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1.INTRODUCTION
In this report we will look what is communication, what model of communication we learn in class, how we can use these skills, and what is advantages and disadvantages in communication. Effective communication is about analysing the emotion and reasons underlying the facts, not only exchanging information. We have to be able to properly send a message as well as listen so that we fully understand what has been said and make the other person feel  like we heard and understood everything what he says. Effective communication is an instinct, but sometimes when we communicate with other people, we can feel misunderstood, and communication goes wrong. We can say one thing, but the other person can hear something very different, causing miscommunication, discontent, and conflict. This might create complications in our personal and work life. (Robinson, Segal and Smith, 2019)
2.MODEL OF COMMUNICATION
In class we learn about 3 communication models: Shannon-Weaver; Berlo`s model; Schramm`s communication model.
First, we'll look at the Shannon-Weaver communication model (Figure 2.1). In 1949, Claude Shannon and Warren Weaver developed the most well-known and influential communication model. Shannon-Weaver model It is a 5-part transmission model that include a message source, a transmitter who transforms the message into signals, a channel that adapts the signals for transmission, a receiver that decodes the message from the signal, and the last part is destination where the message is delivered. The sixth element, noise, is a troublesome factor: any distraction with the message moving down the channel (such as a faulty phone connection or noise) might cause the message to be misinterpreted by the receiver. When the model was created, there were just five components. Noise was added later. (Businesstopia,2018)
Figure2.1. SCHRAMM's MODEL OF COMMUNICATOIN
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One of the cases we have studied in class, explained very well that model of communication.
Study case for Pedro and his wife Maria. 
Pedro is working in a place where is really noisy and one day his wife called him to ask him to get some chicken for dinner. Pedro replies back only “ok”. When he got back home, he went straight into the kitchen looking for his wife Maria.
-Maria, where are you?
She on the other hand replies back:
-Here, in the living room!
When he got to the living room, Maria asked him where is the chicken?
-What chicken?-asked Pedro
-I ask you to get one when I called you!-she said 
-Oh! I heard, see you in the kitchen!
In this  case study, we can see how the information has been delivered and the problem is the noise to receive the correct information. That problem could have been avoided only if we have feedback from Pedro, asking more questions, to understand exactly what his wife meant.
[bookmark: _Hlk101902916]The second  model we learn in class is SCHRAMM's MODEL of communication it is show on Figure 2.2. Wilbur Schramm created the Schramm Model of Communication in 1954 stating that communication is a two-way process in which the sender and receiver pass messages back and forth. Unless and until information is carefully expressed and shared to others, it is meaningless. (Juneja,2015b) We can look for example again the case study for Pedro and Maria, if Schramm`s model of communications was used,  the communication between them will be clear and without misunderstanding. This model analyses how two people interact while transferring information, thoughts, or opinions. This communication concept is based on the idea of two-way communication. The model includes a sender, recipient and  least one extra element: the message itself. In the vast majority of situations, communication via the usual path, resulting in a squandered receiver and sender. (Janse,2019)






Figure2.2. SCHRAMM's MODEL OF COMMUNICATION
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[bookmark: _Hlk101903014]The third model of communication we have learned in class is BERLO's MODEL. (Figure2.3.) Berlo's SMCR Model of Communication (1960) depicts the several components that make up the fundamental communication process; this communication tool may be applied to communicate more effectively. According to him, the listener is ultimately responsible for determining the meaning of each message. The four basic components are: sender, message, channel and receiver. Each of them can be affected by many factors, sender can be affected by attitude, communication skills, knowledge, culture, social system. The actual message also can be affected by structure, content, elements, treatment and codes. Channel, the third component can also be affected. Every human being in the channel of communication can be disturbed by hearing, seeing, touching, smelling and tasting. This model believes that the sender and the receiver have to be in sync, comparable… If the receiver and sender are not in sync, the message may not have the right result. The person who receives the message must also be an excellent listener.(Juneja,2015) Berlo`s model of communication is similar to the other two, but it is without feedback like Shannon and Weaver model. One of the case studies we learned in class to understand Berlo`s model of communication was the case for The Professor and the village people. 
“The Professor lived in a small village. He never interacts with the people living in the village, he doesn’t know how they speak and to what level they are educated. One night his house caught fire and he run to them for help.
-The edifice is being consumed by a great conflagration!
The village people didn’t understand what he is saying, and they are just carry-on whit they job.
He repeats again the same sentence but because he was using really complicate words, they just ignore him again.
When he got back home, he saw his house has been burned down completely. He then sat down and started crying.
In the next day when he went to the village, he asked the people “why did you not help me, I asked for help and I was shouting my house is burning, begging for your help?”
The response from them was-“ Why you did not tell us your house is  on fire, of course we would help you.”
In this case we can clearly see the problem in this communication model is the sender and the receiver are not comparable. To avoid this, the Professor has to  use simple words to explain what his problem is, or if he has been spending some time with the village people, he will know they will not understand his language.

