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[bookmark: _Toc49915791]Introduction
Communication, the process whereby information is exchanged between people by means of a ‘common system of symbols, signs, or behaviour’ (Merriam-Webster, 2020). Communication is essential for our survival, for example during an emergency, the flow of important information informs others about how we’re feeling (injured person), notifies others in a way they are able to understand, the other person can then communicate and in return be able to get help (calling an ambulance). Asides from surviving, in our every day life, communication is  crucial, from the time you leave your flat and hold open the elevator door for your neighbour, to stepping onto the tube and arriving at work, you are using a range of different types of communication to get through your day.
 From a professional point of view, communication is equally as important as having the necessary/relevant qualifications for a job. If a person isn’t able to convey their knowledge acquired from the qualifications, they cannot be put to use. Communication between the employer and employees is also important, employees should be able to voice their concerns and problems appropriately (and vice versa), and in fact good levels of communication has been to be very important for company performance and drive (In Corp, n.d.). There are several reasons as to why good communication is required in a workplace, these are: innovation, growth, teamwork and giving all workers the confidence and chance to speak out (In Corp, n.d.). If messages lose their meaning between people/departments in a company it’ll become impossible to fulfil any tasks or serve the intended purpose of the company. This report explores and summarises concepts in communication and various models.
[bookmark: _Toc49915792]Verbal and Non-Verbal Communication
There are many different forms of communication and these can be categorised based on whether they are verbal or non-verbal. Communication at its simplest consists of a sender, message and receiver. 
[image: ]
Figure 1: Originally produced figure.
[bookmark: _Toc49915793]Verbal Communication
This type of communication is mostly oral communication. Many factors can affect the delivery of oral communication, like clarity, empathy, how relaxed your voice is, eye contact, your appearance and your posture. For example, in an interview, if the candidate is sat in a laid-back position with minimal eye contact, they come across as very unserious. Less noticeable things like the pitch, pace, tone and volume of the voice also impacts the way communication is perceived.
[bookmark: _Toc49915794]Non-Verbal Communication
This type of communication is often things like hand gestures, nodding your head and facial expressions. They can add immense value to verbal communication and even change the meaning. For example, the phrase ‘You’re joking!’ with smile depicts a light-hearted situation, but with a angry/worried face means disbelief or anger. 
[bookmark: _Toc49915795]Listening
Listening is often overlooked but, being a recipient of information is an essential part of communication. If a person isn’t able to effectively pick out important information from a message, then the conversation cannot continue and ends.
[bookmark: _Toc49915796]Barriers and Poor Communication
There may be many barriers to effective communication. These include physical barriers, attitudes of either sender/receiver, language, physiological barriers (e.g. deafness, eyesight), culture, lack of commonality and information overload. These barriers result in the message that the sender is sending to perceived wrong, or the meaning to get lost in the way. 
One example of poor communication is when the sender inputs too much information for the receiver to understand. When this happens, the receiver often gets stuck, the message isn’t understood and nor can there be any feedback. In this instance, the sender should break information down into smaller chunks and remove any semantic barriers and use simple language. This way the receiver is able to comprehend information and provide feedback. 
[bookmark: _Toc49915797]Models of Communication
Communication can be thought of as a methodical process, therefore we can describe and explore communication conceptually through various models. Looking at communication through models can help us understand the components better.  Models are important depictions of complex and abstract ideas; in this case they help to understand how a message travels from a source to someone receiving it. 
[bookmark: _Toc49915798]Berlo’s SMCR Model of Communication
One of the simplest communication models currently described is Berlo’s SMCR model of communication (Jenkinson, 2013). The model is separated into components each of which are described in detail and their role in communication explained. In Berlo’s model, communication is explained as follows: 
· Sender/source: where the ‘message’ originates from. 
· The message is what contains the information, it could be audio, video text etc.
· Channel: what the message moves through in order to reach the intended target. Channels can be described as auditory, visual or audio-visual. 
· Receiver: the destination that the source intended the message for. 
· An important concept in the Berlo Model is encoding and decoding. Encoding is done when the message is sent by the source, it then moves through the channel. Decoding is done when the message must be perceived by the receiver. Figure 2: Originally produced figure.
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The original Berlo model consisted of only these five components (source to receiver and then the coding), so it’s described as a simple one-way model. After publication, academics realised that the essential feedback loop from receiver back to source was missing, but this was added later. The information is travelling from the source and ending at the receiver as they decode the message. Many different factors can impact and alter the way information is sent through this model. Factors can affect each individual component. 
[bookmark: _Toc49915799]Factors Affecting the Source
The source of the message can be affected by characteristics like knowledge on the topic of the message. Increased knowledge will naturally mean that the sender can convey the message better, resulting in the audience understanding better. Other characteristics that have similar effects include the individual’s communication skills and attitude at the point at which they send out the message. The social system in which the sender is also affects how they send a message as does culture. For example, in some cultures it’s disrespectful to look one another directly in the eyes while speaking and even sometimes perceived as hostile or intimidating (Willingham, 2012). 
[bookmark: _Toc49915800]Factors Affecting the Message
Like the sender, the message itself may be affected too. The content of the message is obviously exceptionally important, if you change the contents then you change the meaning directly. Non-verbal components of a message such as hand gestures, the language used, tone etc. are called elements. Changing elements can have profound effects on a way a message sounds and may also affect the feedback the source receives. The structure of a message is also important, a messy or confusing structure is likely to confuse the receiver. The format of the message can also impact the message, most of the time messages must be adapted to each format. 
[bookmark: _Toc49915801]Factors Affecting the Channel
For person to person communication in a face to face setting, the five senses often affect the how information is sent/received. The ability and effectiveness of these senses can impact the channel. For example, hearing, eyesight, touching, smelling and tasting are all important for verbal but also nonverbal communication. In fact, most of the senses will be used to process nonverbal methods of communication. 
[bookmark: _Toc49915802]Factors Affecting the Receiver 
Very similar to the source, the same factors may also apply to the receiver when perceiving incoming messages or information. Again, this included characteristics like culture, social system, attitude and so on. 
[bookmark: _Toc49915803]Criticism of Berlo’s SMCR Model of Communication 
Like all models, there is considerable criticism for this model. Firstly, it’s just that- the original model naïve. Unlike later models, the original doesn’t consider the effect of feedback on the system, this is unrealistic because in the real world there is almost always feedback from a receiver to a sender during communication. This means it’s a linear model, i.e. only one way. This leads on to other criticisms, like the fact that the model doesn’t account for any ‘noise’ or barriers for communication. The model also assumes that for effective communication, the sender and receiver must be on the same level of understanding, however in real life this is untrue as people may have different understandings of a subject. Teachers and lecturers have a much deeper understanding of topics than students- the receivers for which they are conveying the message to. Finally, the model overlooks a key characteristic of humans- critical thinking and understanding. The way humans think has an enormous impact on communication. 

