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1. INTRUDUCTION
   Public speech has become necessary and in fact, all businesses do not use the same communicational skills in the field. There are several models suggested, each has brought some development on the existing one. I will be discussing what communication is? It’s importance, the types of communication. I will point out some models of communication and other information relating to communication. 
2. Communication: definition
The act of exchanging information either by verbal or non-verbal means. By writing, speaking or using technological means of imparting information. It requires two or more parties. There is always the need of one sending the information and other at the receiving point. By this opinion, facts, ideas, jokes, gossip and values are conveyed from the source to the receiver. According to Shramm’s model communication cannot be considered complete until the receiver provides responds or the feedback. Even though there are times that some challenges hinder the flow. These distort the entire message. The diagram below describes communication process.
[image: ]

3. TYPES OF COMMUNICATION                                                        
We have verbal and nonverbal communication as the two main types of communication.
3.1   VERBAL COMMUNICATION:
This is where we communicate by using language to transfer message through speaking, listening and writing. This type of message is used very well in presentation, video conferences and telephone calls, meetings and one-to-one conversations. Verbal communication can be developed by considering some principles like:
  Use a strong and confident speaking. When it comes to presenting information, do your best to be fervent in the language and use strong voice for your listeners to hear you. Have a convincing confidence to speak so that everyone can hear you well.
  Use active listening. To be a good communicator in presentation or involving in one-to-one conversation active listening must be part of our priority.
 Avoid filler words. If care is not taken, in every pause in your presentation, it is easy to use filler words for instance “now”, “eel” ,“you see” will make your audience feel uncomfortable.
 WRITTEN COMMUNICATION: This involves any communication that use written words.
 Advantages of written communication
Written communication provides permanent records. It serves as a reminder and as a proof for legal purpose. It could be updated by editing. It serves as a good material for historical purpose.
 Disadvantages of written communication
[bookmark: _Hlk39151809] There is delay in communication. It takes time to get to the receiver. Another drawback is it requires space and money. There is no secret since anyone can read once it is written. The need for careful preparation becomes another disadvantage. Corrado Poli said “always keep a copy of all writing communications, even informal notes and email messages. If there is something you want nobody to see, then do not write it”.        (Guffey et al, 2009)                                                
3.2 [bookmark: _Hlk39151868]NONVERBAL COMMUNICATION:    
[bookmark: _Hlk38340766][bookmark: _Hlk39151911]Defining nonverbal communication have proven very difficult due to its uncertainty. It is defined as “communicating without words through multiple communication channel.”  Speaking of multiple communication, the facts of body language, gestures and facial expressions to carry messages to others plays a huge and vital role in communication. It has a great impact in countries where different languages are spoken even in one community. Rosenblatt states that ‘non-verbal communication is anything other than words themselves that communicates or affects the message “contained” in the words.’   (Rosenblatt et al. 1982:145), (Huebsch, 2014, P.7)
[bookmark: _Hlk39151991][bookmark: _Hlk39151951][bookmark: _Hlk38343810] Functions of Non-Verbal Communication: There are five basic functions, which are complementing, regulating, repeating, accenting and supporting verbal communication and substitution. (Huebsch, 2014, P.8)                                 
  			        4. Importance of communication
  There cannot be life without communication. It plays a major role in human lives. Communication between individuals and groups are very demanding, as it is in organization.  A manager of a complex design activity said, “if I could have one wish granted, it would be to make our internal communications fewer in number and far more effective.”
The success of a project or programme depends on communication.  A supervisor who communicates well in person, in written report, good in diagrams, sketches and effective in oral presentation and is good in listening is likely to be given high responsibilities. Though technical competence is highly recommended but without good communication even an expert engineer will be useless in the workplace.
Communication is always necessary in building relationship, executing duties, managing a team, controlling work in progress or job done. The employer enjoys high output from his employees if communication is well delivered. The employees on other hand can work with less supervision through communication. In an organization it enhances morale, productivity and commitment of employee. It reduces confusion and misunderstanding if it is well delivered.
[bookmark: _Hlk34728141]                5.   Importance of effective communication
Effective communication is a fundamental means to achieve high productivity and to have fervent working connection. Clear delivery of communication creates trust among employers and employees. An employee is an asset to an organization if he communicates effectively to his associates, clients, and the manager. The use of simple words brings a straightforward meaning to the message. It is important to avoid the use of ambiguous words. If audience are giving the opportunity to speak, it helps the speaker to access the effectiveness the message delivered. It minimises misperception and promotes unity.    
6. Theories of Communication Cycle 
To understand the concept in communication cycle, let us consider some of the models like; The Shannon- Weaver Model, The Berlo Model, and the Schramm’s Model.
6.1 The Shannon -weaver Model
    In 1948 the American mathematician Claude Elwood Shannon and the scientist Warren Weaver stated: “A mathematical Theory of Communication” which was ascribe to them as Shannon Weaver model of communication or “mother of all models”. The diagram below shows how this model works.
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[bookmark: _Hlk39152102]    They proposed six elements in the communication process. They are: source, encoder, message, channel, decoder and receiver. This model was more technological than Berlo’s and Schramm’s. (Steinberg,2007, P54)
[bookmark: _Hlk35334010]Concepts in Shannon Weaver Model
Sender – The model begins with a sender who decides to send a massage to someone and how it gets to the receiver in either verbal or nonverbal way. For instance, a reporter who reports an incident may use auditory or visual means to inform the public. If he decides to broadcast the news through radio, a radio station is needed to convert the voice into waves for broadcasting. The model recommends an encoder to covert the idea into signals before it can be sent. 
A decoder is required, from the above scenario a radio set is needed to decode the waves back into a meaningful language. 
Then the receiver having the massage is expected to acknowledge receipt. Hence, the receiver completes it with feedback. For example, if via radio the information to the public is to allow social distance due to covid-19, then the feedback is to see the public movement in distance apart.
Noise is one possible obstacle which prevents the message to reach its destination as it intends to be.
Example of Shannon Weaver Model
A Pastor spoke to a member of the church board about the communion service and the materials required for the programme through telephone call. The board member received wrong information due to noise. 
The conversation was like this:
Pastor: please buy blade and wine for the communion service (“it was bread he needs not blade due to network disruption or noise).                                         Board Member: All right Pastor consider it done. Then, blade and wine were bought for the service.                                                                                            From Shannon Weaver concepts the Pastor is the sender or source of the information. The medium used is the mobile phone and the network is the transmitter. Bread was heard as blade due to noise. The board member had mobile phone as his decoder but there was a transmission error of noise. Both in this case realized that the message was misunderstood from the feedback. 
Findings of Shannon Weaver Model
1. The model gives a one-way process of transmitting information
2. Is considered as a “misleading misrepresentation of the nature of human communication” but communication between mankind is not mathematical in its form.
3. The receiver perform very weak part in the communication process as the sender plays the main role that delivers the information
4. The model works better for interpersonal communication than group and mass communication. (Steinberg, 2007) 
Advantages of Shannon Weaver Model
[bookmark: _Hlk39152201]   This model saw the need of the sign theory which records that the information must not be sent in its raw form. It must be encoded in a manner which is accepted by the receiver. Again, they discovered the potential of noise in distorting the message. (Wikizero.com)
6.2 Berlo’s SMCR MODEL OF COMMUNICATION 1960
The abbreviation (S-M-C-R) in Berlo’s model stands for, Sender, Message, Channel, and Receiver respectively. They describe the four components of communication. David Berlo saw the weakness in the Shannon Weaver’s model, so he improved it. In 1960 he came out with his model, explaining varieties of components which form the prime process of communication. The model accepts coding and decoding of the message which are necessary in communication. Below is the description of his components.
BERLO’S MODEL OF COMMUNICATION
 [image: ]

