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[bookmark: _Toc75978638]Introduction
Communication is simply referred to as the process of transferring information from one person or place to another person or place (Luhmann, 2012). In this report, the communication models along with the similarities, differences, and how communication can be affected will be discussed. While good communication increases the effectiveness of communication, the barriers of communication reduce the efficiency of the communication process. The barriers can be both external and internal as the examples of external barrier is physical noise and the example of internal noise is a disruption in the medium or channel used for communication. The report analyzes the issues of communication in different scenarios and the case studies will be used as forms of references. 
[bookmark: _Toc75978639]2.0 Communication Models
[bookmark: _Toc75978640]2.1 Linear Communication Model
The developers of this model, Shannon was an American Mathematician and electronic engineer and Weaver was an American Scientist. They both joined hands in order to write an article on the title of “A Mathematical Theory of Communication” on the “Bell System Technical Journal.” This article was later recognized as the “Shannon-Weaver Model of Communication.”
Shannon and Weaver's model is referred to be the mathematical communication theory that was initially proposed for Bell Telephone. This model was developed with a view to designing effective communication between the sender and the receiver. There are five basic components in this model and they are the sender, the encoder, the channel, and the decoder and noise.
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Figure: Shannon and Weaver Model (Ritchie, 2016)
The sender in this model is referred to as the originator or source of the message who intends to send the message. The transmitter works as the encoder of the message that converts the message into signals. The message of the sender is converted into waves or Binary Data signals which can be transmitted through satellite mediums or cables. The decoder is where the message first reaches as signals and gets decoded as messages. In simple words, the reverse process of encoding takes place in the decoder. The receiver end is the final destination of the message which was sent by the sender. While the message gets transferred from the sender to the receiver, it can be affected and disrupted by noise. There can be physical noise such as horn sounds, crowd noise, background noise, or noise in the encoded signals of the channel (Shannon and Weaver, 1949).
This particular example refers to the communication gap in the case study of Maria and pedo where she tells him to bring a ‘chicken’ but due to the noise of the site, he hears it as ‘kitchen’ which is the product of the communication gap. 
Given the time and situation of the Shannon and Weaver Model, this model fully deals with externals sources of noise which causes external noise. Even though the ‘Feedback” shown in the model was not originally proposed by the developers of this model, it was later proposed by Norbert Weiner. Feedback refers that whether the receiver received the message without noise or how well they understood the message. 
This can also happen in the case of my workplace where my manager asks me to send files from the “B” folder in a hurry and due to not understanding him properly, I send him files from the “D” folder.
[bookmark: _Toc75978641]2.2 Schramm Model of Communication
In 1954, the well-known theorists of that time, W. Schramm proposed the Schramm Model of Communication which was based on the sayings of Aristotle as communication required three basic elements such as the source of the message, the message itself, and the destination via the medium or channel wherefrom on end, the message is encoded and sent and on the other end, the message is decoded and received. So, it can be told that encoding and decoding are two of the most essential factors of an effective communication process and without these, the flow of information between two individuals can not be successful.  Schramm believed communication to be away two processes where it is necessary that after receiving the message on the receiver’s end, the receiver sends feedback to the sender 9Schramm, 1972). In this way, the role of the sender and the recovery of the message interchanges when providing feedback by using this model. 
The transmitter (encoder) and receiver are two of the model's most important components (decoder). Both sides understand the messages thanks to the two-way procedure.
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Figure: Schramm Communication Model applied for Maria and Pedro Case Study (Wirth et al., 2017)
Pedro mistook chicken for a kitchen in the case study, but the situation might have been averted if there had been two-way contact between him and Maria to confirm. If Pedro could have provided feedback on what he understood by saying it back to Maria again, then Maria would have corrected him. In this way, by using the feedback for the message received, the interference of the message could have been avoided. 
In the case of my workplace, whenever my manager assigns me any particular task, I should also respond and communicate as it eradicates any confusion and helps to get the task done.
[bookmark: _Toc75978642]2.3 Berlo’s SMCR Communication Model
In order to represent the communication process in the simplest way, David Berlo’ invented the communication model in 1960 which is known as Berlo’s SMCR Model of Communication.  SMCR model is the result of extending the linear communication model. The acronym SMCR in the model stands for Sender, Message, Channel, and Receiver. 
