channel could be one of the feasible answers.
To prevent the noise, Tom may, for example, change the channel via SMS messages or email.



[bookmark: _Hlk101291587]My outputs (what I learned, what I can do better)
I understand that The Shannon and Weaver communication model has many advantages and disadvantages. 

Advantages:
• It provides a framework for analysing message delivery and reception. It allows us to break down the problem and analyse it piece by piece, as well as come up with several solutions.
• It describes the barriers to effective communication.
• It explain the element of Noise and helps people detect communication issues.
• It simplifies communication by breaking it down into manageable parts; and • It is applicable to a wide range of scenarios.
Disadvantages:

· Insufficient Consideration For Feedback. 
· It does not take into account how information is interpreted differently based on power relationships or the identities of those communicating with one another from a social scientific standpoint, like Berlo’s one.
· It does not deal with one-to-many communication. is deafeningly silent on the challenges that occur when a single sender and several receivers are present.
In coclusion, communication is a more complex phenomenon that must take into account the interaction between speakers as well as the consequences it has on people's behaviour. The Shannon-Weaver model was designed for electrical communication and does not take into account human aspects that may influence how a receiver decodes a message, which is why I believe a cyclical model of communication would be more beneficial in many cases. However, I preferred the Shannon-Weaver model because it provides a straightforward foundation for the communication process while simultaneously taking crucial external factors such as noise into account.









2.2  Schramm Communication Model (1954)
The Schramm’s model is a cyclical communication model i based on the theory and belief that communication is a two-way process where both sender and receiver have a interchangeable roles, taking turns to send and receive a message. according to the Schramm Communication Model, Before forwarding the message to a new recipient, the recipient must decrypt it, interpret it, and then encode it again (circular).
[bookmark: _Hlk101284744][bookmark: _Hlk101291896]


Schramm Communication Process

1. The Encoder (Source) - is the person who sends the message. When sending the message, the source must be clear and demonstrate why it is critical that the recipient read it. Therefore the sender of a message must ensure that the information he sends is relevant, useful, and accurate.

2. The Decoder (Recipient) - is the person who gets the encoded message and converts it into the language understandable. When we receive a message, we must use our reading, listening, and other skills to decode it so that it makes sense to us.
When the message from the source is correctly interpreted by the recipient, communication is successful.

3. The interpreter - is the person who is responsible for deciphering and analysing the message. The message is received after it has been interpreted by the receiver, who is also the interpreter. 

4. The receiver - is the recipient of the message who is responsible. He or she decodes and interprets the message itself.

5. The message -  is the information received by the receiver and the data sent by the sender. Verbal, but also Nonverbal content such as behaviour, gestures, body language, eye contact, physical contact, timing, and even artefacts, can also be included in a message.

6. Feedback It is the process of the receiver acknowledging the message and let the sender know about it. This enables the sender to improve the efficiency with which messages are composed and delivered. If the audience does not understand the message, the source of the message can improve it based on feedback.
Allowing for feedback is critical for effective communication in an open communication environment. As a result, a manager in a business setting should foster an environment that encourages feedback.

7. Medium (media) -  is the channel used to send the message.

8. Noise - is the disruptions and interference that occur during the process. Semantic Noise occurs when the intended meaning of a message sent by the sender differs from the meaning interpreted by the receiver.

Schramm’s Model of communication - QS Study. (2019). QS Study. https://qsstudy.com/schramms-model-communication/






My outputs (what I learned, what I can do better)
Differently form Shannon model, Schramm Communication model allows both the sender and the receiver to compose and send the message to the other party, allowing both to assume the role of the other. The communication model incorporates also the concept of noise, which helps to understanding the problems that may arise. Moreover, because this communication model incorporates a feedback system, the sender can more easily determine whether the message was received, interpreted, and comprehended by the receiver. So, the Advantages are:

· The Schramm Model demonstrates how to use feedback: This model works well for explaining cyclical feedback. Other communication models consider communication to be a one-way street, ignoring feedback and dialogue. The speaker can receive feedback on their language, jokes, word choice, and so on in this model, allowing them to communicate more clearly.
· Understands the complexities of communication: By accounting for encoding, decoding, and interpretation, this model illustrates how we can mishear and misinterpret information.
· Views us as active communicators: Other models depict information recipients as passive recipients.

But it also presents Weaknesses, like:
· It fails to recognise the possibility of unequal communication: There are numerous situations in which one authority figure speaks and one (or more) listeners attempt to interpret the message. As a result, in situations where there is a power imbalance, this model does not work well.
· Ineffective for mass communication: This is yet another example of unequal communication.
In conclusion, Schramm's communication model is more practical than Berlo's, Shannon's, and Weaver’s. This model combines classic and modern elements such as semantic noise and feedback. As we said, Schramm’s model works well in a face-to-face conversation, which makes it effective in daily workplace’s life.










