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Effective Team Working and Communication 

Task 1 topic: Write a report of 2000 words demonstrating your understanding of the models of communication and the communication skills discussed in class and refer to any case studies done to show how these helped your understanding. Give examples of poor communication in your own or your friend’s workplace and suggest how it could be improved by using your findings from published literature (i.e. refer to theory).
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1.Introduction
Poor communication is a problem that can be very serious - this is a complete sentence and should end with a period. However, the next part is that communication is our foundation.
Ask yourself "why is poor communication a serious problem?" The answer is "because it is our base". Your sentence should now be "Poor communication is a serious problem because it is our foundation".

2. Models of Communication
the act or process of using words, sounds, signs, or behaviours to express or exchange information or to express your ideas, thoughts, feelings, etc., to someone else.
communication models are used to explain the human communication model. the first great communication model was born in 1949 by Claude Shannon and warren weaver. in 1960 David Berlo next to expand the transmission model. transforming it from linear to circular and subsequently Schram to introduce a new model with more variables in the communication that includes the transmitter the encoding and mediates the decoding and the receiver
3. Shannon and weaver Model of Communication 1948
The Shannon weaver of communication model was created by Claude Elwood Shannon in 1948 jointly Warren Weaver and was written in the article "A Mathematical Theory of Communication".
 Shannon was an American mathematician instead of Weaver a scientist. this model has been classified as the model of all mothers. 
 Concepts in Shannon Weaver Model
 Sender (Information source): The sender is the one who creates the message and chooses the channel to send the message
 Encoder (Transmitter): The encoder is the sender that the machine uses to convert the message into signals or binary data
 Channel: channel is the intermediary to send the message.
 Decoder (Receiver): Decoder is the machine that converts signals or binary data into a message
 Receiver (Destination): the Receiver is the person who receives the message
 Noise: Noise is physical disturbances such as people, environment. which do not allow you to send the correct message.
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Explanation of Shannon Weaver Model
the sender encodes the message and sends it through a telephone or something similar. The sender converts the message into codes that the machine can understand, sometimes the message is translated by the machine. the recipient must decode the message to be able to understand it. However, there could be noise, which could distort the message. The importance aspects of this model are that the recipient plays a passive part in the communication process and that the message could be disrupted by noise.
Here, we can analyse the case of Maria and Pedro: Pedro work on a construction site and Maria is his wife.
One day Maria calls Pedro and asks him to bring a chicken, but because of the noise on the building site, Pedro misunderstood ‘chicken: for ‘kitchen’ 

4. Schramm’s Model 1954
Wilbur Schramm’s in 1954 proposed a new method of communication, based on Shannon and Weaver’s model.[image: ]Schramm didn't change Shannon's communication model much but only added feedback which made it a circular model as can be seen from the image. Schramm considered that a message was not complete unless there was feedback between sender and receiver.
In the Case study, Maria, and Pedro, for the message to be complete, Pedro 
Could have asked Maria to repeat what she had said or to send her a message, there would have been no misunderstanding,
5. Berlo’s SMCR Model
David Berlo created this model in the 1960s. this model focuses on the emotional aspect of the message as it states that it is an integral part of communication.
SCMR is the acronym for Sender, Message, Channel, Receiver.
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As you can see from the image there are many sub-categories for each component.
The sender is the one who sends the message to the recipient.
Communication skills:
the sender and the recipient have the same communication skills, the recipient will be able to understand the message, if there are these problems the message will not reach its purpose.
attitude: the tone and the way of behaving change the intent of the message, sarcasm, superficiality etc.
criticality of the Berlo’s model:
you must have the same knowledge.
-it does not consider external interference
Case of study
A Professor of English lived in one village. He had never gone to the village near his home because he had nothing in common with the people of the village, who were ignorant and did manual labour.
 One night, the professor fell asleep with his pipe and his house caught fire.
 when the professor woke up, he sought help in the village, but no one understood him with his learned language. he said, "The building is consumed by a great conflagration!"
everyone ignored him, the next day he went back to the village and asked crying why no one would help him put out the fire, and the villagers answered because he didn't say that the house was on fire, we would help him
in this case the professor did not receive any feedback as no one understood him. Their knowledge was different from that of the professor.