[bookmark: _Toc49915804]The Shannon Weaver Mathematical Model- Communication as Transmission
The Shannon Weaver Mathematical contains similar fundamental components to the Berlo SMCR Model but with a few additions. It’s described as a source dominated model where the source dictates the nature of the communication. E.g. Traditional forms of media like magazines and newspapers, the receiver has minimal impact on the communication. This is in contrast with more digitalised forms of media like social networks, where the receiver is able to quickly and efficiently communicate back to the source.  The Shannon Weaver Model has two important additions, the concept of ‘noise’ and feedback. The model was developed and intended for use in scientific areas concerned with engineering communications, but it has since been applied to face to face communication too. 
[bookmark: _Toc49915805]Example
In this model the source may be a person on the telephone, the encoder is the phone which is converting audio it captures into electronic signals, the channel is the infrastructure of the phone and technology it takes for the signals to travel to the receiving phone, the decoder is the recipients telephone which is converting the electric signals into audio, the receiver is the person at the other end of the phone. The Shannon-Weaver model includes noise; a feature that disrupts the process and effectiveness of communication. In this example noise may quite literally be background noise, this would inhibit the recipient to effectively hear what the source is trying to say. Importantly, the model includes feedback too, in this case it would be the receiver responding to the question/sentence the source asked. 
[bookmark: _Toc49915806]Problems within the Model
The authors of the model identified three points at which potential problems could arise: first is a technical problem. Technical problems arise when a channel causes an issue, this could be with a phone, computer etc. Second is a semantic problem. This could be if the receiver perceives the information (audio, symbols etc.) in a different way than the source intended, then the meaning of the message is changed. Finally, is the ‘effectiveness problem’, this is where the message does effectively lead to the desired reaction from the receiver. 
[bookmark: _Toc49915807]Advantages of the Shannon-Weaver Model
The model has various advantages. Firstly, by including the concept of noise, it helps to be proactive and actively try to reduce noise for better communication. Also, unlike the Berlo Model, it’s a two-way model, so it’s more realistic to human nature. Finally, the model is a mathematical model, so in certain contexts its useful to be able to quantify examples.
[bookmark: _Toc49915808]Disadvantages of the Shannon-Weaver Model
The model also comes with some disadvantages, as mentioned before it’s source-dominant, and the receiver isn’t as important, nor is the concept of feedback. The model was also initially developed as a mathematical model, so to apply it to face-to-face social interaction with humans seems inaccurate and inappropriate. 

Figure 3: Adapted from (Souza F, 2020)








[bookmark: _Toc49915809]Schramm’s Model of Communication
On the other hand, Schramm’s Model of Communication is seemingly different from the previous two models discussed, because it’s a cyclical model. This is because the model places an emphasis on the fact that communication is usually a two-way process, involving equally both the source and receiver. In this model, the source is the encoder, and the receiver is the decoder. The other component of the model is the message. The receive then responds, and essentially becomes the source again because of feedback. However, unlike the Shannon-Weaver model, semantic noise isn’t considered, so the sender and receiver may interpret messages in the wrong way. 
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The encoding and decoding of messages is important because it means both source and receiver must understand what is being said to them otherwise the communication is useless. This leads on to the importance of the ‘field of commonality’ in this model. The model assumes that there is a mutual understanding between both the receiver and source, so much that they can effectively code and decode messages between them without losing understanding. For example, two immunologists may discuss their work with ease, but an immunologist and an astrophysicist will have trouble with the more technical words associated with each job. 
[bookmark: _Toc49915810]Advantages of Schramm’s Model 
There are several advantages associated with this model, it’s circular and more reflective of real communication. Feedback is also an important part of the model.
[bookmark: _Toc49915811]Criticisms of Schramm’s Model 
As stated before, the model doesn’t take any semantic noise into account. Also, like other models, it’s fairly simple and doesn’t reflect complex social interactions. 

[bookmark: _Toc49915812]Conclusion
To conclude, effective communication is a complex process, that isn’t easily explained by models. However, it’s a crucial and essential process in our lives and plays a role in everything that we do. Communication is important in the workplace and without it companies would not be able to serve their purpose. 
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Figure 4: Originally produced figure.
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