Berlo’s SMCR Model (1960)

Berlo's (SMCR) model proposed by David Berlo, described factors that influence the individual components of communication, resulting in more efficient communication. Berlo’s communication model is based on the SMCR model:
S - Stands for Source  
M - Message  
C - Channel  
R - Receiver 
The main aspects of The Berlo’s model is that it takes Also, in account The emotional aspects involved in the communication process.



Berlo’s process

S – the Source (sender), He is the one who carefully puts his thoughts into words; he is the one who transfers information to the receiver using communication skills (attitude, knowledge, social system, and culture).
M – the Message,  is created when a person puts his thoughts into words. Encoding is another name for the process
C – the Channel, The medium through which information flows from the sender to the receiver is referred to as the channel.
For example:
the best way to determine what the other person is by listening.
someone can tell that the pasta he's ordering is white sauce or not, By means of a taste test.
someone know if there is a detour or a no-parking zone ahead, By Observation.
And so on, All five senses serve as communication channels for humans.

R - the Receiver -  When the message reaches the recipient, he attempts to decipher what the sender is attempting to communicate and then responds appropriately. Another term for this is decoding. The receiver and sender should be on the same level and have good communication skills for a better understanding of the message.
A. (2019, September 24). BERLO’S SMCR MODEL OF COMMUNICATION. Communication Theory. https://www.communicationtheory.org/berlos-smcr-model-of-communication/



Fundamental Elements 
As we saw, The Source, Message, Channel, and Receiver are the four elements of Berlo's Communication Model (SMCR), which Each part it must take in account 4 elements:

· Attitude - The meaning of the message is influenced by the sender's and receiver's psychological factors. It's also a person's preconceived notion of how they think or feel about something. As a result, the meaning of the message is determined by the attitude of the sender and the receiver.

· Knowledge - It indicates the level of actual knowledge, familiarity, and experience with the topic under discussion. The message of the communication process is the discussion topic. As a result, if the communicator is familiar with the topic, they will feel at ease discussing it. However, knowledge does not imply the sender's or receiver's educational qualifications or degrees.
for example: a basketball player will be more interested in discussing basketball than cricket. A cricket player, on the other hand, will undoubtedly feel at ease discussing the game. Knowledge in this context refers to a person's familiarity with the subject of the discussion topic or message.

· Social system - Values, beliefs, behaviours, rules and regulations, locations, and religions are all examples. These factors have an impact on the method of communication as well as the message's meaning.

· Culture - It refers to the sender's and receiver's respective communities or social backgrounds. When people from different cultures interpret the same message, the meaning may be the same. In terms of nonverbal communication cues, it is a significant factor.





Case of Study




Questions:

Q: Why didn’t the village people help the Professor? 
Because they did not understand the professor’s message.

Q: What should he have done to get them to help him? 
The professor should adapt the message to the culture and knowledge of the people, using a easier vocabulary.

Q: Whose model of communication do you think can explain this situation? 
The Berlo’s model of communication 
Q: Why?
Because Berlo’s model of communication takes also into account the interpersonal aspect of the people communication such Culture, knowledge, etc
In this case the professor did not adapt his help message to the level of knowledge an culture of the population, as result, the people did not understand the message.



My outputs (what I learned, what I can do better)
The model is simple in comparison to modern communication models and serves as a foundation for more advanced communication models. The Berlo model considers all aspects of interpersonal communication. This increases our awareness of ourselves and our interlocutor, which improves our communication. We frequently overlook human factors at work (emotion, culture, knowledge, and so on), and as a result, communication is frequently ineffective.
Advantages
· the model is simple. All the primary factors that play a role in any communication process, as well as the factors that influence them, are considered.
· good  person-to-person communication framework.
· It serves as a foundation for more advanced communication models.

Disadvantages
· It  ignores noise or any other limitations in the communication process. 

· There is no feedback in this model, unlike in a two-way communication model. Which is instead a important part of communication
In conclusion, Berlo’s model compensate the lack of consideration of the ‘’human factors’’ in the other communication models (specially in the workplace), taking into account the interpersonal element, which makes it the more ‘’human model’’ than others.
For example: if i am a manager that have to communicate a new variation in the company, a side to choose a propriate channel, I will need to adapt my message at the people in the company that are more involved at that variation. 


3. Communication Skills

Communication skills are the abilities that we use to give and receive various types of information. The goal of communication is to transfer information from one person or group to another while also ensuring that the information is understood. Listening, speaking, observing, and empathising are all communication skills. It's also crucial to recognise the differences between face-to-face interactions, phone conversations, and digital communications such as email and social media. If the communication process is broken down into three parts: A sender sends a message to the receiver over a channel, and communication skills are what allow to effectively give and receive information. 
Indeed, communication skills are consistently ranked as one of the most sought-after skills in job postings for 2022. Learning from great communicators in our community and actively practising ways to improve communications over time will undoubtedly aid our efforts to achieve a variety of personal and professional objectives.



