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1.Indroduction
Communication is each act of transferring information. Communication is vital for a team and individual success in the workplace in a day-to-day basis because it helps to understand the opinions, feeling and ideas of people we are getting in contact with. Having good communication skills can help you in every aspect of your life. Instead, poor communication skills can bring frustration and misunderstanding. There are different models of communication, yet our focus will be on the model of Shannon and Weaver, Schramm, and Berlo.
2.Models of Communication                
   2.1 Shannon and Weaver Model
Shannon (an American mathematician) and Weaver (an American scientist) developed a model of communication in 1948, known as Shannon and Weaver model which described how communication works. This model it is the simplest model, is a linear model running in a line left to right and it has no feedback.[image: image2.png]Receiver
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                     https://www.researchgate.net/profile/Vahid-Mortezaei
The concept of Shannon and Weaver model is that the sender (S) delivered the message (M) through a channel (C) such as the telephone, telegraph to someone who received the message, the Receiver (R). The model has two important aspects, the first aspect is that the noise could interfere with the message and affect the communication and secondly, there is no feedback.
This model of communication can be related to the case study of Maria and Pedro. Pedro (receiver) which is working in a site building received a phone call from his wife Maria. He misunderstood the phone conversation with Maria (sender) who asked him to buy a chicken, but due to the noise of the construction, he thought he must meet her in the kitchen. To avoid the noise barrier, we can apply Schramm’s model that has include the feedback. In that case, Pedro could avoid the misunderstanding by clarifying the conversation by question back why he needs to meet in the kitchen.
In my workplace, we often used walkie-talkie between the staffs. This created poor communication due of the noise that interfering with our conversation. Most of the time the message was not completely received, I must deduce the message, for example: bring coffee instead of toffee. To overcome this, we can also confirm back mentioning the colour of the product. 
     2.2 Schramm Model
 Five years later, in 1954 Schramm proposed his model. Schramm read Shannon and Weaver model and he agreed that if noise can interfere with the message the communication is not complete. Then he developed his circular model and included the feedback. So, if there is noise and the message is not well received the receiver should contact the sender and clarify what the message is. According to this concept, communication must be comprehended by both the transmitter and recipient.  An Encoder or Sender encodes a message for the receiver. A receiver decodes the message back to the encoder (Hamrin et al., 2016). 
According to this theory, communication is like a two-way street, with information flowing both ways.
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Schramm’s Model of communication by Ricarl Ramlagan,2015
 2.3 Berlo Model
In 1960, David Berlo developed a linear, left-to-right communication model like Shannon and Weaver’s model. According to Berlo, there is no feedback in his model, sender and receiver must communicate at same level, if not, things will appear different to people. It has four components where each component is affected by many factors. The concept of noise does not have to be physical noise or environmental noise, but this noise can be internal. This makes the communication difficult or impossible. The noise he is referring to is between the Sender and Receiver. If there is difference between communication skills, the message will not be clear received. David Berlo focus is on the cultural and knowledge in his theory. 
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                   Berlo’s Model of Communication by E-Learning Hub, youtube, Sep 2020
Berlo’s model it is illustrated in the case study “The professor and the Village People”.
The professor did not engage with village people, because there is nothing in common with them. He thought the village people were uneducated and did a manual job. One night the professor woke up with his house on fire and started to ask for help. People cannot understand the teacher when he asked for help because he used complicated words. The difference between the sender(professor) and the listener (village people) produces internal noise. He could communicate with them by using plain language not using long complicated words.
In my workplace, I have a manager who is Scottish. During meetings, she speaks very fast and uses complex terms, then exit the room without asking the feedback. Most of the personnel, being foreigners with limited English skills, have no idea what she was talking about. Here, Berlo’s model would be best example for effective communication to take place, where the source and the receiver need to be on the same level. To overcome failure communication, the manager could speak little slow, use simple words, and get responses from the staff. 
3.Communication skills
Communication skills are foundation for individual, team, and organizational success (Kinnick & Parton, 2005). It can be categorized into three basic types: verbal, nonverbal, and listening.
     3.1 Verbal communication is exchange of information using words including both the spoken and the written word. Vocal communication it is not a simple case of speaking words, because of the way how we speak it is the tone of voice and pitch. The voice divulges our emotions, our thoughts, and our relationship with others. If we use the right tone, the correct words it will convey in the right message. 
