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[bookmark: _gjdgxs]1.Introduction
In this report, several modes of communication are presented such as Shannon and Weaver, Schramm, and Berlo, and what is their role, different modes of communication bring certain advantages and other modes of communication bring disadvantages, and each mode of communication has a separate style. These modes of communication could not take place without communication skills that become vital for more complex communication. Communication skills are very important, they help us develop the ability to communicate in many ways and to speak to many types of people and that helps us use appropriate words to make ourselves understood.
[bookmark: _30j0zll]2.Communication Models

The model of communication is to provide a visible illustration of an idea with the intent of facilitating the perception of it. Traditionally speaking, there are three well-known fashions of the conversation process: Linear, Interactive, and Transactional, and each provides a barely distinct viewpoint on the verbal exchange method
Communication is an important aspect of human’s daily lives where people interact between each other to obtain and share information for our own benefit. There are three main models of communication that are presented within the scope of this project. 
2.1 [bookmark: _lnxbz9]Shannon and Weaver 
The Shannon-Weaver model envisions communication as five main parts: transmitter, encoder, channel, decoder, and receiver. It emphasizes the importance of encoding and decoding messages in order to send them (e.g., converting them to written text, Morse code, etc.). During the process of encoding, sending and decoding, "noise" occurs, which can corrupt or confusing information. In the most traditional sense, this can be static on a radio show, and even lead to misunderstood conversations or misspelled emails. This model is the first to introduce the role of noise in the communication process. (Kobiruzzaman, 2021)
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                                                                                     Noise
                                  Message                   Signal Sent   Signal Received    Message  
                                                                                    Figure 1 Shannon and Weaver

[bookmark: _3znysh7]2.2 Schramm
The Schramm model checks for equality and bidirectional communication. It does not distinguish between sender and receiver but treats both as encoder and decoder of the message. This model is best suited for interpreting and studying face-to-face synchronous communication (such as face-to-face conversations) with immediate feedback. Since feedback is immediate, constant clarification of messages throughout the conversation reduces background noise. (QS Study, 2022)
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[bookmark: _2et92p0]2.3 Berlo
Berlo's communication model explains this in four steps: source, message, channel, and receiver. The Berlo model is unique in that the key elements that affect each step of the message delivery are detailed: (Kobiruzzaman, 2021)
· Source: Elements of origin include the sender's communication skills, attitude and culture.
· Message: The structure of a message including content, format, and code.
· Channel: The elements of the channel include hearing, vision, touch, smell, etc.
· Receiver: The recipient elements include their attitudes, knowledge and culture.
             Source                         Message                           Channel                            Receiver 
Communication Skills             Content                            Hearing                    Communication Skill
            Attitude                        Elements                           Seeing                              Attitude
          Knowledge                     Treatment                         Touching                       Knowledge
                                                                                         Figure 3 Berlo
     

3. [bookmark: _tyjcwt]Communication Skills
When you talk about communication skills, you are talking about an ability to send a message to a person or group using different ways of communication, whether verbal or non-verbal
Communication skills are an important aspect of being able to transmit and receive information effectively. 
[bookmark: _3dy6vkm]3.1 Verbal 
•	Verbal communication means person-to-person, mobile phone, radio or television, and other media.
3.1b Verbal (Written)
Verbal written as know Written communication is a skill that is the ability you use to transform messages in writing.
   	  Written clarity is the capacity to create written content material that is handy to study and no longer overly complex. In writing, you need to understand how to make clear your messages to permit your reader to fine recognize them. Written clarity can be carried out with the aid of the use of easy language in your writing and which includes solely precise and crucial details. Conciseness is the potential to speak a whole thought or subject without delay in as few phrases as possible except sacrificing critical detail.

[bookmark: _1t3h5sf]3.2  Non-Verbal
Nonverbal communication includes passive conversation thru the use of gestures, tone of voice, physique language and facial expressions to share your ideas and feelings. You can even communicate non-verbally by using the way you dress. Nonverbal communication frequently helps or provides to verbal communication. For example, the tone of your voice and your posture can expose your temper or feelings to these round you.
Non-verbal communication can be divided into 4 categories: aesthetic, physical, signs,and symbols.
· Aesthetic communication takes place via innovative expression. This would
include all the artwork forms: music, dance, theatre, crafts, art, painting, and
sculpture. Ballet is an instance of this, as there is dance and music, however no
spoken or sung words. Even in an opera, in that situation there are words, there are
still facial expressions, costumes, posture, and gestures.
· Physical conversation consists of a smile or frown, wink, touch, smell, salute,
gesture, and different bodily movements. Social dialog makes use of a lot of these
physical indicators alongside with spoken words.
· Signs are a greater mechanical variety of non-verbal verbal exchange and include
signal flags or lights, a 21-gun salute, a show of airplanes in formation,
horns, and sirens.
· Symbols of verbal exchange are used to construct self-esteem. This includes
jewellery, cars, clothing, and different matters to speak social status, financial
means, influence, or religion.

