
BMSW4002
[bookmark: _GoBack]
Effective Team Work and Communication
Student Name: Alexandru Cardei Pantiru
Student ID: 2009433
Tutor Name: Timothy Hopkins

Table of Contents
Introduction	3
Communication Models	4
Shannon and Weaver (1948)	4
Schramm’s Communication Model	5
Berlo's SMCR Communication Model	7
Communication Skills	10
Verbal communication	10
Nonverbal communication	10
Listening	11
Conclusion	12
Reference	13



[bookmark: _Toc68208635]Introduction
Communication is all about sharing, obtaining, as well as exchanging information, to put it another way, communicating or writing, as well as hearing. Effective communicators pay attention to what others are saying, express or write simply, as well as respect differing viewpoints. Effective communication expertise could help people communicate both in person as well as online. Recognizing how terms and expressions impact people is the key to messaging, talking, as well as writing appropriately (Dance, 2019). Ineffective communication causes difficulties in delivering messages. There are some technical and physical problems that actually cause ineffective communication. In this report, a few types of communication skills have been discussed with some suggestions to master them. Some popular communication models have been discussed also with proper illustrations.

[bookmark: _Toc68208636]Communication Models
[bookmark: _Toc68208637]Shannon and Weaver (1948)
Two American Shannon and Weaver made this model in 1948. This framework was created with the aim of improving sender-to-receiver connectivity. They even discover “Noise”-related stimuli that influence the communication system.  Initially, the framework was designed to assist with technological interaction. But now, it is commonly used in various sectors (Ritchie, 2016).
Sender– It is the individual who composes the information, selects the channel, as well as delivers it. It is considered to be the key source of the message.
Encoder– It is basically a mechanism that converts the message of the sender into signals.
Channel-The means by which the information is sent is referred to as the channel.
Decoder– It is a mechanism that transforms signals into a message.
Receiver–The recipient is the one who receives the messages or the location to which they should be sent. The recipient responds to the messages by providing input.
Noise–It refers to physical disruptions or influences that impede the message from reaching the intended recipient.
The information is encoded by the source (sender) and sent to the recipient using a technical medium such as mobile or etc. The information is translated by the source into machine-readable codes. Then it is forwarded in code over a media. Before recognizing and reading the information, the recipient must decode it (Ritchie, 2016).  Sometimes the medium could be noisy, as well as the recipient could not be able to decipher it, creating difficulties throughout the communication system.
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Figure-01: Shannon and Weaver’s Communication Model
Source: (Ritchie, 2016)
For example, Maria’s brain is the source of the information or she is the sender of the message. Her phone is the encoder, via which she has called Pedro. Satellite is the media. Pedro’s phone is the decoder and he is the recipient. If Pedro answers Maria’s call, that will be considered as the feedback. Here satellite is considered as the channel or media. There could be some technical issues that may interrupt this communication system and this is considered as the noise.
[bookmark: _Toc68208638]Schramm’s Communication Model
It is a circular communication paradigm that encompasses all fundamental communication concepts. It takes a traditional style of communication as well as explains it. It could be applied to figure out how 2 individuals communicate while they are sharing facts, thoughts, or emotions. This model says that the whole communication system is actually a two-way road. This suggests that there must be at least one sender as well as one receiver.  In most cases, contact follows the conventional route, with a needless receiver and sender (Liang-sheng, 2014).  It's also possible for the sender as well as the receiver to be indifferent. Intra-personal correspondence is the term for this form of contact. This communication Paradigm is circular, while most other frameworks and hypotheses are linear. This implies that a message must be sent as well as received from a minimum of two people. The information provider as well as the receiver must encrypt and decode it to accurately translate the message.

Figure-02: Schramm’s Communication Model
Source: (Liang-sheng, 2014)
Source (Encoder)
The origin of the information is considered as the sender. When delivering messages, the sender should clarify that the messages he sent are really important for the recipient. So he must ensure that the message he sends is important, valuable, as well as reliable. The information Maria sent must be encoded for Pedro to understand it completely. This suggests that the receiver must be aware of the source. The capacity to communicate data in a concise but consistent fashion can decide the effectiveness of the communication. Cultural influences, beliefs, awareness, behaviours, perspectives, as well as expertise all, affect how the text is encoded.
Recipient (Decoder)
The individual to whom the information is transmitted is known as the receiver. The receiver's ability to read the statement is determined by a variety of variables.  For example, how well does Pedro understand the message's subject, and how accessible they are to receiving messages? The reliability of the information source is also important.  Cultural influences, beliefs, awareness, behaviours, perspectives, and expertise all affect the receiver's interpretation (Liang-sheng, 2014). It takes a cognitive method to decode a letter. The stimulation is automatically transmitted to the mind for understanding once the signal is obtained if the text has some significance. Decoding is another term for this stage of processing.  If Pedro accurately perceives Maria's message, the communication will be considered to be efficient. In this case, Pedro could have called Maria again to understand properly what she said. Sometimes, Cross-checking increases the effectiveness of the communication. 
Message
Information is usually considered a message. Words, as well as other terms as well as signs, are used to convey the information. The substance of the communication system is a letter, which can be oral or body language as well as it serves a major function throughout Schramm's paradigm.
[bookmark: _Toc68208639]Berlo's SMCR Communication Model
Berlo's SMCR model is mainly like Shannon and weaver's mathematical model. It has separated each part of Shannon and Weavers' model as well as discussed further. Berlo's model is linear as well but did not mention the concept of noise as well as he did not mention anything about feedback. He defined variables that influence the specific elements of communication, resulting in more effective communication. Encoding as well as decoding that takes place before the source delivers the information as well as until the recipient gets it, are both covered in the framework (Stead, 2017). The paradigm was first created to facilitate technical interaction but it has since been commonly used in a variety of areas. The communication mechanism is primarily defined by Berlo's framework, which has four elements and a few variables that control all of the elements.