Verbal Communication
A conversation, a meeting, or even a speech are examples of verbal communication and it is the most common way to communicate.
We can adjust the message as we communicate it based on the feedback we're getting from the audience, making it easier to ensure understanding by addressing objections and clearing up misunderstandings.
List of Verbal Communication Skills Employers Seek. (2020, September 17). The Balance Careers. https://www.thebalancecareers.com/verbal-communication-skills-list-2059698



Nonverbal Communication
Nonverbal communication includes body language, facial expressions, gestures, paralinguistics such as voice volume or tone, proxemics or personal space, appearance, etc.
For example: nodding and facial expression to show interest while speaker is talking
Our body language can either support or contradict the message we are communicating. We can gain a better understanding of the feelings of our co-workers and develop strong relationships with them and our supervisors once we have this understanding. These stronger bonds can help team members collaborate more effectively, which can increase productivity, engagement, and company culture. 

Here are some examples of nonverbal communication:
· Facial expressions 
· Gestures –it helps to keep the attention on me
· closing - How close i am
· Touch  - example: hand Shaking 
· Eye contact – eyes contact increase the level of engagement 
·  Appearance  - elements of the look like: clothing, hair, and jewellery 
What Are the 9 Types of Nonverbal Communication You Might Be Missing? (2021, July 28). Verywell Mind. https://www.verywellmind.com/types-of-nonverbal-communication-2795397



Case of Study


[bookmark: _MON_1711992288]          

Questions:
Given the professional context, would you have done the same or differently if you were in Mark’s position? 

 No, I would not. he has completely misunderstood the context. 

  

Do you think Mark correctly evaluated the context? 

No he did not. He has confused a welcoming professional situation with a ‘’chat in the pub’’.  

  

What communication factors led to the change in the CEO’s attitude? 

 Probably when he assumed a broke and inadequate posture, began to talk negatively about his colleagues and supervisors, and when he said that they deserve to be paid better, since it was inappropriate based on the context.



My outputs (what I learned, what I can do better)
Both verbal and nonverbal factors must be coordinated during the communication process, as they are complementary and serve the same purpose of being understood and completing the massage, they both can drastically improve the communication are combinate properly, as they can completely break the message if they are not.  We saw the importance of reeding the room during the study case, taking into account verbal communication, body language, tone of voice (paralingual communication), as well as the context.
In conclusion, time ago I used to talk at very low tone of voice and neglect my body language. As results, it was difficult for me keep the attention of my co-workers and bosses. I understand that for improve my communication on the workplace I will need to be sure that: 
· I understand the situation, context and the meaning of my co-worker/boss (interlocutor). 
· Using a welcoming but still professional body language
· Using an appropriate tone of voice for catch the attention
· Listen emphatically
· Talk clearly and shorty 




Active listening

Speaking and listening are both necessary components of effective communication. Active listening is a technique for listening and responding to another person in a way that promotes mutual understanding which is a important skills to have in the workplace because how well we listen affects both our job effectiveness and the quality of our interpersonal relationships and a first step in defusing the situation and finding solutions. 
According to research, we only remember between 25% and 50% of what we hear, according to Edgar Dale's Cone of Experience. That means that when we talk for 10 minutes with our boss, co-workers, customers, or spouse, they only hear about half of what we say.
It is possible to increase productivity as well as the ability to influence, persuade, and negotiate by becoming a better listener. We'll also avoid misunderstandings and conflict.
Military Spouse Education & Career Opportunities | MySECO. (2020). mySECO. https://myseco.militaryonesource.mil/portal/article/active-listening-in-the-workplace
Zoe Spalding. (2022, January 7). Active Listening in the Workplace. Odgers Interim. https://www.odgersinterim.com/us/who-we-are/intelligence/active-listening-in-the-workplace-5041/




Case of Study




Questions: 
What element of communication do you think was responsible for what happened? 

 I read many time the task, and in my opinion the problem was not in the communication. I am going to explain it though a break-down of the situation, (tanking as example the Shannon And Weaver Model): 
The sender (Tamara) chose a massage  (wants ask to Max to bring forward the date), chose the Channel, (gives a Max a call), which eventually the receiver (Max) had received the message. prof of fact that it has been a conversation to agree a new date. so we could say that Max listened to Tamara and he received the message (giving her a feedback). but he has forgotten to write the new date in his diary (which it is the action based on the massage received), so the responsibility it is due a mistake of managing, rather communication, in my opinion. However the fact that he was talking (and listening) with other people beside Tamara had perhaps influenced his attention bias. 




How could it have been prevented? 

· organizing the calls in order to not speak with multiple costumers at the same time,  

· Paying attention to one customer at the time 

· Taking notes about the date in the same time he was talking about it, (talking and taking notes) 




Was Tamara right to behave in the way she did? 

She acted emotionally closing the communication in a unappropriated way (been rude and not replying at the calls), and it was completely unnecessary.