[bookmark: _4d34og8]3.3  Listening-a) Active/Attentive
Active listening is an ability that can be obtained and developed with practice. However, active listening can be tough to grasp and will, therefore, take time and persistence to develop.
Active listening' means, as its title suggests, actively listening. That is entirely concentrating on what is being said instead of simply passively ‘hearing’ the message of the speaker.
Active listening includes listening with all senses. As properly as giving full interest to the speaker, it is essential that the ‘active listener’ is additionally ‘seen’ to be listening - in any other case the speaker can also conclude that what they are speaking about is boring to the listener.
Interest can be conveyed to the speaker by means of the usage of each verbal and non-verbal message such as keeping eye contact, nodding your head and smiling, and agreeing with the aid of pronouncing ‘Yes’ or clearly ‘Mmm hmm’ to motivate them to continue. By supplying this 'feedback' the person talking will normally sense greater at ease and consequently speak more easily, openly, and honestly.

[bookmark: _2s8eyo1]3.4  Listening -b) Empathetic
Empathic listening is the process of building an emotional connection with the person speaking. This allows you to put yourself in their shoes and develop empathy with them – the definition of empathy. So it's an extension of active listening, but requires a consciously more focus on feelings. Crucially, empathetic listening gives the speaker space to feel heard and validated. As such, it may be more of a therapeutic technique than active listening, which is more about supporting good two-way communication​​. The main goal of empathic listening is usually to support or encourage the speaker. However, this does not mean that empathic listening is only suitable for therapeutic situations. It is very useful at work to ensure you are well informed, including facts and feelings, and to positively show that you have heard, understood and accepted someone's message. 
Provide examples to show how you can improve communication in the workplace
A good example would be when my manager entered the workshop and as he walked he addressed us saying that "Phil is on the Klass" which is impossible, Phil is an old man who drives a van, he does not have any other category of drive than B. Klass is a lorry with a very expensive crane and driven by trained people. Phil to be on Klass is impossible. In fact, Phil had fallen with a car he was trying to park on a trailer that was parked next to Klass. If the manager had used more words in his sentence considering the situation, then he wouldn't have made a confusion, a sentence more detailed and developed would have been more effective considering that those listening were uninformed about what was happening. (Indeed Editorial Team, 2022)
[bookmark: _17dp8vu]4. Advantages and Disadvantages of technology in communication
Information and Communications Technology is a science that is used to deal with communications methods such as telecommunications, broadcast media, smart constructing management systems, audio-visual processing and transmission systems, and network-based manipulation and monitoring functions. One of the advantages of communication in technology is the speed of communication, sending a message from a distance in a very short time has created new opportunities for communication, be it through verbal writing or video, and the use of different software has brought different cultures closer and thus they have developed new ways of communication.
Communication can be boosted with the aid of nowadays technology in which various software (social media, virtual public environment).
One of the advantages of communication in technology is the speed of communication, sending a message from a distance in a very short time has created new opportunities for communication, be it through verbal writing or video, and the use of different software has brought different cultures closer and thus they have developed new ways of communication. ( Useoftechnology.com, 2022)
· Easy to get in contact with people 
· Access to unlimited space and time of communication 
· Unlimited information
· New ways to work

The disadvantages in communication appear with the development of technology, a good example would be today's chat, many users of technology have learned to use abbreviations of words such as lol, afk, brb and so on, which sometimes create confusion, or many do not understand the meaning of these words. Technological communication constantly needs a channel, a connection, be it to the Internet or current, without it, communication cannot take place or is often delayed. (Goss, na)
· Poor security for your identity
· Distraction from real life
· Samoa equipment required instructions (Virtual Reality)
              
[bookmark: _3rdcrjn]5.Conclusion

After my research I discovered that these communication models are not very different from each other, on the other hand, communication evolved over time, so these communication models also appeared from the basic one to a more complex communication style, from signs to speech and then to develop skills and use these skills to create a communication model, this was just one step, technology brought new ways and innovations in communication, where the one who sends the message uses his own language to transmit the message and the one who he receives has the message already converted into his language.
Communication skills are very important, to be able to speak professionally to people of different categories and to make yourself understood. it is very important to understand who is the receiver in order to transmit the message.
The advantages and disadvantages of technology in communication are many on both sides, in order to be able to use technology to communicate we must protect our identity and we had to have good control of the technology to communicate. We have to ensure that the message is understood by the receiver either in written or verbally.
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