[bookmark: _Hlk39152400][bookmark: _Hlk38347553]This model begins with the source which decides the communication skills, attitude, information, communal method and culture of those in the communication. The message is prepared; these are components in set of signs, the decoder set starts by speaking or writing. Then the information goes through the channel which transmit the message in either hearing, seeing, touching, smelling, or tasting. Then the receiver translates the information with sensor skills. From here the receiver understand the massage. This is an easy way for person to person communication.     (Chaudhary, 2019) ,      (Wikizero.com) 
[bookmark: _Hlk39152470]Findings of Berlo’s SMCR model of communication
1. The model lacks feedback and effects are basically not known
2. The barriers to communication have no reference.
3. There is no place for noise as a barrier which may cause disturbance 
4. It is a difficult model
5. It expects people to be equal level with similar thinking pattern, but this is usually not so in human life.
6. The model failed to include the usage of sixth sense as a channel of communication like thinking, understanding and analysing, which is necessary to mankind. 
7. [bookmark: _Hlk39152450]It is linear model of communication.      Chaudhary (2019)
[bookmark: _Hlk39152550]6.3 The Schramm’s Model of Communication
The diagram below explains the Schramm’s Model of Communication.
[bookmark: _Hlk39152508]Schramm’s model only repeats all other models. “Schramm states that the sender and receiver should have the same field of experience in other that they may effect proper interpretation and understanding of communicated material. This is a one-way model” (Huebsch, 1986)
[image: ]

Schramm’s diagram above concludes that the sender passes the message to the receiver, the receiver must translate it into the way the sender wants and gives feedback. Any communication without feedback from the receiver is ineffective. It is like a goal scored in a football match, until the referee confirms the goal it is not considered as a score point. Schramm states that the feedback from the receiver in the communication process brings the message into completion.
7. Communication at my workplace
A Text message is received from the employer stating the timetable for the week. The employee gives his feedback by contacting the employer through telephone to confirm his acceptance. During the day an attendance form in writing is signed. At the workplace verbal communication is effectively used as it requires speaking in person to person. The use of visual signs like different colours of flashing lights coupled with alarm tells the meaning of the message been pass across. Both verbal and nonverbal means of communication are used. 
8. Conclusion 
Communication has been accepted as one of the factors which bring production and services to its apex. It is one of most significant organizational tools or employability skill.  Therefore, communication which defines goals and expectations should be delivered clearly through a proper channel to ascertain the expected results. It is expected from the sender to ensure that the message is well organized and clear to be understood by the receiver. Nevertheless, until the feedback which could be verbal or nonverbal is delivered communication is not effective.   
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