My outputs (what I learned, what I can do better)
Active listening is a technique for gaining information and perspective while also encouraging respect and understanding. It should be at the heart of any interaction, particularly at work, in order to collaborate effectively. Personally, I always paid attention to my interlocutor, but I had a habit of interrupting him/her just as I thought I understood what he/she was saying. By doing so, I demonstrated a lack of empathy, which may have been frustrating for my interlocutor.
It is critical to maintain eye contact during a conversation. Give the speaker full attention and demonstrate that we are paying attention by giving him feedback without interrupting him with assumptions, judgments, or counterarguments.
For example: 
It is common on that, on the workplace, the employees feel like misunderstand not heard. this can lead at a feeling of frustration and a alienation. It is important, if I am a manager listen carefully my employees about his problem or idea, paying attention at his body language and mine as well. Provide feedback, making feel heard and understood, respond properly and only at the end assert my opinion respectfully.






Empathetic listening

Listening with empathy It is a natural listening skill that allows us to understand the emotions of our interlocutor during a conversation. This contributes to the development and improvement of relationships by providing a better understanding of what is being said, both intellectually and emotionally. allowing us to consider the opposing party's point of view Empathic listening entails making an emotional connection with the other person and finding similarities between their experience and our own in order to provide a more heartfelt response. One of the most important aspects of empathic listening is to offer support and encouragement rather than advice or criticism.



Application of Empathetic Listening on the workplace (practical example)
I do not aim to be manager particularly but If I were a manager, I will maintain an open-door policy. I would also have normal informal chatting with my team members, Because I think it helps to resolve some type of problem easily.
For example: let’s supposed that I am a manager and one of my team member Susy had a problem.
She is pulling away from the group. She appears distracted and not involved.
She also was late for her meetings yesterday, which was strange from her. Susy is approached by a colleague who inquires if something is wrong. But she gets defensive, saying, "Why do you ask?" and "I'm fine."
After a few more weeks, things are still going bad, to the point where I'm starting to worry about Susy. She'd previously been the backbone of a thriving team.
I use empathic listening techniques to discover the source of Susy's unusually poor work performance in order to get to the bottom of the problem.
I invite Susy into my office and ask how I can assist her. This weakens her defences and demonstrates my willingness to assist her. Then I pay attention to what Susy says (along with her body language) and try not to interrupt her. It doesn't take long for me to figure out what's going on.
After I was able to provide support without passing judgement, I offered Susy a temporary lightening of her workload and reassured her that her responsibilities would be waiting for her when she was ready to return to normal. It is critical that I keep the conversation to myself and inform Susy that what she has said will be kept between us.
Vengoechea, X. (2021, April 2). Why Empathetic Listening Is Crucial for Your Career—and How to Do It Well. The Muse. https://www.themuse.com/advice/what-is-empathetic-listening-definition-examples



My outputs (what I learned, what I can do better)
Empathy is the fundamental skill at the base of human interaction, communication included.I understand by personal experience that Emphatic listening is key in daily workplace life and I could define the performance of the team and even  the succeed or the failure of a project.
To do so, I keep the following points in mind:

· Make a welcoming environment for conversation.
· Recognize the speaker's feelings.
· Pay attention to body language.
· Allow them to lead the conversation.
· Wait until we are ready to speak.
· Be supportive


Here are some of the main reasons why i practice empathic listening in my career  

· Building working relationships 
· Helping act considerately 
· Problem solving



















Written Communication

Any written message sent between two or more people is considered written communication. Written communication is more formal than oral communication, but it is also less efficient. Emails, texts, reports, contracts, faxes, and advertisements are all examples of written communication.
today, written communication is a must-have skill. The majority of jobs necessitate written communication, whether through email, formal letters, notes, text messages, or online messaging. 
Written communication skills enable effective direction. Spelling, grammar, and punctuation are all important aspects of written communication, as are sentence length and word choice. The type of writing and the purpose of the writing can influence the style.

For example: 
Academic writing, journalistic writing, and business writing are all different types of writing with different purposes and characteristics.

Moreover, Style can also differ depending on the time period (age) and nationality.
However, all writing styles can be classified as formal or informal.




Formal Writing


When we don't know who the person is, or when we know them but haven't spoken to them, or when we aren't on speaking terms with the person who receives the letter, formal communication is used. Here, we use formal language to convey a respectful and deferential attitude toward the reader. When writing for academic, professional, or legal purposes, it is used.

When it comes to formal writing, there are a few things to keep in mind:

· It's important to use polite language and tone.

· There are no singular pronouns in the first and second person.

· Academic vocabulary and positive, literal language are used.

· Repetition and overgeneralization should be avoided.

· Spelling, grammar, and punctuation should all be used correctly.

· There will be no contractions, cliches, colloquial language, or abbreviations used.

· Sentences are completed and fully developed.

· There is no expression of emotion.

· There can't be any statistics without a proper citation.

· the argument should be supported by objectivity as well as proper evidence.





