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                  MODELS OF COMMUNICATION AND COMUNICATION SKILLS

1. Models of communication 
     Definition: Models of communication are conceptual models used to explain the human communication process. 
                                 [image: ]
According to our teacher, Influences and Implications of Communication are: 
a. Source Effects                                         
b. Encoding Errors   
c. Channel Issues
d. Receiver Effects
e. Decoding Effects 
f. Feedback

a. Source Effects are about credibility and attractiveness.
b. Encoding Errors are about underestimation of target of audience, incorrect assumption of culture.
c. Channel Issue are verbal and non-verbal.
d. Decoding it's about how are you listening.
e. Receiver Effects are about the receiver and how this begins to interpret the sentences sent by sender, understanding the message to their own set of experiences in order to make the sentences meaningful.
f. Feedback in communication enables us to evaluate the effectiveness of our message.

     Here are several types of communication models, including:
· Aristotle’s Model: Witch means a scheme for thinking about how to recover your communication skills, by looking at key aspects underpinning a problem. 
· Lasswell’s Model: Witch is an elementary scheme for feature analyzing one-way communication by asking some questions like: to whom, witch what effect, who, said what?
· Shannon-Weaver Model: Is the first to feature the role of ‘noise’ in communications, which can disturb a message between sender and receiver.
·  Berlo’s Model: This is a communication type which can be explicate in four steps, which are: Source, Message, Channel, and Receiver.

·  Source: Elements of the source include communication skills of the sender, their mood and science. 
· Message: Elements of the message include its content, structure and code.
·  Channel: Elements of the channel include the sense of hearing, seeing, touching, smelling.
· Receiver: Elements of the receiver include their attitude, knowledge.   

· The Westley and Maclean Model: Shows that our communication is altered by environmental, cultural and personal record.
· Berglund's Transactional Model: It highlights the role of exclusive and public cues that shock our message.

2. Communication skills 
     Definition: The ability to dividend conception and feelings effectively.
     Communication skills are skills you use when giving and receiving different kinds of instruction. Communication skills involve listening, speaking, observing and sympathize.
         Communication skills permit you to understand and be understood by others. These can add but are not limited to adequately communications, giving and receiving critical evaluation and public speaking.  
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Communication skills examples and explications:
· Listening 
Being a very good listener is one of the best ways to be a good communicator. No one likes communicating with someone who cares only about putting in her two cents and does not take time to listen to the other person.
· Nonverbal Communication
Your body language, eye contact, and accent of voice all color the information that you are trying to send it. Also, beware to other people’s nonverbal warn while you are talking. For example, if the person is not looking at you, he or she might be annoying or cloaking the truth.
· Clarity and Concision 
Good verbal communication means saying just abundant. Try to bring your message in as a few words. Say what you want certainly and precisely , whether you’re speaking to someone  in person, on the mobile phone, If you meander, your listener  will either tune you out or will be hesitant of literally what you want.
· Friendliness
Through a friendly tone, a personal question, you will inspire your listener to employ in open and decent communication with you. It’s important it be polite in all your companies, at work, everywhere.
· Confidence
It is important to be positive in your cooperation's with others.  The positivity shows your listener that you believe in what you’re saying and will agree through. Avoid making affidavit noise like questions. Of course, be accurate, not to sound imperious or combative.
· Empathy
· Using frames as simple and determine that you have been listening to the other persons and appreciate their ideas. Active listening can help you tone into what your conversational college is thinking. 
· Open-Mindedness
A good communicator should enter any conversation with a malleable open mind. Be open to listening to and compassionate g the other person’s idea of view.
· Respect
People will be more open to communicating with you if you offer respect and if you appreciate them and their points. Simple actions like using a person’s name, making eye contact and activities listening when a person speaks will make the person feel comfortable.
· Feedback
Being able to give and receive an opinion accordingly is a crucial communication skill. The patrons, managers and supervisors should frequently look for ways to offer employees with a good feedback.  

                                          Poor Communication

Definition: Poor communication is the inability to convey your message to the other person or a group. In an organization, poor communication leads to demotivation of employees.

I think that as in any relationship, communication is a key to a strong business relationship. This can be the relationship between business and customer. Communication can be improved in virtually every workplace, no matter the industry or size.
There are many opportunities for poor communication in a workplace, and awareness of these obstruction is the first step toward discovering and solving them within your own business.

