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[bookmark: _Toc78669422]Introduction
Effective communication is a very important factor for the success and good being of every company and to ensure this many organisation ahs to follow many models and theories. Throughout the company, effective communication assists the management in much more accurately identifying all operations (Richards and Schmidt, 2014). In this report, the communication model of Shanon and Weaver, Schramm and Berlo’s, SMCR communication model will be addressed. Also, the aspects of verbal non-verbal communication will be elaborately expressed throughout the report. Also, SOLER, KEYS, Proxemics and Kinesics will be used to elaborate the effective use of verbal and non-verbal communication. Eventually the importance of listing will also be expressed and emphasised in the report. The elaborated examples for many models will also be addressed.


[bookmark: _Toc78669423]Section 2 – Communication Theories 
Communication model is a framework that makes the connection between the components of communication and the process of communication for making the communication take place. The communication models that will be described in this report are Shannon and Weaver communication model, Schramm communication model, Berlo’s SMCR model and describe the usage of these model in the communication process.
[bookmark: _Toc78669424]Shannon & Weaver's Communication Model
The Shannon and weaver communication model is a liner model of communication process and this deals with six components of communication and the process of communication which is one way except for feedback. The process has sender who sends message which is encoded and sent through a channel and then decoded to be sent to the receiver. This concerns the noise factor as well as this distorts the communication if not considered (McQuail and Windahl, 2015).
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[bookmark: _Hlk75981379]Figure 1: Shannon & Weaver's Communication Model (McQuail and Windahl, 2015)
In the example of Maria and Pedro, the message was misunderstood between Maria and Pedro due to noise. The connection connecting Maria and Pedro was impeded by noise all across the communication process due to the channel distortion. That is why this model considers the importance of noise as well as a threat to the communication method.
[bookmark: _Toc78669425]Schramms' Communication Model
The sender and receiver in the communication process is the core of Schramm's communication paradigm as it is a two-way communication system in which individuals use personal expertise and experience to communicate the position apparently. Both the sender and the receiver should therefore serve as interpreters. The difference between this model and the Shannon & Weaver's Communication Model is that in this paradigm, the transmitter and recipient do not act as interpreters (Schramm, 2012).
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Figure 2: Schramms' Communication Model (Schramm, 2012)
In the case of the professor and the villagers, the two-way communication and communication skills are at question. The villagers were unable to understand the professor's message because of his rich vocabulary and their less expertise, and therefore they were unable to provide him help. if he had used proper words and a two-way communication was done this scenario would not have occurred.
[bookmark: _Toc78669426]Berlo's SMCR model
Berlo's SMCR model is simply a linear base model that needs all participants to have the same level of intelligence and all the communication obstacles, like noise, are ignored in this model. This model demonstrates how communication is influenced by factors such as communication skills, knowledge of the participants, their transparency in the process. The similarity between this model and Shannon & Weaver's Communication Model is that both are linear model but they mismatched in the matter of noise observation (Craig, 2006).  
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Figure 3: Berlo's SMCR Communication Model (Craig, 2006)
In the case of the villagers and the professor, the knowledge level of both participants was not in balance. The professor had used proficient words to make the villagers understand his condition which led the villagers not to understand the meaning of the professor’s message. The model suggests that if professor had used more normal words to make the villagers understand considering their knowledge level, then he would not face such condition.