My outputs (what I learned, what I can do better)

The structure of formal writing is more complicated. In formal writing, I'll also notice a more structured approach, with points clearly introduced, explained, and concluded. Formal writing is frequently planned, revised, and reviewed several times to ensure that it is as clear as possible and covers all of the important points.
It's a formal writing style that's commonly used in business and other official settings. It must be flawless in terms of grammar, spelling, punctuation, and usage. A more formal tone may be appropriate for some letters, such as when filing a complaint with an organisation. In formal writing, the writer takes a more objective approach using a methodical approach. Typically, the main points are stated first, followed by arguments. Because formal writing is less likely to be emotional in tone, emotive punctuation like exclamation points and ellipsis is avoided ad Instead of using contractions, it use full words.










Informal writing

Informal communication is a type of communication that is used for personal and casual conversations, and it uses friendly and colloquial language. In an informal writing style with a personal and emotional tone, the reader is addressed directly by the words 'you' or 'your.' Personal emails, text messages, and letters to friends and family, among other things, use it. It present few characteristics, and it allow to use :

· Loosely structured
· second person pronoun
· Contractions and abbreviations 
· Personal and subjective
· short and simple sentences
· Acceptable use of slang





My outputs (Formal and Informal)

Understanding the difference between formal and informal writing is only half the battle because knowing which to use can be difficult at times. Here are some examples of when formal writing vs. informal writing is appropriate.

Use Formal Writing When: 

· Talking with a client or boss

· Academic writings (essays, research papers, etc.) 

· Job applications (resume writing, CVs, and cover letters) 

· Talking with someone we do not know






When to Use Informal Writing:

· Writing to a friend

· Creativity writing (Sharing a personal story or creating a personal blog)


Personally, When I'm not sure whether to use informal or formal writing, I usually start with formal. Then, when i make the connection and i see how the other side responds, i can ease up on the formality. 




4. Communication on the workplace

Effective communication can improve teamwork and lead to better project collaboration. Maintaining effective communication ensures that management and the team below them are on the same page, allowing the team members are performing it correctly.
According by the David Grossman's book "The Cost of Poor Communications," a survey of 400 companies with 100,000 employees found inadequate communication to and between employees, which it costs each company $62.4 million per year.
companies should have clear policies and strategies for communicating with employees,managers and stakeholders, as well as the general public, in order to be successful.
Effective communication can help an organisation succeed in a variety of ways. It:

· Boost Employee morale and satisfaction.
· Improve the performances
· Employees loyalty are increased
· Gives employees a voice, which is becoming an increasingly important part of increasing employee satisfaction with their employer.
· Reduces the likelihood of misunderstandings and, as a result, less presence of conflicts.
UCPath Center. (2018, December 5). Why Nonverbal Communication Matters in the Workplace. UCPath Center Jobs. https://ucpathjobs.org/working-at-uc/nonverbal-communication-matters-workplace/
Launch Digital Marketing. (2013, May 9). Top 10 Tips for Effective Workplace Communication. Fremont University. https://fremont.edu/top-10-tips-for-effective-workplace-communication/




Case of Study




Questions: 

1. What are the communication challenges and barriers Barry faces?  
 
 Berry has to deliver to the same message, to many different kind of people, in a relatively short time.
 
 
 
2. What solutions might Barry consider in addressing each of these challenges and barriers? 
 Writing a shorty an clear sign is surely one of the solution. An other one it could be making a short briefing where he reminds at new and old employees the health and safety rules. Othe option, it could be give at new employees an short training handbook with a final test.
And eventually, (in my opinion, the more effective) give to each employees a work station designed to respect the rules of health and safety, which is also easy for a supervisor check how the employees is working. For example: close to the hoven I would put a hotbox to keep the food hot, and I would make in order that is not other space where they can put them.
 
 

3. What are some ways Barry might use effective communication as a motivator for employees to follow safe food handling practices?

Using a emphatic approach, listen to the difficulties of the employees about follow the health and safety regulations, and sensibilize them on the inmportance of follow them.




My outputs (what I learned, what I can do better)

By experience I learn that the main cause of poor performance and sometimes work unsatisfaction is come from a poor communication on the workplace. That often happen because people usually take care of they own work without pay attention at the job of the other co-workers, but this eventually will bring at poor work result, misunderstanding between employees and sometimes even conflicts.
For example: I had work as waiter in an Italian restaurant in Downton in London, and every time the local have got busy we stopped communicate each other because we were worry just about our own section and that often leaded to make mistakes, get stressed and having conflicts in the team. Now I understand the importance to pay attention at the communication on the workplace, in anytime, specially when the thing getting hard.
Those are few tips that I personally use in my communication on the workplace:
- Active and emphatic listening
- Recognize Different Communication Styles
- Plan weekly team meetings.
- Use Appropriate Body Language.
- Understand Your Audience.
- Provide Constructive Feedback Correctly.
- Recognize each person's role in a project.