Figure2.3. BERLO's Model
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3.COMMUNICATION SKILLS
Communication is the act of sending information from one location, person, or group to another. Any communication includes a sender, a message, and a recipient. Though that may seem to be a simple notion, communication is a complex area. We communicate in a multitude of ways, and at any given time, more than one may be active. (SKILLS YOU NEED,2011)
In class we learn about the different types of communication skills, how we can use them and why they are important. Verbal and non-verbal communication skills was one of our lectures in class. Verbal communication is everything what we say, speaking, writing. Non-verbal is our body language, signs, signals, listening, silence, touch, appearance, hearing.  Both type of communication is important and can say and show through body language and speaking different things. We have to remember and be aware of our own verbal and non-verbal communication and how we present ourselves. The signals with our body language we are sending, is important, especially when we are at the job interview, important meeting or any situation in the normal day to day life. If we are not aware of the message we are sending, even non-verbal, we can lose the position we are candidate in the interview. For example, if we say in our CV, we are confident, easy approachable, that is how our body language must present us, have to show the same things. Another example we can give is, if we are in a manager position, it is important to make the people around safe and reassured, we can achieve this if we are presentable and be aware of our body language, smiling, open body language, eye contact, personal appearance, showing we are listening and acknowledge what they are saying. In one of the case studies in class for ”A Day with the chief” show us how is really important to read the situation and to keep focused and professional all the time. 
Another communication skills  we learnt in class was active listening and empathetic listening. Active listening requires listening with all of your senses. It's critical for the 'active listener' to be viewed as listening and paying full attention to the speaker; otherwise, the speaker may conclude that the topic they're discussing is boring to the listener. (Skillsyouneed,2011) Empathetic listening means fully comprehending the speaker. That is to say, it goes beyond active listening to a position of empathy and non-judgment. You could truly hear individuals with an open mind if you listen to them without making judgements. Empathy is the ability to empathize emotionally with another person through identification, respect, understanding, feeling, and insight. Empathic listening is extremely crucial when someone only wants to be seen and heard without searching for a solution. (Ramchandani,2021)



4.ADVANTAGES AND DISADVANTAGES OF COMMUNICATOIN
Communication is a very important part in our work and personal lives today. Communication may be really beneficial, but it can also be extremely harmful at times.
4.1Advantages of communication
Clear communication it will help us to builds trust in others. When a person has the ability to listen carefully and respect the others points of view, people can trust him to make the best decisions for everyone in the group. Settling conflicts and avoiding potential confrontation require good communication skills, we are able to communicate clear expectations and goals, improves relationships. In a team, when everyone understands their role and responsibilities, they will focus more on their work and less on their concerns about the workplace. With good communication, disagreements are addressed promptly, employees can manage better their task and all of the  distractions can be  avoided. When team members are aware of their tasks, the roles of others, and your expectations, they are more likely to concentrate on their job rather than on workplace concerns. (CLIMB Professional Development and Training,2019)
4.2Disadvantages of communication
Communication skills are important but, sometimes the other parties do not listen, no matter how good our skills are. No matter how good your communication skills are, If the other parties do not listen to what you have to say, you may fail to communicate your message. It's conceivable that one side is communicating successfully but that the other party is not hearing them. When a communication is not received, it frequently has harmful effects. Keep in mind that good communication is two-way. Even adequately expressed communications are ignored when the receiving persons are not open to the messaging. As a result, there is often problems that cannot be resolved without a compromise or that can cause the end of the partnership, this is definitely a downside of efficient communication.(Lo,2017)
5.CONCLUSION
It is believed that communication has become a requirement for everyone. We must communicate whether we are a student, an employee, an employer, or a businessman. Our entire universe is founded on ideas, concepts that originated in a single person's head. Through communication, that concept is spread to a large number of people.  What would we do when we have the best idea but no one else to share it with? Computers, phones, electricity, hospital equipment, and so on are all examples of modern technology. They were all feasible to create because someone had a thought. The concept grows and becomes a reality as a result of communication. We can't share ideas, opinions, or expertise if we don't communicate. This implies that no emotions will be displayed. There will be no education. As a result, communication skills will be extremely beneficial in the future.
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