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INTRODUCCTION 
Communication is the exchange of knowledge or feelings by words, expressions or 

signals in way the receiver can understand the message. It can be verbal or nonverbal. 

It is one of the most important and necessary skills that you always use in your daily 

life; without it our life style will not be how it is and we will not be able to do many 

indispensable things that help us to survive. It is the core of human relations and it 

helps us to develop new knowledge’s and to express our selves.  

We communicate formally in reports, official letters, presentations, or conferences. An 

example is the communication between employer and employees.  

We communicate informally for example when we are talking with a friend or we met 

somebody. 

To make a communication you need two persons in exchange of information and 

signals, it is complete just when the receiver gets the message of the sender. Feedback 

makes a communication effective and it completes the process. In this report you will 

learn why communication is so important and also the process to make this possible: 

 Effective communication. 

 How to improve communication. 

 Models and methods of communication. 

 Difference between verbal and nonverbal communication. 

 

 

 

 

 



METHODS OF 

COMMUNICATION 

 
                                                                                                   (Mehrabian, 1960) 

  VERBAL COMMUNICATION 

It is the use of sounds and words to express yourself properly. A conversation, 

conference, reports or letters are an example of verbal communication; it can be oral 

or written. 

ORAL COMMUNICATION 

It involves written and non-verbal communication.  

While you are speaking with somebody, you need to have grammar and vocabulary 

knowledge but also you use gestures and expressions. The elements in oral 

communication are: 

 Voice tone. 

 Voice speed. 

 Voice volume. 

 Language. 

 Vocabulary. 

 Grammar. 

 

WRITTEN COMMUNICATION 

Communication 

Body language

Voice & Tone

words



It is the one with written words.  

For a good written communication, you need to have knowledge of: 

 Vocabulary and grammar. 

 Structure. 

 Format. 

 Composition. 

There are different kinds of written communication: 

 Academic writing: 

-Reports. 

-Official emails. 

-Letters. 

 Informal writing: 

-Friends conversation. 

 

 

NONVERBAL COMMUNICATION 

It is the kind of communication without words, by messages or signals. It is probably 

the most important when you having a conversation; research shows that 55 % is body 

language and 33% is the voice and tone. 

 Nonverbal communication includes: 

 Body language 

 Facial expressions 

 Posture 

 Gestures and movement 

 Eye contact 

 Dress  

 Tone 

 Rate and volume of speech 

 

For example if a person tells you: “I am okay”, but you see that the person have 

sad face expressions, look nervous or his voice is too weak, you will perceive 

that is lying or something is wrong, or if a person is speaking and the tone is not 

enough for you to hear properly, or the pause between the words is too long, it 



would be annoying and you will not pay the same attention than in another 

conversation.  

If you are in a conference and there are two persons; the first one well dressed, 

with a good tone and his gestures and expressions are in harmony with his 

words. The second one is not good dressed and his expressions and words are 

not in harmony, you will give more credibility to the first one, even if the 

speech of the second one was better. 

Sometimes it is not what we say, but how we say it, and the harmony while 

saying it. 

 

 

 

 

 

 

 

 

 



MODELS OF 

COMMUNICATION 
 

 

SCHRAMM´S 

 

 

 

MESSAGE 

 

MESSAGE 

 

                                                                               (Schramm´s 1954) 

For Schramm´s the communication is based in the feedback, if there is no feedback 

from any of the two persons, the communication is incomplete and in consequence 

ineffective. 

 There is no encoder or decoder because he believed that every different person may 

interpret the message and understand it in its own way.  

 

SHANNON-WEAVER 

 

Sender  Receiver 



 

 

FEEDBACK 

 

 

                                                                                                 (SHANNON AND WEAVER, 1948) 

The sender sends the encode information to the receiver through a channel; the 

receiver needs to decode the information and process it to understand it. The noise is 

the interference in the channel of communication. 

 

 

 

BERLO´S 

 

SOURCE MESSAGE CHANNEL RECEIVER 
COMMUNICATION 

SKILLS 
CONTENTS HEARING COMMUNICATION 

SKILLS 
KNOWLEDGE ELEMENTS SEEING KNOWLEDGE 

ATTITUDES TREATMENT TOUCHING ATTITUDES 
SOCIAL SYSTEM STRUCTURE SMELLING SOCIAL SYSTEM 

CULTURE CODE TASTING CULTURE 

                                                                                                       (BERLO´S 1960) 

In Berlo´s model there are many different factors which affect the communication. 

Both persons need to have the same knowledge and skills, the message need a 

structure and all the non-verbal factor´s as touching or seeing are important. 

 Some problems of this model are that it doesn’t have feedback, noise, and people in 

the communication needs to have the same level, which make it unreal. 

SENDER ENCODER CHANNEL DECODER RECEIVER 



PRIORITIES AND BARRERS IN 

COMMUNICATION 

 

PRIORITIES 

There are many important factors in a good communication: 

 Active listening  

 Understanding  

 Open minded 

 Open ended questions (such as: really? How? …) 

 Feedback 

 Empathy  

 Confidence 

 

 

BARRIERS 

There are different barriers that can interfere in the communication: 

 Noise: Background difficulties. 

 Non active listening. 

 Language: different language or accent. 

 Perception: Misunderstanding between the sender and the receiver.  

 Distractions. 

 Too much information or not well structured. 

 Physical barriers: such as inadequate equipment. 