5. The Disadvantages of Modern Technology

In so many ways, technology has altered the way we communicate. It has also altered the way people conduct business as well as our personal and social lives. We can easily text, talk, and email anyone on the planet via a link. In fact, it is now possible to virtually travel to any location on the planet. Education has also advanced significantly, as it is now possible to obtain a degree from any institution in the world if you have a computer and an internet connection. 
On the other hand, internet communication has caused a slew of issues that appear to be worsening as technology advances. The list of benefits and drawbacks of internet communication is seemingly endless; it all depends on the path you take. For example, you should be cautious about who you give your personal information to and how you give it to them. You should also question the sources of your information to see if they are reliable.

· Time saving - it is faster to transfer or to contact a business partner or a relative. We can now instantly communicate with anyone on the planet via emails and text messages. Face-to-face communication has also been made possible by the internet, thanks to Skype, social media sites, video conferencing, and a variety of other methods provided by communication companies.
· Increase of workplaces - The creation of new jobs is a significant advantage of internet communication. E-commerce, data analysts, software developer, web designers, etc.
· Globalization - The internet has indeed brought people closer together, as well as aided economic growth. It has also broken down geographical and linguistic barriers. 
· Cost effective -  send a email it is much less expensive than making a phone call. The internet has also aided in the systematisation of business practises, allowing companies to save money.
· Business opportunity - Information and communication technology (ICT) has made it easier for businesses to be automated. This means that a company can be established anywhere, at any time.
· Networking - The internet has aided in bridging the gap. People from various countries can easily communicate with one another, allowing for the exchange of ideas and points of view.


Disadvantages of Internet Communication
· Privacy and Security issues - Although the internet has made communication easier, faster, and more convenient, privacy issues have arisen. From email hacking to phone signal interceptions, more and more people are becoming concerned about the security of their personal information.

· Technology had become overwhelming – Those who, like me (people born between 1987 and 1996), have had the opportunity to witness the growth of the internet phenomenon, I believe, have benefited from a gradual introduction of this technology that has allowed us to manage it more easily. However, the older generations have been overwhelmed by this flood of information and connectivity, while the younger generation have born completely immersed in this environment. I believe that, people are overly involved and influenced by the presence of the internet. Just thinking at the phenomenal which we see on daily bases, such as:

- Cyberbullying 
- Hate comments
- Disinformation 
- Immoral propaganda
- Illegal activities 
- Information/content leakage
- Etc.








My outputs (what I learned, what I can do better)

In my opinion, It is a matter of fact that technology had bring us at a new era of innovation.
But not always innovation means progress.
Technology is just a other tool to allow us to live a better life, but it is up to us understand when is necessary or unnecessary or even harmful. 
After all, high technology is still a novelty in the Couse of the human’s story, and maybe we still need to understand how manage it.
We should increase the level of awareness of ourselves and the role of technology in our life. One solution it could be start a campaign of sensitization or even teach at the children in school how to approach at the technology.






6. Conclusion

This course provided me with the opportunity to study communication models from a theoretical standpoint, allowing me to create basic frameworks for my career and personal life (For instance: Shannon model and Schramm model). This will allow me to easily identify the problem and solution to future communication problems that I may encounter in my career (as was done in the Case of Study and in the practical examples). Berlo’s, it is model, on the other hand, that was very useful for emphasising the importance of interpersonal factors that condition communication, a concept that I was already studying on my own reading Daniel Goleman's book " Emotional intelligence ".
Formal and informal writing has given me the tools I'll need to structure my paper.
Formal and informal writing has given me the tools I'll need to structure my emails, CVs, and applications when I need to contact new businesses.
" The Disadvantages of Modern Technology " is a question I've had for a long time. I conducted a self-analysis some time ago to determine which technological elements were harming me (too much scrolling on Instagram, too much time spent on YouTube and Netflix and on shallow content). This research simply confirmed and deepened my self-analysis. I now spend less time on my phone and try to watch only the most important content on YouTube.




















7. References

Model of communication
Shannon and Weaver Model of Communication (communicationtheory.org)
Shannon Weaver Model of Communication - 7 Key Concepts (2022) (helpfulprofessor.com)
Schramm's Model of Communication (managementstudyguide.com)
Schramm's Model of communication - QS Study
Berlo's Model of Communication (managementstudyguide.com)

Communication skills
Verbal Communication Skills List and Examples (thebalancecareers.com)
Types of Nonverbal Communication (verywellmind.com)
Why Nonverbal Communication Matters in the Workplace - UCPath Center Jobs (ucpathjobs.org)
Nonverbal Communication in the Workplace (thebalancecareers.com)
How to Apply Active Listening in the Workplace | MySECO (militaryonesource.mil)
Active Listening in the Workplace - Odgers Interim
How (and Why) to Practice Empathetic Listening at Work | The Muse

Communication on the workplace
Workplace communication: It's now more important than ever (firstup.io)
12 Tips for Effective Communication in the Workplace • Asana
Communication Is Key in the Workplace. Here’s How to Improve (betterup.com)
Top 10 Tips for Effective Workplace Communication | Fremont University