6. Verbal and Non-Verbal communication
Verbal communication is a form of oral communication that occurs between two or more people in any form of speech or using words. This speech-based communication includes spoken words, discussions, conversations, presentations, encoded information.
of verbal communication, there is the formal one which means official communication, and in this, a sender follows a predefined channel to share information.
and informal which is used daily, and in this, the senders do not use or follow any predefined channel for the transmission of information. 
the first most important point of verbal communication is that it helps build a positive and solid image. allows you to have confidence and authority. Therefore, it is very important to have clear and transparent verbal communication channels.
to improve verbal communication of are various methods, reading allows you to know new words, and helps you to reduce the knowledge gap, listening can also help your communication, think about how the listener feels and find an effective method to intrigue him.
tone also plays its part in verbal communication, a confident voice that inspires trustworthiness. a serious tone can inspire confidence, a lower tone suggests weakness or shyness, to be an excellent speaker you must rest assured to be able to use your tone to the fullest, you don't have to be fast or too slow, using pauses helps to metabolize the speech
Finally, excellent verbal communication is one of the most important factors in maintaining a successful business relationship. It helps to increase productivity, reduce errors and make operations smoother and more effective.
Non-verbal communication
Non-verbal communication is a form of bodily communication, the way we dress, sit, the gestures we make in certain situations. this is non-verbal communication.
we transmit information about ourselves continuously. we can deduce if a person is having a nightmare from her face.
we humans transmit the truth with non-verbal communication, we could never lie, we do not command it, it is part of us, and it is in the oldest part of the brain, so it is so authentic. when you are in shock our brains will probably bring your hand to your neck or you will cover your eyes when someone does something stupid, even blind children cover their eyes when they do something stupid, and intrinsic to our being
let's analyse this case together:
mark is the best seller in the company where he works. as a gift, he gets a trip to the headquarters to meet CEO Alana Brown. some people described Alana B. as the evil witch of the west. due to the speed of dismissing employees. when he arrives at the office, he is very tense and frightened, as he has heard these rumours. when he meets her, he is shocked as he sees a little woman. 
 her mouth is dry and trembling, Mrs Brown seems very kind and offers him a cup of tea, when she made him sit Mark, I change he felt safer. Mark 
 he is completely relaxed, so he loosens his tie, crosses his legs. and he begins to explain the company's weaknesses and how to improve them.
as we can see Mark after having felt at ease with the CEO, totally changed his behaviour and his build and crossed his legs as signs of security, his voice did not stammer and his lips were no longer dry, they are all signs of trust and clear and direct communication
7. Listening
the ability to be a good listener is very important nowadays in business and professional communication. on average, people remember only 25% of 50% of what they hear. to be a great listener motivate yourself, show interest to motivate the speaker, consider your concentration. remove your preconceptions, try to have an open mind. always remember that there are differences between listening and hearing: it is a physical characteristic and there is no need for concentration. listening instead: it is not a physical skill, it requires a lot of concentration and understanding of verbal and non-verbal communication. having empathy is very important to be able to listen better you must identify with the speaker patience and observe his body language
now we can analyse an example of listening: 
Max is an event planner. not having much money, he works alone. one day he calls her an old client of hers Tamara of hers asking him to organize her di lei 50th-anniversary hers di lei. Max accepts even if very busy, two weeks later Tamara calls him back asking him to anticipate the event and Max accepts. When Tamara's event day arrives and the guests discover that another party is being organized, Max apologizes and offers him to organize the event for half price after his father leaves the hospital. but Tamara says she will never trust him again 
 probably to avoid this misunderstanding, max. he shouldn't have accepted this assignment. and above all, he would not talk about his father since he is unprofessional. Tamara had to be a little more empathetic towards max and understand
7. Conclusion  
we concluded by making a small summary.
The first communication model was born in 1949 and is called Shannon and weaver model of communication and is a linear model that analyses the cases in which some signals disturb the message. then there is Schramm's that adds the feedback that transforms the linear method into a circular one, to be able to analyse the response of the receiver and finally, Berlo's model which analyses differences in knowledge and uses many sub-categories to analyse messages.
Then we talked about verbal and non-verbal communication and the difference between listening and hearing and how it affects communication and listening skills. we can command and change the verbal language, but the bodily and primitive language cannot lie, and listening is not an innate ability in all human beings it must be trained
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