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1.	INTRODUCTION
Communication, simply placed, is the process of transmitting information from one person to another. Communication involves one sender, message and a receiver (SkillsYouNeed, 2020).  This may look easy, but communication is actually a very intricate subject with high technical processes. The process of transferring the message from the sender to a receiver can be affected and the communication process distorted by a huge range of things. Generally, communication is said to be the way by which information is transferred via speaking, writing or any other medium. This report paper is focused on communication models and skills. 
 
2.	MODELS OF COMMUNICATION
Communication Models are used basically explain the communication process amongst human. The leading model of communication was propounded by Claude Shannon in 1948. As times evolves, Schramm Wilbur introduced another model that link collective variables in 1954 which includes the sender, encoding, medium (channel), decoding, and receiver. Subsequently, in 1960 David Berlo developed the linear model with the sender-message-channel-receiver model of communication. 

· Shannon–Weaver Model of Communication
The Shannon-Weaver Model of Communication, proposed in 1948 in an article titled “A Mathematical Theory of Communication” was published in the Bell System Technical Journal by Claude Shannon and Warren Weaver. This model clearly articulates that human communication is divided into six categories which are sender, encoder, channel (medium), noise, decoder, and receiver. According to Drew (2020), Norbert Weiner added a seventh concept known as ‘feedback’, which modified the model from a linear to cyclical. This model is generally regarded as “mother of all models” by experts. On the other it known as ‘Shannon theory’ because Claude Shannon developed the theory to demonstrate how messages are distorted in the process of communication.

Steps in Shannon–Weaver Model of Communication
1. Sender
This is the person (object or thing) who generates the information (source). He starts the process by selecting a message, destination of the message, and the channel by which the message will be sent. Messages can be sent in different ways by the sender, which may be through spoken word (orally), writing or body language.
2. Encoder (Transmitter)
Encoder is a machine (or person) that turns ideas into signals that can be sent to the receiver from the sender. Shannon’s originating model of communication was framed to explain communication via means such as telephone and computer which encode messages with the used of codes like binary numbers, radio waves, etc.
3. Channel (Medium)
The channel of communication is the framework that move messages from sender via the transmitter to the decoder and then the receiver. It is also termed as the medium. If we are in a face-to-face situation, we refer to the channel as sound waves as it carries information from the mouth of the sender the ear of the receiver.


4. Noise
Noise obstructs messages on its way to the receiver from the sender. Coined after conceiving the idea that it could obstruct our clear understanding of messages. Noise is categorized into two: internal and external. The internal noise occurs when a mistake is made by the sender in the process of encoding a message while external noise occurs when something outside of the sender or receiver hinders the message. In the case of “Maria and Pedro”, the role played by noise was obvious as it distorted the communication process from the sender (Maria) to the receiver (Pedro) when she requested the he gets her a chicken on his way back home. The message distortion happened as result of the noise from the construction site which is known as external noise. This noise led Pedro into giving the wrong feedback and could have been solved if Maria had repeated the statement twice or thrice for clarity. 
5. Decoder
Decoder is the opposite of an encoder. Shannon and Weaver came up with this model as a result of communication that occur via telephones devices. This model requires a device that decode message from binary numbers or waves into a format that will be understood and clear to the receiver.
6. Receiver
The receiver is the last step of the original Shannon and Weaver Model of the technical communication process. This is the phase where the person or thing gets the message after accounting for any sort of noise.



7. Feedback
The feedback phase was not part of the originally proposed steps by Shannon and Weaver as mentioned in the introduction of communication models earlier. Norbert Weiner added this phase to respond to critics of the linear manner of the approach. Feedback occurs when the receiver of the message correspondingly responds to the sender.

Workplace Example
A telephone conversation on Shannon-Weaver Model:
Sender (Dr. Salem):
In addition to all I have said, please add cubes of sugar. I mean two
Encoder: 
Telephone
Channel: 
The telephone network
Noise: 
Mumbling
Decoder: 
Telephone
Receiver: 
Cynthia
Feedback: 
She added four cubes of sugar as she didn’t hear the part where “two” was mentioned.

· Schramm’s Model of Communication (1954)
This model of communication was propounded by Wilbur Schramm in the year 1954. That information will not be useful until it is cautiously crafted into words and transmitted to others to encode and respond. Encoding is essential it starts the communication process through the conversion of thoughts to contents. When the sent information by the sender gets to the recipient, his needed responsibility is to understand what the sender intends to communicate. Unless the receiver decodes the information passed by the sender, the message is of no use. Therefore, encoding and decoding are t important factors of any effective communication process.