Disadvantages of modern technology
Advantages and Disadvantages of Internet Communication _Unified Communications_ezTalks_Video Conferencing, Webinar, Online Meeting, Screensharing Tips and Reviews
10+ Advantages And Disadvantages Of Modern Technology On Youth In Society (adilblogger.com)
11 Disadvantages of Technology. » Digitalworld839.com
Modern technology: advantages and disadvantages (information-age.com)

image2.emf
COMMUNICATION -  THE PROFESSOR and THE VILLAGE PEOPLE (3).docx


COMMUNICATION - THE PROFESSOR and THE VILLAGE PEOPLE (3).docx
                            THE PROFESSOR and THE VILLAGE PEOPLE

Lloyd b. 7/19



A Professor of English at a well-known Welsh University lived in a large house not far from a little village. He never went into the village, bur shopped in the town near the University because he had nothing in common with the village people, who were largely uneducated and did manual jobs.

One night, the professor fell asleep while smoking his pipe and the pipe fell onto the carpet and started a fire.

When the professor awoke and saw the house on fire, he rushed into the village, screaming:

‘The edifice is being consumed by a great conflagration!’

‘The edifice is being consumed by a great conflagration!’

The village people looked at him and continued doing what they were doing

‘Don’t you understand?’ He said. ‘‘The edifice is being consumed by a great conflagration!’

They ignored him.

When the Professor returned home, he saw that his house had been completely destroyed. He sat down on the ground and wept.

The next day, he went into the village crying. ‘Why, oh why didn’t you help me? My home has been destroyed by the fire. I came and begged you last night.’ He wept.

‘But Professor, why didn’t you say that your house was on fire? We would have helped.’



Q: Why didn’t the village people help the Professor?

Q: What should he have done to get them to help him?

Q: Whose model of communication do you think can explain this situation?

Q: Why?
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                                                        A Day with the Chief

Adapted from Quintanilla, K.M. and Wahl, S.T. ‘A Day with the Chief’ in Maund et al. Chapter 4.



As a reward for being the top salesman for his computer manufacturing company in London, Mark is rewarded by a free trip to the company’s head office in California to meet the Chief Executive Officer (CEO), Alana Brown. He had heard people describe Mrs. Brown as the ‘Wicked Witch of the West’ because of her rough way of speaking to people and her quickness at dismissing employees who do not please her. They had also said that she never smiles, doesn’t make eye contact and doesn’t like people starting up a conversation.

Although Mark is excited to be going to California, he is nervous about meeting Mrs. Brown He doesn’t know what she would talk about or how she might treat him. After all, he is just a salesman and she is boss of a multinational corporation. She would obviously want to know about his sales strategy and how he succeeds in convincing people to buy their computers. His friends at work had said that she might even promote him!

He arrives in California and is taken from the airport by a company car to the company’s offices, where he is met by Mrs. Brown’s secretary, who takes him in to see her. Mark’s mouth is dry, and he is trembling as he enters the large office. He is shocked when he sees a small woman sitting behind a large desk, smiling at him with friendly eyes. She stands up, shakes his hand and asks him if he had a good flight. He nervously says that it was good, and he waited for her to invite him to sit.

 ‘Would you like a cup of tea or coffee – maybe a glass of water?’ Asked Mrs. Brown.

‘Nothing just yet,’ he stammered.

‘Please have a seat,’ she said smiling. ‘I have been looking forward to meeting our top salesman.’

Mark smiled. Mrs. Brown was nothing like the witch they had said she was.

She asks him many questions about how he approaches his work and how he gets people to buy their products. She also wants to know how the company fits in with his own professional goals. He begins to feel more and more comfortable because these are things he knows and had rehearsed over and over in his mind.

Mrs. Brown leans forward, listens and nods her head in understanding. Mark is now completely relaxed, so he loosens his tie, crosses his legs and begins to tell her what he thinks is wrong with the London office. He tells her how his immediate supervisor had failed on many occasions to take opportunities to increase sales and how he thought they should be paid better.

Mrs. Brown squinted her eyes as she looked at him. Then she stood up and said in a gruff voice.

‘My secretary will show you out.’

 

1. Given the professional context, would you have done the same or differently if you were in Mark’s position?











1. Do you think Mark correctly evaluated the context?











1. What communication factors led to the change in the CEO’s attitude?
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MAX the MULTITASKER: A Case Study adapted from Quintanilla, K. M.  & Wahl, S.T in Maund, A,. Shriek, M and Tinkler, A, Certificate in Higher Education:Skills for the Workplace. London.    Sage



Max was very good at planning and organising events such as weddings, birthdays and other anniversaries, so he decided to start a business from his home where he received enquires and made bookings for clients. He didn’t have much money, so he did all the work by himself and depended on satisfied clients telling other people about his services instead of paying for advertisements. 

