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[bookmark: _Toc80276763]Introduction 
Communication has been described as the process in which information or ideas are exchanged among the individuals or groups. It is where information is either being sent or being received through the various means such as through writing, speaking, through electronic devices or any other means. Therefore, the information is either given, received or shared. In other words, it is about talking, reading, listening and writing (Henson, 2007). Communication plays a very important role in the place of work as it allows the various stakeholders to have a clear understanding of each other while getting to work effectively as a team as communication promotes team work. It also fosters good relationships in the place of work and streamlines the internal communication which exists in the place of work. Communication ensures that the management and the other staff are always on the same page. Communication ensures that the working in the place of work is smooth and efficient (Picardi, 2001). Some of the possible barriers which can be faced when one is communicating include noise, emotional barriers, the use of jargon, taboos, cultural barriers, language barriers, distractions, lack of attention or interest, physical barriers and others (PHI, 2020).
[bookmark: _Toc80276764]Models of communication 
1.1 [bookmark: _Toc80276765]Shannon and Weaver (1948/49)
The Shannon and Weaver model of communication is linear model which aims at guiding through effective communication between the sender and the recipient. According to the Shannon and Weaver model, communication among human beings is made up of 6 concepts which include the sender, the encoder, the channel, the noise, the decoder and the last element is the receiver (Shannon, 1948). In this model, the sender sends the message through an encoder which generates signals from the message and the message is sent through a channel of communication, the decoder then converts the signals to a message so that it can make sense at the other end for the receiver. However, the existence of the noise in the process may lead to the message being distorted. Later, the concept of feedback was introduced which made the Shannon and Weaver model to be cyclical (Drew, 2019). The linear aspect of communication under the Shannon and Weaver model arises from the explanation that communication follows a linear fashion from the sender, through the channel which might be affected by the noise, the encoder, to the decoder, then received by the recipient and the recipient sends the feedback back to the sender. 
For example from the case study of Maria and Pedro, there was noise during the process of communication which distorted the message and led to Pedro thinking that Maria said Kitchen while Maria meant chicken as Pedro usually works in a construction site. In this case study, the sender is Maria, the encoder and the channel is the telephone, the recipient is Pedro and the noise comes from the construction site. 
In my place of work, this concept outlined under Shannon and Weaver model also exists. In most of the times, the printer in the secretary’s office is always working, printing some papers and producing noise in return. In some case, I call the secretary and she sometimes doesn’t get the message when the printer is working. For example, I once called her requesting that our manager needs the water dispenser to be brought to the store for repair but she only heard water. She therefore brought water to our manager instead of the water dispenser. This came as she didn’t seek feedback before doing so and led to failure of the communication as the message was distorted. 
1.2 [bookmark: _Toc80276766]Schramm (1954)
The Schramm model of communication was proposed by Wilber Schramm in the year 1954. According to the model, communication requires three elements which include the source, the message and the destination. In this case, the message is encoded by the source and sent to the destination through the chosen channel, under the destination, the message is received then decoded to be understood. According to Wilber Schramm, communication is usually a two way process which involves the sender and the receiver taking turns to send and to receive the messages. Without putting them into words and sending them to others, information can never be of any use (Barnlund, 2008). 
Encoding is therefore a very important aspect of communication as explained under this model as it guides the process of converting thought into the needed content. The Schramm is a great model which helps one to understand how communication works between two people when they are sharing ideas, information or even attitudes. The decoder in this process is also very important as it allows the receiver to convert the message into a language that he or she understands best. This can require some skills to decode the message successfully such as reading or listening skills. An interpreter may be involved whose role is to understand and to analyze the message (Schramm, 1954). 
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Feedback is also another important element communication according to the Schramm model where the receiver acknowledges the message which has been sent by the sender. During the process of transmission of the message, interruptions or interference might occur which is also known as the noise. The noise might lead to the distortion of the message. Feedback is very important towards ensuring that there is no interference and that the message is not distorted (Blythe, 2009). For example, in the case study of Pedro and Maria, if Pedro would have sought feedback from Maria on if she meant ‘kitchen’, Pedro would have been able to get clarification and the message couldn’t have been distorted in any way. 
According to Schramm, the background, culture and experience may also affect the process of communication. Individuals with varying background, culture and experiences might interpret messages differently (Juneja, 2016). This is evident from the case study of the professor and the village people where his house was burning down and when he sought help from the village people, they just looked at him and ignored him since he was using a language which didn’t not conform to the background and culture of the village people. The village people therefore didn’t understand him and his house ended up burning down completely. 