 Attitude: being too stress, or letting our emotions interfere. 

 Physiological: Hearing difficulties. 

 Structure design: Bad organization. 

 Overuse of abstractions. 

 

                                                                                                                    STUDY.COM (n. d.)   

 



HOW TO IMPROVE COMMUNICATION 

Nowadays, communication is a necessity and probably the most important skill. We 

use it all the time in our daily routine. It is really important for us to be able to transmit 

the message we want to send, exactly in the way we want, to don’t have 

misunderstanding and to develop the best of our selves. It can help us to get the job of 

our life; to acquire knowledge’s, to create and socialize.  

There are many bullet points in an effective conversation: 

 The first thing is to understand the public we are talking to for being able to 

adequate the speech and to make sure they will receive the information and 

that we will receive feedback. For example if the public is from another culture, 

or another decade, we should try to avoid terms we are used to but they are 

not. 

 

 We need to make sure that we are listening active and we are in that 

conversation and nothing else, giving the other all our attention and stop 

thinking about other things such as what you are going to do tomorrow. An 

example could be when somebody is telling us a story; we should give some 

feedback, but just small affirmations to let the other person know that we are 

listening, but without interrupting or saying that we had the same experience. 

 

 It is also important to make sure that our appearance and expressions don’t 

interfere with the message. In a conference, we should speak clear, control the 

level of our voice and make sure that our verbal communication is in harmony 

with the non-verbal. For example is I am saying “This is good” but while saying 

it my face expression show disappointing, the speech will lose all the credibility. 

 

 

 Other important point is empathy, being empathic will help us to understand 

each other better and to give a good feedback which may help the other 

person. For example when somebody is feeling bad, if you are not emphatic, 

you are not able to help that person properly 

 

 Keep eye contact; it is really important to look at the person we are talking to, 

if you are in a conversation and the other person is looking somewhere else 

you can think that is ignoring you, not paying attention or even hiding 

something. 

 

 



 When you have confidence you stimulate people to believe in you and it gives 

more credibility, value and sense to your speech. It will also make you able to 

don’t make mistakes while speaking. 

 

 Avoid gossip, empty words, discussions out of context or changing the topic of 

the conversation in another direction, because it will affect the quality of the 

communication and relation with the receiver. 

 

 

 Be honest and say the truth even if it hurts, it is better than a lie. There is 

always a good way to say the reality in benefit for both sides and without 

hurting the feelings of the other person. An example could be when a friend 

ask you about the opinion of something which she actually did bad, you should 

say the truth and let her know she can fix it or try to help; if you lie she may not 

realize its bad and in consequence she can not do something about it. 

 

 Be a professional and go straight to the point. Don’t talk more than its 

necessary and just organize the information in a way is easy to understand and 

not overloaded. 

 

 

 Make sure the other person feels comfortable in that conversation. Avoid 

personal questions and consider his ideology and personality to make sure you 

are not going inside of taboo subjects such as: 

- Political views. 

- Religion. 

- Mental illness. 

- Health and family problems. 

- Your attitude about something irrelevant. 

 

 Positive communication has the power of convert destructive critics in 

constructive. An example could be instead of: “you did this wrong!” You can 

say: “I know you can do it better”. Or instead of: “if you don’t do this now there 

will be consequences”, you could say: “In my opinion is better if you do it now”. 

 

 Warming conversation. Even if you are nervous when you are giving a speech, 

you have to consider that the other person might be too, breaking the ice a 

letting the other person know that you are friendly will make the conversation 

flow more naturally and comfortable on both sides. 

 

 



 While speaking in public, take a deep breath to stress out and don’t let it 

control you or block your thinking. Everybody have a own way to do it, try to 

find what makes you relax and use it, it will be so helpful and your speech will 

go well. 

 

 Give advice just when they ask you for it.  Telling to somebody what to do or 

how to do something when they didn’t ask for it will make the conversation 

uncomfortable and disrespectful. Maybe that person is trying his best and can 

not do it different. 

 

 

 Respond to others with acceptance and understanding. Everybody have 

different opinions, but it doesn’t mean that they are wrong, they have their 

own reality. You can have a good conversation even with a person that doesn’t 

have anything in common with you. It is all about respect. 

 

 Assume you always have something to learn about. Stop thinking you are right 

in everything and take some time to listen other opinions, you may realize you 

were wrong, or you can just add some information to your own ideas. 

 

 

 Don’t be in tension and be yourself. Sometimes, because of the pressure and 

what we think we may say, we can get blocked or just say things we don’t even 

think to try making the receiver feel good, but if that’s not yourself, the other 

person may notice because of your face expression or your posture, and it 

would be even worse than if you said something that might be out of context. 

                                                                                                                               (Robinson ET. Al., 2019) 

 

 

 

 

 

 

 

 



CONCLUSION 

 

It is significant knowing how to express our selves, and being effective in a 

communication supposes the difference between success and failure. 

We need to be aware of the verbal and non-verbal communication and how each of 

them affects a conversation. Both need to be saying the same in order for others to 

believe in what we are expressing.  

The different models of communication ( Berlo´s, Shannon and weaver and 

Schramm´s) give as an idea of the structure in a communication and how the feedback 

affect it. 

Active listening, emphatic, confident, professional and honest are some skills every 

good speaker has. The development of these skills might help you in your daily life and 

personal career. 

Communication is our biggest power, and if we know how to use it properly, we can 

develop many other things from it.  
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