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This report was written with the intuit of demonstrate the understanding of the models of communication and communication skills and refer them back to the case studies discussed in lesson.

Introduction
Communication is a skill and common method that is very required in our daily routine, as is used to dialogue and express feelings and sensations towards to people.
“Communication is simply the act of transferring information from one place, person or group to another. Every communication involves (at least) one sender, a message and a recipient.” (Oxford English Dictionary)

There are 3 parts to successfully deliver a message to a recipient, which goes from: 

The sender > The message > The recipient

Commonly, to communicate successfully there are a variety of forms, which 4 of them are:
· Non verbal communication- This type of communication is majority used to express messages such as feelings, they can be expressed by:
Facial expressions- Which helps to express happiness or sadness;
Gestures- By using the movement of hands can have certain meaning such as thumbs up to show a certain agreement.
Eye contact- Looking into someone’s eyes could indicate that the person is presenting feelings of shyness specially if their eye contact becomes shorter; if the eye contact becomes longer could also indicate the person is interested or having feelings of attraction.
Physical contact- physically touching someone , such as giving hugs can be seen as reassurance.

· Verbal communication- This type of communication can be done. From telephone, presential, radio, and other type of relevant media.

· Written communication- This type of communication can be done from when you write letters, emails, books, the most used, social media through different social applications.


· Visual communication- this type of communication can be easily done from graphics, pictures, maps, logos, symbols, 

Communication as dialoguing method that also suffers from barriers which can be:
· Language barrier (the person who you trying to communicate you might not even speak nor understand the same language as you
· Cultural differences (This could be included the difference of background)
· Emotional barriers (this could be for the fact that the person is not able or nor does feel comfortable enough to express their feelings)
· Lack of interest when communicating.



Models of communication 
There three main models of communication that helps to understand how is our message introduced until it gets passed to the recipient and how effective it reach to them. It is important to understand that these models are crucial for an effective communication. The following models are:
-Shannon and Weaver (1948/49)
“The Shannon and Weaver Model of Communication is a mathematical theory of communication that argues that human communication can be broken down into 6 key concepts: sender, encoder, channel, noise, decoder, and receiver.” (By Chris Drew, PhD, Helpful Professor)
Shannon weaver models was first presented in 1948 with the intuit of improving the understanding of communication via telephone and also to improve the quality of phones
 This theory became “the mother of all models” due the popularity as the main person who developed was Claude Shannon. This theory has the purpose of explain and analyse how the message from the sender gets to the recipient lost or misinformed.
“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)
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The picture above represent the process of the Shannon Weaver theory, it also provides the visual criteria of how the sender has the information at the beginning. The sender can always choose how they want to send the message for example, it can be verbal speaking, through body language and etc. 
The encoder is the following step which is how you convert your ideas of the message into specific signals to communicate to someone. 
The following step would be the channel. The channel of communication if the frame that provides information that comes from the sender and transmitter linked to the decoded and receiver. Is good to keep in mind that when the information source is chosen as face to face, there is no channel except for the fact that there are sound waves from our sound waves which is carried to the receiver’s ear.
Eventually we get to the part of the noise, which does sometimes interfere into the message and misleads to misinformation of the message which there two types of noises which are:

Internal noise- This means that sender might have made mistaking when encoding the message or either the receiver has not understood successfully the message, which can happen when, when writing you have misspelled a word as in the point of encoding the message; or at the point of decoding a message the receiver misunderstood the message.
External noise- This means that an external noise that interfere when the sender is forwarding the message, which the noise is not in the control of either the sender or receiver, which leads misleading information. 
Decoder is the following step. Decoding means readable data and information. “ Shannon and Weaver made this model in reference to communication that happens through devices like telephones. So, in this model, there usually needs to be a device that decodes a message from binary digits or waves back into a format that can be understood by the receiver.” (By Chris Drew, PhD, Helpful Professor)

Finally at the very end we have receiver/destination, which is the ending point of the message on Shannon weaver’s model, this is where the person gets the message, in which they might or not receive it with noise, which can be external or internal noise.

