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Introduction




This report will focus on communication, models of communication, the way I understand them as well as examples of communication from my personal experience. All three models of communication will be explained and used throughout the report to demonstrate my understanding and their use in team communication including examples of poor communication I have been a part of in the past and how could it be avoided and improved. 






1.



Communication


Communication is social interaction where we are sharing or exchanging messages, ideas, signals in a verbal or non-verbal way with an individual or a group of people. Having a skill to communicate in a way that is effective is one of the most important skills a person can have in life. Communication can occur in speaking, writing, body language, using technology such as telephone, email, messages. Every communication will have at least one sender, a message, and a recipient. However, sending messages from one person to another could be affected by a range of things.


2.


What are Communication skills? 

Communication skills are simply put skills that individual needs to effectively communicate with others. 
Effective and useful communication skills would include skills such as listening, having empathy, being confident, having an open mind, tone of voice and body language or emotional intelligence. 


2.1.


                                       Models of Communication




Models of communication are models that help to explain and help us to understand how human communication occurs daily. They are especially used by organizations, businesses, and companies to improve communication. They also help to understand how the receivers interpret and decode messages that were sent by a source or a sender. 


3.


                               Three models of communication



I will be talking about three models of communication. These models are Shannon and Weaver, Schramm and Berlo model. Two of these models, Shannon Weaver model and Berlo SMCR model are linear, one-way models. The message travels in a straight line from sender to the receiver, without need for feedback. That makes the only communication that needs to occur in this model to be receiver receiving sent message. 

Shramm's model is known as a circular, interactive one where message continues roles can be traded. 

3.1.

                          Shannon Weaver model of communication

The Shannon and Weaver model is a linear communication model that was introduced in 1949 by American mathematician Shannon and a scientist Weaver and it shows that message travels in one direction. It travels from the sender to the receiver and that is where communication ends. This message could be sent by phone or any other technology channel. Sender will encode the message and receiver will decode it, understand the message, and receive it. Another concept in this model is Noise. Noise could be any disturbance like people talking or environment noises. This means noise might not let the message get received by the receiver as what is originally meant and sent by the sender. This model is also known for its ability to show how messages can be misunderstood and misinterpreted in the process of sending messages and receiving them as it as limitations in personal communication. It appears to be simpler to be talking face to face rather than using technology and avoiding any poor communication and misunderstandings. When talking face to face you can also focus on non-verbal communication, so it is harder for the message to get lost in translation. 

3.2.

Examples of poor communication using the Shannon and Weaver model and how could they be improved?



Over the past few years Ive been a member of plenty of teams and worked in different companies. Reflecting on my previous team communication experiences I can now use models like Shannon Weaver to analyze why some of the communication went wrong and ways it could have been improved. 
When working as a Supervisor in a Cosmetics company I had to sometimes act as a duty manager for a period of time which meant I was responsible for dealing with plenty of phone calls, emails, rosters, and overall team communication using channels such as Slack to communicate with my team on daily basis. This did not always go successfully. 
There was a time where miscommunications happened often, especially with our customers and their enquiries or complaints. Using the phone often for these conversations did most of the time end up in some sort of misunderstanding as the store would get extremely busy and crowded at times, forcing me to pick up the phone in loud environment without having time to take it to the office. Often even if picking up the phone in the office, noise would still be present as staff would be on breaks, talking, watching videos, carrying out the tasks that would all create a distracting and noisy environment for any conversation to have, especially the ones not face to face where you would be able to read body language and facial expressions and understand the emotions better. 
A simple way to improve this would be to make sure to politely ask any staff members to take a break in what they are doing and ask them to lower their voices or stop the conversation for the time being until you resolve the issue, or any concern customers may have had. If not, it is difficult to understand the problem and for customers to communicate their point and it is possible to react inappropriately or just not being helpful at all, which is not the outcome wanted. 
Poor communication that occurred most used to involve staff missing work as communication was not clear between members of staff and then later management. One staff member, sender would leave a voicemail or send a message, channel, asking to swap their shift with another staff member, receiver. The receiver would get the message but never replied to sender, leaving sender thinking roster is now changed and without any answer or confirmation simply by letting the receiver know. This would create a stressful environment for the day of the shift and leave management short on staff. The way to improve this would be wait for confirmation before making plans as well as communicating these changes to management, preferably using email rather than a phone call or message to have everything in writing as a proof and have another person, management, aware of this change communicating between all three individuals. 


3.2.1.


                                  Berlo Model of Communication 

This model of communication is taking inspiration and it is developed from the Shannon Weaver model. David Berlo’s Model of Communication created in 1960 represents the process of communication in a simple form of using Sender, Message, Channel, and Receiver, often known as the SMCR model. Berlo made sure to describe what factors could be affecting and influencing communication and with that making his model more effective. This model emphasizes encoding and decoding the message. What this model is lacking is the emotional aspect, no feedback or mention of noise as well as requires individuals to share some similarities for communication to happen.  

The biggest problems I have experienced in communication this model represents would be misunderstanding of attitude on emails between myself and other staff members when trying to delegate tasks, create schedules or give feedback. I noticed it is hard to understand emotion in writing and it does very much depend on the type of writing, formal or informal. Often happens staff member through came across with an unwilling attitude and almost appeared to be rude and disrespectful. This was usually due to the language barrier with foreign individuals or the use of informal slang language. 
Working for a company with individuals from all sorts of cultural backgrounds was particularly important to respect everyone's beliefs and have truly clear and open communication about what is required and asked from both sides to be respectful. Plenty of situations that happened because of not trying to understand each other could have often been avoided and improved by listening to each other more clearly and having an open mind as well as focus on the information shared especially in situations with cultural or language differences. 

3.3.

  
                                
                              Schramm's Model of Communication 


This model is developed from the origins of the Shannon and Weaver model. It was created by William Schramm in 1954 and the main difference from the other two models is this one is a circular model with added feedback and suggests no communication is complete without receiving it. Main factors are encoding and decoding the message as well as largely focusing on communications in diverse cultures and how information and messages ca be viewed differently depending on these aspects. The effectiveness of this model relies on receiving appropriate feedback and a two-way communication between sender and receiver. To be able for the sender to know if the receiver has understood message correctly, feedback is a significant aspect that does improve the effectiveness of the communication shared between individuals. 

This communication model is used mainly in large organizations and teams where messages, ideas and information are continuously shared, and roles are trading.  
The example of poor communication in this model I experienced in my workplace would usually be situations where feedback was not received and left sender guessing, or feedback showed message was not understood and it was often too late to create any changes and incorrectly understood information travelled further to other team members. 
This could have been avoided by making sure there is enough time to make any decisions or changes in case a message is not understood correctly as well as be very clear in communication and messages we are trying to send across. 



3.4.





                                                  Conclusion


In conclusion, all models of communication have a similar structure. Each one expands od a different idea a bit more, but they all consist of simple Seder, message, and Receiver. They all display how important it is to receive correct information and how important it is to communicate openly and clearly between individuals or teams. Learning and understanding these models is a valuable skill to have especially if running a business, managing, or leading a team as well as useful skill to have in our everyday life alongside communication skills like writing, listening, empathy and being open minded. Understanding this is helping my communication in education, work and makes me think twice before I go and communicate or share anything important with another person, evaluating how am I going to share this information, what channel might be the most suitable for sharing given information and every detail I can think of to make communication as straightforward and easy to understand in a correct way as possible. 
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