One such client was Tamara whose wedding Max had organised two years earlier. All the guests had had a wonderful time, and some had even hired Max to plan various activities. Now, Tamara wanted Max to plan her parents’ 50th Wedding anniversary for a hundred and fifty guests at a special venue, the Dorchester Plaza. Max agreed, even though he was so busy that he found himself doing the jobs of secretary and receptionist by answering the phones, taking bookings and phoning around to book various venues.

‘Why don’t you employ somebody to help you?’

‘I can’t afford it. My mother has an incurable illness and I must pay for her to stay in a nursing home. Also, her medicines are extremely expensive’, said Max. 

‘Oh, I’m sorry to hear.’

Two weeks later, Tamara phoned him on his mobile as his landline was busy. When he answered, he told her that he was on the phone to another client, but she said that all she wanted to do was to bring forward the party to a week earlier as her father had to go into hospital on the date earlier agreed. Max said that it wasn’t a problem and they agreed on a new date. 

When the day came, Tamara, her parents and their guests turned up at the hotel only to find that there was another party in progress. They were all upset, and Tamara was crying as she phoned Max to find out what had gone wrong. Max apologised and said how sorry he was but that he had forgotten to write the new date in his diary because he had been talking to another client on the other phone and he couldn’t afford to employ anyone to help him. He said he could organise the party for her parents at half the cost any time after her father came out of hospital, but Tamara was so angry and upset that said she would never trust him again and she would tell all her friends what he had done. She called him a rude name and hung up. 

Max tried to phone her many times after, but she didn’t answer.



1) [bookmark: _Hlk45712253]What element of communication do you think was responsible for what happened?





2) How could it have been prevented?







3) Was Tamara right to behave in the way she did?
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COMMUNICATION: A CASE STUDY adapted from The University of Iowa Food Safety Project





Case Study 1 – Barry and Communication Barriers: Effective Communication as a Motivator 

As you read their case, think about how you might help communicate with the employee to remedy the conflict.  Answer the critical thinking questions at the end of the case. 

Barry is a 27-year old who is the manager of a restaurant.  He is responsible for supervising and managing all employees in the kitchen.  Employees working there range from 16 years old to 55 years old.  In addition, the employees come from diverse cultural and ethnic backgrounds.  For many, English is not their primary language. 

Barry is qualified food safety officer who tries his best to keep up with food safety issues in the kitchen, but he admits it’s not easy.  Employees receive “on the job training” about food safety basics (for example, appropriate hygiene and handwashing, time/temperature, and cleaning and sanitizing). But with high turnover of employees, training is often hurried, and some new employees are put right into the job without training if it is a busy day.  Eventually, most employees get food safety training of a kind.  The owners of the restaurant are supportive of Barry in his food safety efforts because they know if the Health and Safety Inspector found standards to be poor, their restaurant could go out of business.  Still, the owners note there are additional costs for training and making sure food is handled safely. 

One day Barry rushes to get into work on time. He had been working on his car until 2 a.m. and realized that he didn’t have a clean uniform. However, he managed to find one that was not very dirty. As he dressed, he realized that he needed a haircut and a good hand scrubbing, especially after working on his car. 

When he rushed into the kitchen, he noticed several trays of uncooked meat on the work tops.  They appeared to have been sitting at room temperature for some time.  Barry is frustrated and doesn’t know what to do.  He felt like he was beating his head against a brick wall in trying to get his employees to practise food safety.  

Barry has made many efforts to get them to learn how to handle food safely.  He has put large signs all over the kitchen: KEEP HOT FOOD HOT AND COLD FOOD COLD and WASH YOUR HANDS OFTEN.  All employees are given a thermometer when they start so that they can assess the temperature of food.  Hand sinks, soap, and paper towels are available for employees so that they are encouraged to wash their hands frequently.   



 

 



Questions: 

1. What are the communication challenges and barriers Barry faces?  

 

 

 

 

 

2. What solutions might Barry consider in addressing each of these challenges and barriers? 

 

 

 

 

 



3. What are some ways Barry might use effective communication as a motivator for employees to follow safe food handling practices? 
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                                      MARIA and PEDRO



Pedro works on a building site and Maria is his wife.

One day Maria phoned Pedro.

‘Hello, Pedro, when you’re coming home, see if you can get me a chicken.’

‘Okay,’ replied Pedro.

When he got home, Pedro took off his boots and coat and went into the kitchen.

‘Maria, where are you?’ He said.

‘Here – in the sitting room,’ she said.

When Pedro went into the sitting room, Maria said, ‘Where is the chicken?’

‘What Chicken?’ Asked Pedro.

The one I asked you to get on your way home.’

Oh, no! I thought you said when I come home I will see you in the kitchen!



Q: Why do you think Pedro misunderstood Maria?

Q: Whose Model of Communication explains this confusion and why?

Q: How could this have been prevented?

Q: Whose Model of Communication explains how it could have been avoided?