Here are some problems of poor communication:
· Stress in the workplace: High stress levels in the workplace are a huge sign that there are communication problems. Poor communication can create a feeling that everything on your to-do list is urgent, causing you and other to hurry, feel tense. Employees who are stressed all day go home stressed and worn out, which impacts their families.
· Unmet Needs and Expectations: Lack of communication causes unmet expectations. Teams miss deadlines, clients miss appointments, and people on a project do not seem to know what their roles are. When employees have trouble figuring out what their priorities should be, they often choose the wrong thing and end up disappointing their superiors. Without clearly communicated expectations and priorities, it is impossible to know where to start and how to complete a project efficiently.
· Arguments and Other Relational Breakdowns: If you have ever opened your work email inbox, only to find an accusatory message from a colleague, employee or boss, you have probably experienced the sense of frustration, anger, hurt, fear and helplessness that can come with unhealthy workplace communication. Instead of asking questions about how a project is coming along or what your priorities and goals are, the email reads in an accusatory and demanding tone. 
· Low Morale and High Turnover: When people are dealing with intense emotions, they spend more time than normal on emotional management. Productivity goes down, and morale is replaced by a sense of relief of making it through the day. Workplace survival mode can be a real problem.
· Physical and Mental Health Issues: When things are going wrong both at work and at home, it is not usual to experience consequences to mental or physical health. Mental health concerns and chronic health problems are more likely to develop during stressful times, especially when an employee has no outlet for stress relief, is out of energy for self-care, or lacks emotional management skills. When these problems pop up, encourage proper professional care and use it an opportunity to turn around the situation.
· Dissatisfied Clients: Dissatisfied clients can be a sign of poor communication. When teams miss deadlines or appointments, superiors tend to be frustrated and stressed, but so do clients. If your client was counting or phone service to begin before its grand opening and your installation team missed the deadline, your client could be out of money. When clients are dissatisfied, they often take their business elsewhere, which costs your company money.
· One-Way Communication: Poor communication often frustrated that they don’t get feedback- in meetings, emails, project planning. They present their ideas, explain their plan, and wait for questions or comments, but get nothing. The problem may be talking too much. Being a good communicator requires the ability to sit back and listen, in a way that invites conversational. Be conscious of leaving space and time for input, and don’t present ideas in a final ‘This is how it is and there are no possible alternatives’ manner.
· Passive-Aggressiveness and Sarcasm: If you find yourself responding with sarcasm or passive-aggression in professional and personal communications, you may be doing yourself and whoever you’re communicating with a big disservice. Both approaches get in the way of presenting real solutions to problems and are often interpreted as belittling. Instead of replying sarcastically to something that you see as a problem, be earnest about what you believe the issue to be and present straightforward and honest possible solutions. Using sarcasm or passive-aggression is often seen as a personal attack and can escalate an already tricky conflict-resolution scenario.
· Getting Personal: One of the biggest signs of poor communication is focusing on people rather than on problems. Examples would be dismissing a co-worker as stupid or an idiot for presenting a plan that needs improvement or calling your employees lazy rather than focusing on specific impediments to better productivity. If you identify a problem a problem, and your first thought is to direct a negative personal comment at the person you believe to be the source of the problem, you may need to re-evaluate your communication skills. Separate the issue from those you feel are responsible, and zero-in on possible solutions instead of apportioning blame.
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  EXAMPLE OF POOR COMMUNICATION 
Here is a personal example from real life. 
I work as a supervisor. In my turn, I have a boss as well, a foreman, who gives me orders and I in turn give that orders to my workers. One day the workers had to repair some pipes in a garden. I talked to the workers, told them what to do and they did the work. Then the foreman called me and asked me about the work, which I told him that the work it's ready and I sent to him a picture with it and he said that the work it’s not good. As in that hole where the pipes are, it had to be covered with sand. I told him that he didn’t told me that I had to order the sand. Then he realized that he forgot to tell me that I had to order sand to cover the hole. 
This is an example of poor communication because that day, due to the lack of communication from my desire to lose a day of work and implicitly money.

    So, if poor communication can impact weight levels, termen limits, attitude, energy, and the bottom line skeptically, then good communication can have a clear and curative aftermath.
Write out job and project tasks certainly and analysis in to ask how things are. Make use of emails and messaging apps. Treat others with the forbearance your anticipation for in return. Make a written list of preferences for times when there is a lot of work than time, and perchance set alone time each week to straight address at work interests and brainstorm explanations.
Also, you can make listening skills with your college and accept the best of consumer desire. Create a culture of perform accomplishments and advance. You can teach your company communications, self-care, and emotional management skills.
In my opinion, I believe that at work there should be friendship and everyone should get along with everyone, and work should be well done. This is only possible by being a very good communicator. We must learn to communicate professionally and to perfect our skills to be understanding and patience at your workplace. We must be meticulous not to have problems with miscommunication, because if we do not communicate there will be a lot of problems with solving the project, and the team will no longer understand each other. So, it is good to apply all the dexterity we have in communication and to avert miscommunication so that things go well.
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