    3.1.a Written Communication: Written communication refers to a type of interaction where the signal is conveyed using written or printed text (Hersey and Blanchard, 1969). It is the most dependable way of communication, and its professional and intellectual quality makes it widely valued in the business sector. A wide range of textual communication methods is available, including correspondence such as letters and e-mails as well as periodicals and newspapers
3.2 Non-verbal communication (also known as body language) refers to all the ways we communicate without using words (Quintanilla and Wahl in Maund et al., 2017). With Nonverbal communication we always must be aware of gesture we use when we speak that because the message can be distorted. It is important to get the context of a situation right to decide what Verbal and nonverbal communication are appropriate
Verbal and Nonverbal Communication challenges abound in the case study of “A Day with Chief”.
Mark was the top salesman who went to meet the CO of the company. He leads to wrong information (barrier of influence) sharing about Mrs Brown personality which drives low motivation and decreased in his performance. Mark has miss address the open-ended question (barrier of listening) asked by Mrs Brown. As Mark realize that Mrs Brown was not as described by the other co-worker’s, he gains overconfident and began to feel more relax and behaving out of professional context. He loosens his tie, cross his legs, complaining about the supervisor mistakes, he talked about getting better paid. All this are to do with verbal and nonverbal communication. The message he is ending it is inappropriate because he misread the context. 
Mark should answer the question with building trust and making Mrs Brown feel like his words brings success to the company. Besides, he should avoid talking about the failure project of his immediate supervisor and the pay rise (lack of assertiveness) which was not the topic of discussion of the CO. An correct perception of nonverbal communication helps the listener grasp the goal of the speaker and is highly related to social intelligence and interpersonal sensitivity (Goleman,2006).
In my work office, many of our staffs are non-English speaker. Language barrier are the most common reason for poor communication. To avoid this, we can use plain language, find a reliable translation service like google translate, use visual methods of communication like slide presentation and provide classes for the staffs. We need to increase the volume of the conversation. 
3.3 Listening
Another key for effective communication is listening. People do not pay attention to listening, they confuse listening (it requires to concentrate on verbal and nonverbal communication) with hearing (it is a physical ability to detect the sounds). Crockett (2011) estimated that the average person remembers between 25 and 50 percent of what they hear.  
Active listening can be done by paying attention at the posture (eye contact, lean slightly forward, be open, face the person, stay relax), paraphrasing (it is powerful listening skill that validate others) probing (use open ended questions after beginning with how, what, or why). Question should not be used as a weapon. 
 A poor listening it is reflected in the case study ‘Max the Multitasker’.
Max has failed to focus on the message given by Tamara due to listening distraction like multitasking jobs. Not paying close attention to Tamara, is detrimental to effective listening. He was so preoccupied with his own thoughts that made him unable to listen actively. He was distracted by phone calls with other clients (information overload), he was busy handling by his own the task without a support worker (personal concern). Tamara also did not empathetically listen to him when he told her that he had a mother with terminal disease, and he must work all the time to buy medication for his mother. When you listen empathetically, you gave attention to what another person is saying.
To avoid the barrier, Max should stay focused on the phone with Tamara by avoid distractions and engage with her in the conversation (Good Listening), thinking about the speaker’s message with useful technique (i.e., clarifying, paraphrasing, reflecting, and/or summarizing statements), listen to the meaning and not to the language, and finally avoids difficulties (your brain chooses what to listen based on what you're trying to do). 
In housekeeping sector, we always asked to do multitasking job. The staff are expected to simultaneously complete multiple tasks then they may preferentially shed communication tasks to maintain their performance. To avoid this, focus exclusively on our level of capacity, never overload information, and finally ask for manpower for better productivity.
4.Conclusion
Being able to communicate successfully with bosses, co-workers, and other employees is essential no matter what type of organization you work in. Being able to communicate effective is vital to exchange the right information, minimized distraction and thus build healthy relationship and increase productivity. Workers in the digital age must be able to communicate and receive messages successfully in person, as well as through the phone, email, and social media platforms, to succeed. A wide range of disputes over communication models, as well as descriptions of verbal, non-verbal, and listening talents, among other things, are included in this work.
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