Using the case of the Professor and the village people as an example. The village people were unable to help the Professor as a result of their inability to decode the information coming from the Professor. The words (edifice and conflagration) used were unfamiliar words to them as they are uneducated which made them not to decode or give feedback (help). Schramm’s model highlight that communication is not complete until feedback is gotten by the sender from the receiver of the information. The Professor should have considered their level of education and use simpler words that they can decode and give corresponding feedback (help) he needed.

Workplace Example
Jennifer to her Secretary (Ruth) - “Please bring something warm for me to drink as I am suffering from cold.” The Secretary made a cup of hot water in response to the request no knowing that Jennifer actually crave for a cup of lukewarm tea. She did not understand what Jennifer wanted as a result of common grounds, hence the misinterpretation by the Secretary. It was not the fault of Jennifer or the Secretary but the differences in their backgrounds. 

· Berlo’s Model of Communication (1960)
David Berlo extended Shannon and Weaver's 1948 model of communication in 1960 and created the sender-message-channel-receiver communication model. This communication process is direct operation for person-to-person interaction, which are source, encoder, message, channel, decoder, and receiver. As an addendum, David Berlo gave factors that affect communication between two people. These includes, awareness level, communication skills, social system, attitude and cultural system.

3.	COMMUNICATION SKILLS
Communication skills are referred to as those qualities displayed in the process of communication to effectively receive various forms of information clearly from the sender. This involves active listening, observing, speaking, and empathising. Below are different communication skills that are very important for effective communication:

· Verbal Communication
Verbal communication skill relies on spoken words to transfer messages. This style of communicating is preferred on a day-to-day basis but rarely used without supplementing it with other styles of communication. Verbal communication aid in expressing emotions and thoughts. Phone conversations, chats with friends, made announcements, or a delivered speech are all forms of verbal communication.

· Non Verbal Communication
Non-verbal communication style, is the process of communicating without the usage of words or sounds. This type of communication entails the use of gestures, eye contacts, facial expressions, clothing, tone of voice, body language, and other cues to transmit messages. Non-verbal communication could be considered like a condiment we use when communicating to add little flavor to the conversation.

· Listening
According to SkillsYouNeed (2020), listening means focusing attention on the speaker. Listeners are respected by people because of the attention they offer others. Despite looking simple, it is a skill that seems hard to develop and improve upon. 

· Active Listening
Active listening is the process whereby a listener absolutely concentrates on a speaker, clearly understand the message passed, comprehend the message and thoughtfully respond. This vastly valued communication skill enables you to engage and recall specific details without needing to go back to the speaker.  

· Empathetic Listening
Empathetic listening is the process of understanding and sharing emotions of others. This skill is important in both one-on-one and team settings. Regardless of the setting, you need to understand people’s emotions and select an appropriate response to it. For example, if an individual is showing frustration, empathetic listening will help to acknowledge their emotions. 

4.	CONCLUSION
[bookmark: _GoBack]To conclude, for human relations machinery to perform smoothly, there is need for communication, which serves as the lubricant. Therefore, the importance of communication should not be underrated. Most social disasters (personal and professional) will be prevented if appropriate and unambiguous communication is maintained. The models of communication as discussed earlier, clearly describes the need to select the best channel to enable effective sharing of information and get corresponding feedbacks. Verbal, non-verbal and listening are germane communication skills that will help facilitate personal and organisation development via-a-vis career development. All we need are some efforts to stay away from barriers that hampers effective communication.
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Maria and Pedro

Pedro works on a building site and Maria is his wife.

One day Maria phones 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 coats 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!

Q1:  Why do you think Pedro misunderstood Maria?
Pedro misunderstood Maria because of noise.

Q2:  Whose Model of Communication explains this confusion and why?
Shannon-Weaver Model of Communication. The model clearly explains that
communication can be affected by internal or external factors known as NOISE. Noise
from the site obstructed the message from being passed effectively. Looking at the
components of Shannon-Weaver, it clearly explains the confusion.

Q3: How could this have been prevented?
The only way | think is that Maria should have sent a message or voice note to Pedro to
pass the message to him for clearer understanding considering the nature of his job.

Q4:  Whose Model of Communication explains how it could have been avoided?
Schramm Model of Communication.