1.3 [bookmark: _Toc80276767]Berlo (1964)
Berlo’s model of communication describes the various components which contribute to the general process of communication. Berlo’s model of communication is just like the other models of communication such as the Shannon Weaver and the Schramm model, however, it doesn’t have the element of interference and feedback, noise in this case might only occur after the message have been sent. According to Berlo’s model of communication, the emotional aspect of the process of communication is usually taken into consideration. Its basis lies on the SMCR model which represents the source, the message, the channel and the receiver (Turaga, 2016). 
These major factors are further influenced by various factors. The sender is the source of the message which is to be received by the receiver. The sender is the starting point of the message and the encoder. The sender is affected by various factors such as the communications skills, attitude, knowledge, culture, social systems and other factors. The message is the package of information coming from the receiver which has meaning (Janse, 2016). The message is affected by factors such as the structure, the content, the treatment, the elements and code. The channel represents the medium used to send the message and should be picked up by the sensory system of the receiver. The receiver is the person who receives then decodes the message which was coded (Baird, 1983). 
According to Berlo’s model, noise may occur after the message have been sent and thus causing the message from the source to be distorted. This way, the receive might only get some part of the message or might not even get any message at all. The noise may arise from the receiver or the sender’s side. For example, language barrier might exists, physical noise might exist, the receiver might not be feeling well and any other factors (Juneja, 2017). For example, in the case of Maria and Pedro, the noise was coming from the receiver’s end as Pedro was on a construction site and the noise made him hear kitchen instead of chicken. The aspect of noise is also evident from the case of the Professor and the village people where the language used barred the villagers from understanding the message as the professor was using a different language which the villagers failed to understand. 
[bookmark: _Toc80276768]Communication skills
For one to communicate effectively, he or she needs to have a set of skills and abilities which enable them to receiver, share or send information or ideas to the other persons. One of the major communication skills is active listening. During the communication process, individuals should always pay complete attention without engaging in other activities such as using their phones or any other devices, reading other irrelevant materials. One of the most important aspects of listening is empathic listening which is made up of a structured way of listening as well as a questioning technique which not only allow one to develop better relationships but also allows one to have a better understanding of what it is being said emotionally and intellectually (Maund et al., 2017). For example, in the case study of Max the Multitasker, Max didn’t have good empathetic listening skills and ended up forgetting important details about Tamara’s event and thus destroying their long lived relationship. 
In my place of work, the personal assistant to the manager usually like doing other things while receiving instructions on the various aspects of work. For example, in one of the occasions, the manager called him informing him the schedule a meeting with the security staff in the next one hour, however, he was writing something on his computer while on the phone and thought the manager meant the subordinate the staff. When the manager arrived, he was very frustrated with his personal assistant. According to Mind Tools (2019), there are various ways in which one can improve on their empathetic listening skills such as giving undivided attention to the communication process,  being very careful during the process, always following up, restating and paraphrasing and avoiding the tendency of being judgmental in all cases. Therefore, out management should focus on training the employees using these strategies to ensure that they become empathetic listeners. 
The other important communication skill is the use of positive non-verbal communication cues such as facial expression, the right usage of gestures, using body language appropriately, having good facial expression and others as people always observe one’s non-verbal cues during the process of communication and using the inappropriately might cause one to be in fear or misinterpret the information. An example of negative non-verbal communication cues is from the case study of Mark’s meeting with the chief where after Mark spoke with her, she looked at him with a squinted eye and spoke with a gruff voice to Mark which shows that she got angry with what Mark was saying. In our place of work, the workers should also work on improving their non-verbal communication skills to make the process of communication more effective. According to Cherry (2020), to improve on non-verbal communication cues one should focus on learning how to use gestures effectively, how to make use of eye contact during the process of communication. One should also focus on asking questions during communication and focusing on incongruent behaviors. 
[bookmark: _Toc80276769]Conclusion 
Communication is a very important aspect of every workplace and any successful place of work has communication as its basis. There are various models which explain the process of communication. The Shannon and Weaver model provides that communication among human beings is made up of 6 concepts which include the sender, the encoder, the channel, the noise, the decoder and the last element is the receiver. Schramm model highlights that communication requires three elements which include the source, the message and the destination. The Berlo’s model of communication describes the various components which contribute to the general process of communication such as the source the channel and the destination. There are various skills which one require to ensure that the process of communication is effective such as active listening, empathetic listening, making positive use of verbal and non-verbal cues among other skills. 
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