Figure-03: Berlo’s Communication Model
Source: (Stead, 2017)
Sender (S)
The source of information is considered as the sender. The information is sent to the recipient by the individual or sender. Below are the factors that affect the sender. These factors are similar for the recipient as well.
· Communication Skill
· Attitude
· Knowledge
· Social Systems
· Culture
Message (M)
A letter is considered information transmitted from the sender towards the recipient. It may be speech, sound, email, visual, or any type of media. The following are the main effects on the message:
· Content
· Elements
· Treatment
· Structure
· Code
Channel (C)
It is the mean by which the information is transmitted. Technological devices, such as mobile as well as email may be regarded as a medium of mainstream media. However, in common conversation, a human's sensory receptors serve as the communication media, and their usefulness is affected (Stead, 2017).
· Hearing
· Seeing
· Touching
· Smelling
· Tasting
Receiver (R)
The individual who receives the information sent during the communication cycle is known as the recipient. All the factors that affect the sender affect the receiver as well;
· Communication skills
· Attitudes
· Knowledge
· Social Systems
· Culture
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The application of vocabulary to exchange details with others is known as verbal contact. It can involve both oral as well as textual correspondence.  Many, though, consider the phrase to refer to only verbal interaction. The selection of vocabulary people use, as well as how they have been understood and perceived, are all part of the verbal aspect of communication (Jakobson, 2019). Below some suggestions has been given that improves the verbal communication skills;
· Thinking during talking
· Being brief and simple.
· Talking with conviction.
· Listening actively
· Being on the lookout for nonverbal communication signs
· Considering the audience's point of view
[bookmark: _Toc68208642]Nonverbal communication
The exchanges of information or signs via nonverbal mechanisms like eye movement, facial gestures, movements, stance, etc. are known as nonverbal interaction.  Body posture, distance, as well as physical appearance as well as physical contact, are all used as visual indicators.  It may also involve behaviours such as staring during having conversations, the number of looks, focus habits, pupil dilation, as well as blinking (Phutela, 2016). Suggestions mentioned below will help one to improve his nonverbal communication;
· Having an eye out for nonverbal cues
· Searching for inconsistencies in the actions
· Paying attention to the voice tone
· Maintain Continuous eye contact
· Asking questions
· Considering the Situation
· Being careful of signal misinterpretation
· Exercising
[bookmark: _Toc68208643]Listening
During communication, cycle listening refers to the capacity to correctly intercept as well as perceive signals. Good communication necessitates the ability to listen. Messages can often be mistaken if people don't know how to listen well. It can be classified in two forms;
· Active listening-It is a form of listening, which leaves people positively engaging with the communicator. It's really the act of paying attention as somebody else talks, rephrasing as well as commenting on what they've stated, and refraining from offering judgment or guidance.
· Empathic listening-It is the skill of paying attention to as well as responding to the feedback of everyone else throughout a discussion (Davenport Sypher, Bostrom, and Hart Seibert, 2018).  Having an intimate bond with others as well as seeking connections among their perspective or even their own to offer an even more meaningful answer is what it means.
Suggestions for improving listening skills
· Offering the full concentration to the speaker
· Keeping mind open
· Listening actively



[bookmark: _Toc68208644]Conclusion
Communication entails transmitting, receiving, and transmitting ideas, and sometimes speaking, writing, and listening. Successful conversationalists express themselves or write clearly, and value the opinions of others. Individuals with good communication skills can be able to interact more effectively. Understanding how words and expressions influence people is important for effective communication, listening, and writing. The transmission of communications is hindered by inadequate coordination. Inefficient communication is caused by a number of technical errors and physical issues. By mastering all sort of communication skills and models one will be able to be a good communicator.
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