Berlo’s model of communication
This models was first presented in 1960, as the “The process of the communication”. This model is compost by 4 frames to describe the communications process. It operates on the SMCR model which means:
· S- stands for source which is where the thought or idea originates. It is the one who transfers the message/information to the receiver. This is also done completely with the help of 5 components which are: communications skills attitude, knowledge, social system and culture.
· M- stands for message which is when a person transforms their ideas int words therefore to create the message. This can be successfully done with the following elements: content, element, treatment, structure and code.
· C- stands for channel which is how much information flows to the receiver, it allows the receiver use the 5 sense by hearing, tasting, seeing, smelling and touching to to help to communicate.
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Description automatically generated]R- stands for receiver which is who the message reaches. For an effective conversation it conveys that both sender and receiver are on the same platform, as it makes the flow of the information smoother.

There are several loopholes in the Berlo’s model of communication. According to the Berlo’s model of communication, the speaker and the listener must be on a common ground for smooth conversion which is sometimes not practical in the real scenario.


Schramm’s model of communication
William Schramm was who proposed the model of communication back in 1954. This model is similar to Shannon Weaver
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The aim of Schramm’s model of communication is to offer approach and explanation of communication. It can be used to understand how communication develops between two people when the same are exchanging information and ideas.
Schramm’s model of communication is formed by the following basic elements which are:
The message >  (which is what information is communicated)
The source/ sender > (by who does the information comes from)
The channel. > (by which medium does the sender provides the information)
The receiver > ( who get the information/message) 
“Encoding and decoding are two most important factors of an effective communication without which information can never flow between two individuals. Schramm’s model also revolves around the above principle. According to the Schramm’s model, coding and decoding are the two essential processes of an effective communication”. (Prachi Juneja” and Reviewed By Management Study Guide Content Team, 2001-2015)


External noise was the main reason that on the case study of Maria and Pedro communication was failed. This means that an external noise that interfere when the sender is forwarding the message, which the noise is not in the control of either the sender or receiver, which leads misleading information. For example, on the case study that was provided to us in class, Maria and Pedro had similar scene. Where they were in a middle of phone call, where Pedro was on building site. Most probably it was very noisy on the scene. Maria during the phone conversation requested Pedro to t bring chicken on his way home. Since it was noisy on the background it does makes believe that Pedro misunderstood and interpreted that Maria, asked him to come home that he would see her in the kitchen. The word kitchen and chicken made a confusion to the receiver. What could be prevented by this would be Pedro double confirming the requests of Maria before ending the phone call. This confusion can be related easily be related to Shannon Weaver’s model of communication.


Poor communication at works places
There so many ways of communicating to your audience and sometimes it may not be in a effective ways. Poor communication can have lasting effects on workplace productivity and performance.
 There so many examples of poor communications skills such as:
· When it comes to leadership: managers or team leaders often find difficult to lead workers. They can also start showing sign of lack of responsibility, make teams become collaborative and successful.
· Lack of knowledge can lead to negativity, low results.
· Misunderstanding happens specially when information given out is not clear enough at workplaces
· Poor communication skills can lead to missed opportunities at work, for example by not effectively communicate you can be transmitting not enough interest on what you are doing
· Lack of communication can also lead to unnecessary conflicts, which can cause an unhealthy environment at workplaces
· Low Morales can lead to lack of communication has it can raise misinformation and mistrust in between employers.
· Gossip can be one of the major reasons of lack of communication especially when you rather listen to sayings of people who never spoke with. Best suggestion is to go straight forward to the person if you think that both have got issues that should be raised and solves.

Suggestions of improvements of Communication
Lack of communication skills commonly happen but is always good to look for ways to perfectionate your communication skills. There are many ways to improve the lack of communication such as:
· Asking for feedback, in which can help you to understand on what you are missing out and what is good but can perfectionate.
· Learn the basics of non-verbal communication, like for example sign language
· Using key points to start and end
· Be empathic
· Ask questions to avoid misunderstandings
· Focus on the theme, feelings and thoughts that are being discussed
· Improve your body language and posture, for example having an open body language
· Improving listening skills, sometimes is just better when we listen to other person, so we don’t interrupt and mess up their thoughts
· Show respect for your audience
· Simplify and always make clear the purpose of you message


Conclusion
Communication is a basic skill to have in our daily routine as it is how we are able to express our feelings, thoughts and ideas so they do not get misunderstood. It is important that we provide our message in a very honest, clear and simple way. Effective communication can help to create good working relationship between you and the staff members in the same common setting, which can also improve your efficiency at workplace. The models of communication can also help us to understand where we do fail when sending information to our receiver. In my point of view Shannon and Weaver (1948/49), is the perfect example of models that can be used to understand what makes us fail when communicating, such as the background noise can affect of how clearly and effective want to pass the message.
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