[bookmark: _Toc78236038][bookmark: _Toc78669427]Section 3 - Communication Skills
[bookmark: _Toc78236039][bookmark: _Toc78669428]Verbal Communication
For the betterment of effective communication many models are being used and among those models one of the most promising and used model is KEYS model. In this model there are four aspects that needs to be addressed and the first one is to make sure that the communicator is known to themselves when they know the aspects of their contribution to the communication process 9 McQuail, 2010). After knowing themselves they have to evaluate the professional contest that they are dealing with if the context is formal or informal or in which form of communication method are they going to conduct the communication process. Later on, the third step is your communication introduction or cause in which step the communicator has to monitor the communication that there are doing and how they are conducting the communication and which mode is being used here. In the latter part the final step is to step back and then see if the individual person who is the communicator is conveying the message to the receiver effectively with proper communication and then the communicator have to make sure that the communication process is evaluated properly with the use of previous standards. Normally there are two kinds of verbal communication which are known to be written communication and oral fornication (Richards, J.C. and Schmidt, 2014). When it comes to written communication, it is vital in the process as the written communication is done formally following all the rules and regulation of the company. In written communication the communication is done more formally and it is more authorised than any other communication method as the communication is sealed into a paper and it is a permanent record of communication that can be accessed anytime. It is the time taking communication process as the receiver cannot provide the feedback immediately after the mail is sent for the written communication is provided to them and of the written communication is very important (Hargie, 2006). When a written communication is taking place the tonality of the written communication is the fact that emphasizes on the tonality of the communicator wordings and also that it does have an impact on the reader as if they are going to improvise the situation or not. On the other side there is oral communication and in oral communication the major to factors that can be said as the most important factors all the boys of word and the tonality of the communicator. In this case the way the communicator is proceeding his or her words to the receiver please some big step into the communication process and there should not be any e place for misunderstanding on ambiguity in the whole process of oral communication.
[bookmark: _Toc78669429][bookmark: _Toc78236040]Non-Verbal Communication
Non-verbal communication is when the person is using their gesture and posture of the body to communicate with others more effectively and promisingly. Kinesics is a word that is associated with the body movement which can be any part of the body including hands legs body or face expressions. The reason of the uses of this kind of model is individuals do need some space or individuality while communicating with others and to maintain effective communication with the other party different kind of space is required (Maguire and Pitceathly, 2002). Kinesics is the research of how to use bodily movements including facial emotions to someone's advantage. Interpreting facial movements and head movements may provide a lot of information. Kinesics aid in the communication of resemblance, status, attentiveness, and other attributes. Individuals can convey their emotions through facial expressions. It enables the person to communicate themselves more properly and give knowledge that is more likely to be accepted by the intended recipients. Also, whatever way that movement someone’s physique and communicate yourself to the individuals the communication is dealing with will be merged with you in here, thus this type of gesture and posture has both a good and bad influence on communication. Some other form of nonverbal communication is proxemics, which would be the investigation of the minimal space that people feel they need to communicate. Edward Hall proposed four different sorts of space for keeping a relationship alive through communicating effectively (Zuckerman, DePaulo and Rosenthal, 2017). This zone is for family and friends, personal especially intimate acquaintances, and it spans from touching distance to 18 feet. The aspect that stands out is official correspondence, which necessitates this sort of space, but when it really pertains to sexual space, the space should be approximately 4 and 12 feet, which would be adequate for communication between a small group of people and indeed the understanding of such messages. The term "public space" refers to an area larger than twelve feet that is suitable for connecting with a large group of people, such as on the broadcasting in Radio or Television or in social media. Giving space while talking allows for a deeper understanding of either the communicator's relationship with one another. Proxemics promotes in the recognition of both strength as well as reputation. Ultimately will come to communicating by non verbal aspect and the communication is totally nonverbal you done then the space required between the communicator and the receiver is very important to be recognised. So when it is about non verbal communication the three factor that plays the most important role are space, body language and expressions of face.
[bookmark: _Toc78236041][bookmark: _Toc78669430]Listening as an important factor
For the successful comprehension of effective communication, the communicator and listener both of the parties have to come along and play their roles. Effective communication needs active listening and the most important factor why it needs so is if the communicator is delivering the message properly but the listener is not listening carefully and actively throughout the process of communication then the communication does not even have any effect in real feedback of the receiver (Davenport Sypher et al., 2008). The listener have to provide some feedback like putting a small on their face or not in their head to agree to the points are providing facial expressions as if their feeling compassion or feeling the fact is that the other party is trying to conduct. Whenever a party is communicating with another party, they have to keep in mind that the listener have half of the work to be done as the communicator. The reason behind this is because when a person is conducting a communication process no matter what the communicator is providing and how effectively the person is making sure of the message deliver properly if the listener is not listening actively then the communication will not be a successful one. Active listening is when listener is listening to the communication Birla attentively and the person is making sure that no important message is being ignored by the listener. This is one of the most important factors to ensure that the communication process is done properly and without any glitch as active listening can provide the listener with productive and appropriate knowledge about the message that is conducted or delivered by the communicator (Broadbent, 2013). Also, another factor that is important is empathetic listening which represents the fact that the listener have to feel the impact of the message and the listener have to show expressions are make the communicator understand that he is listening properly. Effective listening is when a communicator is providing all the necessary hints like giving a smile or nodding to the communicator going, he agrees for providing expressions which are curious aur shocked when the emotion in their mind. In SOLER method the nonverbal listening process is provided very successfully in which S stand for sit properly before the communicator and O stands for the posture should be open. In here, the L stands for leaning and this made the communicator understand how the listener is listening then E stands for eye contact with the communicator to ensure your productivity and R stands for relax mood or expression for by the to the communicator. This ensures proper and productive communication process within the organisation.

[bookmark: _Toc78236042][bookmark: _Toc78669431]Conclusion
In this report, the models Shanon and Weaver, Schramm and Berlo’s SMCR has been elaborated properly with proper interpretation. Then the report has discussed different kind of communication like verbal, non-verbal and the factor has been emphasised that listening is a major part in the communication process to have impact on the effective communication in both of the parties.
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