The components of the model are the source, the message, the receiver, and the channel. There are some factors that are applied to both the sender and the receiver and those are communication skills, attitudes, knowledge, and social system. In this model, the message is treated as a complete package of content, elements, treatment, structure, and code. For instance, the content is the entire message, elements are non-verbal aspects of the message such as gestures and signs, treatment refers to the way the message is packaged or sent, code refers to the form which was used to convey the message, and finally, the channel is the medium which was used to convey the message. As for the channel, the medium should be able to be picked up by the sensory system of the receiver and this involves hearing, seeing, touching tasting, and smelling (Gamble and gamble, 2013). The noise which disrupts the source of the message and interrupts the communication process can be categorized into two categories such as external and internal noise External noise can be the background noise that occurs in a phone call and internal noise is the noise that can be generated based on the differences of communication skills, the attitude of the sender or the receiver, differences of knowledge to understand the message, etc. 
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Figure: Berlo’s SMCR Model (Berlo, 2014)
In the case study, a communication gap was found as the chosen words of the professor to describe the situation were not understandable by the villagers. Here, internal noise occurred in the discussed case study as the professor used difficult words and clearly, there were differences in the knowledge of the sender and the receiver. 
[bookmark: _Toc75978643]2.4 Similarities and Differences
In the case of similarities, in all three models, the sender sends the message after encoding it. In case of differences, interruption is caused by noise in the linear model, Berlo’s model is quite complex and lastly, the barriers are removed in Schramm’s model. The Shannon and Weaver’s Model and Berlo’s SMCR model are termed as linear models of communication and those do not provide feedback. Berlo’s model is especially effective when it comes to using the natural channels for communicating through the message such as face-to-face communication. On the other hand, Shannon and Weaver’s model can be effective in explaining the theory of information. Schramm's model removes any barriers and limitations of the two discussed models. 
3.0 Communication Skills
3.1 Verbal
Verbal communication is normally referred to as the communication process where words are used to share information with others and those words can be shared via spoken or written mediums of communication. In simple words, verbal communication is all about choosing the words for communication and how those words are heard and interpreted. When it comes to workplace communication, this is very effective as the sender here sends his expression by using words and the receiver interprets those words. 
3.2 Non-verbal
Non-verbal communication refers to the communication process between the two individuals which is not focused on the use of words, rather it relies on facial expressions, body language, facial expressions, or hand motions. Despite the fact that many people believe nonverbal communication is less common than verbal communication, nonverbal platforms account for over two-thirds of all communication activities. The most frequent technique of delivering a message to the sender is through body language and gestures (Smith and Morgan, 2011). The disadvantage of nonverbal communication is that in rare cases, the erroneous message is sent without the sender even realizing it.
 Kinesics basically deals with the studies and processes that are related to the interpretation of body movements, hand gestures, facial expressions, and Ray Birdwhistell is recognized as the first introducer of this method. The goal behind introducing this method was defined by Birdwhistell as that he wanted to understand how humans can interact with each other by body language, facial expression, and hand gestures. Kinesics is considered an integral part of non-verbal communication.
Proxemics is referred to as another name for nonverbal communication that is frequently used. It is basically considered as the research into how population density affects communication. In proxemics, the impact of culture on an individual and how culture may affect a person's body language are hot topics (Morgan, 1990). Edward T Hall calculated the horizontal distance between the transmitter and the receiver and divided it into zones. Depending on the gap of those horizontal zones, the spaces were identified as intimate, personal, social, and public spaces. 
3.3 Listening
Listening is referred to be a very important part of communication and when it comes to organizational communication, it plays an even bigger role. The important thing is to be an empathic and focused listener to listen carefully and get the main idea out of the communication.

Figure: S.O.L.E.R Communication Model (Stickley, 2011)
In order to establish a guideline for effective listening during the communication process, a model named S.O.L.E.R has been invented. The S.O.L.E.R. model outlines many aspects that a listener must consider when participating in a communication process. The most important aspects of a good listening process are sitting face to face with the speaker and maintaining an open posture.
Communication in Workplace
Communication is one of the vital elements in the workplace and it plays a very important role in building up the work culture and teamwork spirit. In order to maintain proper communication in the workplace, it is important that the mediums and methods of communication are appropriately chosen. For example, if the communication process is being taken place between a client or employee of a different culture, it is important that they maintain communication in accordance with the Proxemics theory. In the case of listening effectively, the listener can follow the S.O.L.E.R Communication theory. When it comes to non-verbal communication between the individuals at work, Kinesics can be used. It is necessary to practice giving feedback as it helps to reduce errors and increases the efficiency of the communication process. 

[bookmark: _Toc75978644]Conclusion
Communication is often affected way with issues such as noise, absence of feedback, or wrong choice of words. Removing these barriers is the key to effective communication. The case studies and the examples of workplace communication discussed in the report indicates towards the fact that communication is very important in both casual and workplace scenarios. In order to maintain communication, different methods of communication methods and communication skills exist with which one needs to get himself or herself get familiar with as it will enable him or be effectively communicate in professional as well as personal life. 
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