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1. Introduction: 
Communication is really important in our world. I carrying these study to understand the communication models and the communications skills, this is important because everywhere you go you have to communicate with people and the communication should be good. Importance of communication in the world of work cannot be overemphasised. In this report we will explain three models of communication, namely Shannon and Weaver, Schamm’s Model, Berlo’s SMCR. In addition, it will discuss the communication skills which are Verbal (speaking), Verbal (writing),	Comment by Staff:  You need to write a proper introductory paragraph….  For example, why are you carrying out the study and why is it important- these should come out clearly
Non –Verbal and listening. Finally, the report will explain the advantages and disadvantages of technology in communication.

2. Explanation of Models of communication 
2.1 	The first model of communication is Shannon and Weaver (1948) model. This model of communication was created to develop real communication between sender and receiver. This method was created in 1948 when Shannon wrote an article “A Mathematical Theory of Communication”. Shannon was an American mathematician while Weaver was a scientist. This model of communication is an SMCR linear model of communication that involves a sender sending a message to receiver through a channel and during this process, the message can be affected by noise and as such the message might lose its intended meaning.  This is as shown in the diagram below. 	Comment by Staff: Make sure you add diagrams for all models of communication discussed



Diagram of the model here:
[image: Shannon and Weaver Model of Communication -]
(Shannon and Weaver Model of Communication , 2022)
 I will use Pedro and Maria model to show the Shannon and weaver model of communication.
[bookmark: _GoBack]Pedro works on a building site and Maria is his wife.
One day Maria phoned Pedro.
‘Hello, Pedro, when you’re coming home, see if you can get me a chicken.’
‘Okay,’ replied Pedro.
When he got home, Pedro took off his boots and coat and went into the kitchen.
‘Maria, where are you?’ He said.
‘Here – in the sitting room,’ she said.
When Pedro went into the sitting room, Maria said, ‘Where is the chicken?’
‘What Chicken?’ Asked Pedro.
The one I asked you to get on your way home.’
Oh, no! I thought you said when I come home I will see you in the kitchen!
This is what happened when there is misunderstanding and noise.


2.2. The second model is Schramm’s Model of Communication
Wilbur Schramm, a well-known communication theorist, developed an open communications model in his book “The Process and Effects of Mass Communications”. In his model he show as that the communication needs three elements – the source, the message and the destination.  The source encodes a message and transfers it to its destination via some channels, where the message is received and decoded. Schramm’s Model of Communication was assumed by Wilbur Schramm in 1954, where he advised that communication is a two-way process where both sender and receiver take turns to send and receive a message.Schramm’s Model has different parts for communications where:
The sender is the person who sends the message. The encoder is the person who turns the message to be sent into codes. We need to think of the right words to say and in what order we should send our messages to communicate our ideas to the message receiver. The decoder is the person who gets the encoded message which has been sent by the encoder and changes it into the language understandable by the person. When receiving a message, we need to use our reading skills, listening skills, to decode the message so it makes sense to us.
The translator is the person who works to understand and analyse the message. The message is received after description. The translator and receiver are the same people. One person may understand the message in a totally different way to someone else. Or, they may not understand it the same way as the encoder, meaning they have ‘misinterpreted’ the text. The receiver is the person who gets the message. He decodes and understands the actual message. The message is the data sent by the sender and the information that the receiver gets.
Feedback is the process of allowing the received message by the receiver.
Medium or media is the channel used to send the message.
Noise is the nosiness and breaks during the process. It is also created when the intended meaning of the message sent by the sender and the meaning interpreted by the receiver is different which is known as Semantic Noise.
[image: 2.4: Models of Interpersonal Communication - Social Sci ...] (Models of Interpersonal Communication, 2022)




2.3 The third model of communication is BERLO’s model of communication:	Comment by Staff: You should focus on explaining hat is important in the models  and not writing about sender, channel , receiver etc. and give a related example to show understanding
In 1960, David Berlo built-up Berlo’s Sender-Message-Channel-Receiver (SMCR) model of communication from Shannon Weaver’s Model of Communication (1949). He designated factors affecting the individual components in the communication making the communication well-organized.
That important in this model is that BERLO believes that the source and the receiver need to be on the same level.The model also focuses on encoding and decoding which happens before sender sends the message and before receiver receives the message separately.Berlo’s Model has normally, four components to describe the communication process. They are sender, message, channel and receiver. Each of the component is affected by many factors.
I will give example of Berlo’s model of communication.
Firstly, the news presenter is the source of the news who disseminates the information. The news is the message, and television is the channel. Finally, the audiences are the receivers of the message who watch the television.  In this context, the audience cannot provide feedback.
(BERLO’S SMCR MODEL OF COMMUNICATION, 2022)
[image: BERLO'S SMCR MODEL OF COMMUNICATION] (BERLO’S SMCR MODEL OF COMMUNICATION, 2022)
3 Communication skills in the workplace 
 Communication is the ability to share ideas and information between people.
Communication a lot of times is misunderstanding.
 There are three types of communication skill which are VERBAL (Speaking) Verbal (writing), Non-Verbal and Listening I will discuss these communication skills. 
Verbal and Non-verbal Communication   
Verbal (speaking), Verbal (listening) is speaking and listening skills.
For effective verbal communication we should use simple leangluges.We have to speak slowly. Use words which is saying exactly what you mean. Another very important thing is that your body languages is sending the same message as your words. For example: You cannot say smiling while you’re cryin

Non-verbal communication is the things we don’t say, but talk through our body language, signs and signals. Both verbal and non-verbal communication are important and can say different things. 
LISTENING-Active Listening, motivate yourself to listen, motivate the speaker, avoid interrupting, use positive questioning.
Good listening depends on: Putting aside any inflexible thoughts, Building an open mind, Active talking with the lecturer, Remember that silences are part of communication. Active listening requires: Attention, Commitment, and Availability.
There is a keys to better listening: Give the speaker your undivided attention, Stay open-minded, avoid interrupting, and involve yourself in the communication.
4 Advantages and Disadvantages of technology in communication 
 What is technology in communication? You need to start from there before discussing its advantage and disadvantage.    The first advantages is that you have access to any kind of information with one click you can find out wherever you want to. You can find out information about your personal life and also for academic purposes.
Second advantages can be online communication trough the emails you can communicate with people around the whole world. You can make video chat with your family and friends.
Third advantages is the Social Media
Through websites like Facebook, Twitter and Instagram, the internet has enabled friends, relatives and co-workers to stay in touch over long distances.
Another advantages is the Address Mapping or GPS 
With the help of the GPS technology, you can travel to a places which you never been to. This technology gives you direction how to go from point A to point B.
In addition, another disadvantage is Invasion of Privacy  because of  communication technology a lot of people are sharing  information with friends around the whole world.Howevere most of them don’t know how their privacy been worn. Many people are been hacked by hackers and viruses.
Second disadvantages is that the communication technology are reducing the face-to-face communication. On this days because of the internet people are bonded to their phones they prefer to do meeting online than face-to-face. To do your meeting online have become easier because you don’t have to travel and spending money and time.
The biggest disadvantages is the on-line bullying, in our days online bulling is really famous and social media is a big opportunity, people are using fake accounts and start bulling people for money.
5 Conclusion  
This report summarized the three models of communication, namely Shannon and Weaver, Schamm s Model, Berlo’s SMCR. In this report you can find out the communication skills and the advantages and disadvantages of technology in communication. The communication in work place, which are verbal and non-verbal communication.
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