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Report About Communication
[bookmark: _Toc70723690]Introduction
In this report we are going to see how what communication is and how wide can be as a skill due to the different ways to communicate to someone and how we receive the message that are into the communication.
Firstly, we need to know what exactly the communication is and how can be expressed. The types of communications that exist and when are the adequate moments to use these types of communication in our daily routine. 
Secondly, I am going to explain three models of communication that are important to understand and analyse the communication in the variety of context that we can find it. They are Shannon and Weaver model, Berlo’s model and Schramm model.
Finally, we will place different examples about practice cases or daily life to demonstrate that the theory is clear, and we are able to develop the communication skill in all our scenarios of our life.
[bookmark: _Toc70723691]Communication
“Communication is the process of transmitting information and common understanding from one person to another” (Lunenburg, 2010)
This first definition is a basic way to understand what communication is, but as I understand, it can be more detailed than the first definition. In my point of view, communication that that exist as verbal or non-verbal communication, is a transmission of information between a sender and receiver, being the information the message which is encoding in a way that the sender and receiver can be decoded to understand it. To close the cycle of this transmission of information, the receiver can give feedback, replying to the sender.
When the communication is verbal, the message is in words that could be talking or writing, while the non-verbal communication is when you express information without using words. Just gestures, glances, body expression, among other expressions.
We find the formal communication which is the one that is developed following protocols and is expressed through official and authorized channels, as in the case of a company in which you can communicate with your clients via email, letters or calls, in addition to making use of the verbal and non-verbal communication in a formal way in meetings either in person or online.
For other hand, the informal communication is the one that spontaneously can arise between people following the example of a company, it would be an improvised conversation between co-workers, who can also obtain extra information on a topic that in the formal way would not have been possible. The channels used for an informal conversation can be the same as in the formal one but this time, without adhering to protocols.
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Communication barriers are interpreted as difficulties or interferences due to obstacles that arise when the sender tries to give the message to the receiver.
The factors that can cause a lost of information due to communication barriers could have involve the sender and the receiver, as an example, would be that one of them is deaf and does not hear or mute and does not know make use of sign language, the same message that may be in a different language than the one that the receiver can understand or the way in which that message is transferred and there is something that prevents it from being decoded and understood, such as high background noise and the message cannot be heard clearly.
Then, those barriers are:
Physical such as environmental noise or physical obstacles and an example would be a work meeting in a room and everyone is talking at the same time, this would generate a noise that would not allow an adequate exchange of information for those present in the meeting.
Semantic, it is related to the code, or the language in which the message is said, in the non-verbal language it would be the signs used and an example would be a phone call from a foreign client to the company and the person who answers does not understand him in the language that communicates.
Physiological, in this case, it would be related to anatomical aspects of the sender or receiver, such as deafness or muteness, it could also be a cold or a sore throat. An example could be that the person who is talking is hoarse and is heard very quietly when speaking.
Psychological, the barrier is related to the emotional states that the participants may have in the exchange of information. For example, that there is an attempt to sabotage when the receiver and the sender do not get along, because they have feelings of anger or envy. 
Administrative, in this case, the channels through which the information is transmitted are involved, which may be overloaded with information, and there is a lack of planning. The example in the company would be that the response to the message of a superior is asked to his employee but the employee has not known how to organize to give the answer in an optimal and organized way.
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· Shannon and Weaver Model 
This model represents the communication action carried out by two participants: the sender and the receiver. The message is sent by the sender to the receiver through a communication channel. This communication may be interfered with and the message may not arrive properly, so there is feedback that would be the response from the receiver to the sender to confirm if the message was received correctly.
To give an example, I would say that the sender would be the source of information, someone who wants to send a message via chat on the computer, the encoder would be the computer through which the message is sent, the decoder would be the other computer the message and there could be interferences that are attributed to the Wi-Fi if there is a bad signal then the receiver who is going to receive and interpret the message, would make a return message that this would be the feedback to confirm that the message arrived correctly.

· David Berlo’s Model
In this case, the communication process is reflected in 4 basic elements: source, message, channel and receiver, abbreviated with their initials SMCR.
All communication is born from a source, which we could identify as an individual or a group of individuals. The source or the individual is in charge of encoding the message and the way in which this message is encoded will depend on certain attributes that the source possesses, such as communication skills, their attitude towards the receiver or recipients, their knowledge of the content of the message, their social and cultural experience.
The message can be conveyed in different ways. If we write, what we write is the message, if we speak, it would be what we say, even the gestures are part of the message. The channel would be the means by which the message is transported and according to the Berlo’s model, it would be the five senses of the human being: sight, touch, hearing, smell and taste.
The receiver, who is the one who receives the message, is the most important figure in this act, since without this element or person, there would be no communication cycle. In the same case as the source, the way in which it decodes and interprets the message will depend on the same factors as the source or sender.

· Schramm Model
This model is based on making the act of communication towards groups of people to capture their attention. The sender gives a message using mass media, this message reaches many people and they, who would be the recipients, decode the message as they see fit, this will generate a series of interpretations that could be translated into feedback for the sender.
The example could be that a television presenter encodes his message and sends it to the receivers, it would be the audience that would receive it through the television broadcast. At this point the message that the presenter wants to give is about negative data about the current Pandemic. The recipients as such, it depends on how they decode the message, they can interpret it in different ways and there will be an audience that feels panic, others are sceptical and who are not even interested because it is not an issue that matters to them. In this case, the feedback would be translated as the behaviour that people would adopt with respect to the news given.
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This happens when we manage to transmit the message clearly and whoever the receiver understands what has been tried to transmit.
The key points for effective communication will be determined by how you express yourself towards the receiver or receivers. It is important to look into the eyes of who you are transmitting the message to, that it is natural and not forced to give a sense of security and that it is interpreted that you know what you are talking about. Looking away or not maintaining your gaze in a natural way, would create an environment of discomfort and it would seem that you do not feel sure of what you are talking about. Use your body language as this represents a large percentage of the way you transmit and express yourself, which is consistent with what your words say.
Show empathy during the conversation, understanding the point of view of the other party in the communication will create a climate of comfort and everything goes smoothly. Use intonation appropriate to the context of what is being communicated. The context is something important because the tone of conversation that you carry if you are with a friend or family will not be the same as if they were in a work meeting.
Another important point is active listening, you will not always be talking and performing active listening will make everyone understand each other, that you show interest in what someone else says also contributes to an environment of comfort and good communication, in addition to that you will be respecting turns of conversation.
And to make everything more interesting, you can also paraphrase and ask about what the other participant in said communication is saying.
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I work in a Pizza shop, when I receive an order to do, for example are 5 pizzas withs some description but not at all. The example is there is pizza with keto base and is not specified, the chefs start to make the preparation with the normal base. The result it is a waste of time because some of this pizza are with the wrong base.
Is because important that who is sending the message of the orders who is the floor staff, they should specify all the pizzas in the order to the chef receive the message properly and not make mistakes in the preparation.

[bookmark: _Toc70723696]Conclusion
In conclusion I say that has good skills of communication is essential to use it in every single moment of your life, the reason is because you can avoid issues with the people that you are communicating and also the tasks that that are you doing will be completed successfully.
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