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Introduction
The aim of this report is to give an analysis of communication, discuss three models of communication and apply them to case studies.

What is Communication?
Communication is transmitting and sharing information through thoughts, ideas, concepts and emotions (Entrepreneur handbook, March 2021). It is also done through reading, writing, speaking and other forms of media. 

The models of Communication
There are different models of communication: Shannon and Weaver’s Berol’s and Schramm’s.

Shannon Weaver Model
This concept is made up of the following: Sender (source) who creates a message and passes it   through a channel that sends it out. An encoder (Transmitter) converts the message through signals or data and sends it via a channel. The Channel gets interrupted by noise which is passed on to the decoder. The decoder (Receiver) converts signals into a message. The Receiver is the final recipient or destination of the message and usually provides feedback. (Communication Theory)
An example of a case study is between husband-and-wife Maria and Pedro. Pedro who worked in a building site was asked by his wife Maria to bring home some chicken after work. He misunderstood the word chicken for kitchen. He walked home and went straight into the kitchen, when his wife asked about the chicken, he said he thought he was asked to attend the kitchen. The impact of the noise had caused a miscommunication between Pedro and his wife Maria. 

Berlo’s Model of Communication
Berlo’s model of communication is made up of four components, namely sender, message, channel and receiver (Communication Theory). The sender is the encoder of the message, which goes through a channel, and then passes on to the receiver that decodes the message. After some research, it seems this model of communication does not provide any feedback.  This implies that the source and receiver need to be at the same level of communication.
Case Study
A case study of Berol’s model of communication involves the story of The Professor and the Village people.
There was a Professor living alongside some village people with whom he had little contact. One evening, his house went up in flames, so he ran to seek help from the villagers. He yelled that his “edifice” was consumed by a “great conflagration”, and he needed help. The villagers ignored his plea because they could not understand his vocabulary, so his house burned down.
The next day the Professor returned and accused the village people of not helping him to put out the fire in his house, to which the people replied that, had he said his house was on fire they would have helped. This scenario illustrates that if the professor had used simple vocabulary which the villagers understood, communication would have been on the same level to receive help.

Schramm’s Model of Communication
This model of communication is two-way meaning that the message is transmitted from the sender to the receiver, who then decodes the message with a response. This model application determines how information is exchanged between two parties (Osgood- Schramm Communication Model).
An example of Schramm’s communication would be referenced in the case study of the professor and the village people as already mentioned in Berlo’s. This scenario brings out the idea that effective communication cannot be achieved until the receiver understands and responds to the message of the sender.

Communication skills       
These are made up of Verbal and Non-Verbal Communication.
Verbal Communication is made up of words. It can also be translated into non-verbal based on how an individual may respond to a certain scenario. For example, a person may react by putting their hands on their hips, while uttering a pleasantry like “Thanks for your help”. The body language in this case is very negative while the words are positive giving a contradictory message.
An Example of misinterpretation of communication is related to “The day with the chief”. In this scenario an employee was invited to the chief Executive’s office and despite being nervous about meeting her, when he arrived, he was given a warm welcome and made to feel relaxed. Soon after, the employee started displaying signs of disrespect to his boss by taking off his tie putting his feet, on the table, and gossiping about other colleagues to which the boss got annoyed and asked him to leave.
Non-Verbal Communication is made up of the use of facial expression, signs, posture, and body language (Verbal vs Nonverbal). It accounts for 93% of communication, and it is the main way of communicating our feelings unconsciously. It plays an important role in the workplace with colleagues and their managers. For a manager to display good non-verbal language, it is essential to have a smiling countenance, maintain eye contact and speak politely in a good tone of voice. This ultimately makes staff feel welcomed and reassured.
In a job interview, good posture, sitting upright, smiling, putting on appropriate clothing, and remaining calm are some of the attributes that can help securing a job. According to studies, these characteristics have a positive effect on a job interview than a CV.
Non-verbal communication is the main means of communicating our feelings. Examples of nonverbal communication are a frown of the face which might suggest that someone is unhappy, looking away from someone or something may suggest disinterest, while a broad smile can suggest happiness.
When communicating, it is also important to develop good listening skills, as these can help to improve our conversation.  Listening is a major skill of communication, which works alongside our speaking, reading, and writing abilities.  To be a good listener, it is necessary to be mentally and physically focused. (Helping you Develop Life Skills) When listening it is essential to be actively engaged in the process to understand the message.
There are some tips to help develop our listening such as being attentive to what is being said, cast aside your personal opinions, admit to not knowing, avoid repeating yourself, use open ended questions like who, what, when and, why, have patience and ask the right questions.(Active Listening) 
A case study outlining the effects of poor communication is in the case of Max the multitasker. Max was an event’s organiser who runs a sole business, so when Tamara one of his clients approached him to organise a wedding anniversary party, he agreed but forgot about, noting down the right dates in his diary because he was busy talking to another client on the phone whilst dealing with Tamara. When Tamara turned up with her family to attend the occasion, she found out that their event wasn’t planned. Tamara got very upset and vowed to sever ties with Max even though he tried to offer her a discount as compensation. This case study highlights how poor listening can affect communication.

Written Communication 
There are two types of written communication, Formal and Informal

Formal Communication
It is made up of official documents like letters of employment. and reports. The format of writing formally includes a main body, procedure, assessment, analysis, conclusion, and appendices. One way of communicating through a letter can be formal or informal writing.  The basic rule for writing a formal letter is as follows; Use Dear SIR TO address the recipient and yours faithfully at the end if you are not familiar with the recipient. However you can address a recipient by the name and end your letter with yours sincerely, if you know them personally.IT is important to  have a clear structure with easy reading, linking paragraphs to maintain a flow of idea within the body of your writing., There are certain things to be aware of  when writing such as   using tautologies, jargons and contraption .An example of a contraption is using “don’t “instead of do not .Use an active tone of writing and make conclusions  short and to the point.

Informal writing 
This is a more relaxed form of writing that may be directed towards a friend or an audience using a personal tone of voice. It may contain slangs emoji, jargon and figure of speech. An example would be. “Take the bull by its horn” Some emails and memo can be written informally depending on the relationship between sender and receiver. However, a business email should be direct, clear and professional and may contain attachments. It is worth remembering that poor writing can create a bad impression and misunderstanding   of communication.

Poor Communication at my   workplace.
I have witnessed some poor communication in my place of work, which have caused misunderstandings among colleagues. An example involves, my supervisor asking a worker to display children’s work on the wall, after five minutes he was assigned another task without completing the first one. The supervisor returned demanding why the first task was not completed. The worker responded that it has been impossible to complete two tasks at the same time. This example shows that overburdening of tasks in a workplace can lead to poor communication.in my workplace which is a nursery some toddlers have toddlers have speech delay, or visual impairment which means they cannot fully communicate their needs, to help their development.
There are some team leaders or supervisors who always want to take the initiative, been authoritative and failing to acknowledge the ides and suggestions of their team.
There are cultural differences, making communication hard, as English is not their first language. This can also create emotional problems, lack of confidence, feeling left out and anxiety.
Lack of modern equipment for communication such as good intercom systems laptops, phones can cause poor communication

Poor staffing structure, prejudice, and physical disabilities can also lead to poor communication.
Using jargon or slangs can cause misunderstanding among colleagues
Staff are not motivated to perform because of an overload of information, leading to mis understanding of tasks.
Making assumptions and jumping to conclusions can be very detrimental to productivity in the workplace.

Solutions to Problems at my workplace
The company should encourage cultural diversity and inclusion for staff and children by providing the appropriate resources necessary. For example, Makaton or sign language, picture books and sensory toys for children. Adults can benefit from signposts and literature in different languages 

The workplace should provide leadership training courses in communication for leaders to help them to develop their skills and build a rapport with their team.

Modern technology in working condition would be introduced, and staff will be given the necessary training to operate them
A good staff structure will be put in place which will enable staff to exercise their rights and incompetent   staff will be removed from office. There will also be ongoing training for staff to help their development in various aspects,
Training courses on Formal writing will be introduced to deter the use of jargon writing. 
Staff morale will be boosted by organising appraisals, rewards schemes and encouraging suggestions.

Conclusion  
This study of communication has provided me with practical and factual knowledge about communication, It is essential for guiding me through my course as It will help to develop my communication skills and help me to relate positively to classmates and lecturers. I have learnt about the importance of communication, and its significance in the workplace. I hope to apply some of these skills to any prospective workplace, and towards any personal professional development. Finally, I would like to add that I have thoroughly enjoyed this module and its positive impact on me. 
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