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1. Introduction 
Very little communication takes place in isolation. Unless we are a brand-new manager taking over a local business or a new student who has just enrolled on a course, most communication will take place in the context of relationship witch already exist (Peter Morgan 2017). Figure 1.1 summarise the complexity of such situation. The way in which we behave through various media-our words our, facial expressions, tone of voice and so on will create impression of us in the minds of others. Usually, whether we successful in communicating what we wish to communicate will influenced by aspect of communication that we can control: our body language (non-verbal behaviour), the way we use our voice(para-linguistic behaviours),the context of and learning from the conversation we have had previously, the ways we communicate ( channels, e.g. email or face-to-face) and the words that we use. These issues will all affect the way we ‘code’ our messages.
However, whether any message will be received and interpreted in the way that we expect will depend on whether those same issues help the recipient of the communication to ’decode’ it in the same way. The following model presented in Figure 1.1 indicates that : (1) the process of communication does not take place in isolation; and (2) there in a definitive process of communication that requires the ’coding’ and ‘decoding’ of information. 




Figure 1.1 The context of communication 
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2. Models of Communication
2.1 Shannon and Weaver 
[image: ]
Simplest model of communication reflects the work of Shannon and Weaver. Model consists a sender, a message, a channel where the message travels, noise or interference and reciver. Often, communication blame the audience for not accepting a message, but it is often that the sender, encoding process or channels chosen were not applied correctly. 
Example from workplace 
A Manager sends a message to the waiter by phone about changing the program, to test the new menu. The worker does not receive the full message because of noise. It goes like this:
Manager: We have a tasting menu tomorrow, (“at 11 am” goes missing due to phone network disruption or noise)
Waiter (feedback): At what time?
Here,
Sender: Manager
Encoder: Telephone network company
Channel: Mobile network
Noise: Missing text due to disruption
Decoder: Mobile phone
Receiver: Waiter
The transmission error is the noise in this case. The feedback lets the manager know that the message reached incomplete. The receiver gets the chance to get the full message only after his feedback
Levels of Correspondence Issues 
There are three degrees of issues of correspondence as indicated by Shannon Weaver. 
They are: 
1. Technical issue – How a channel causes an issue 
2. Semantic issue – Is the importance of message sent and got totally different 
3. Effectiveness issue – How viably does the message cause response




Reactions of Shannon Weaver Model 
It can be applied more for relational correspondence than bunch correspondence and mass correspondence. Receiver has the inactive influence in the correspondence cycle as sender assumes the essential job that sends messages. Feedback is taken as less significant in contrast with the messages sent by the sender. The model is taken by certain pundits as a "deceptive distortion of the idea of human correspondence" as human correspondence is not numerical in nature.

2.2. Schramm 
[image: OSGOOD- SCHRAMM MODEL OF COMMUNICATION]
Wilber Schramm proposed the model of correspondence in 1954. 

Data is of no utilization except if and until it is deliberately articulated and passed on to other people. Encoding assumes a significant job since it starts the cycle of correspondence by changing over the idea into content. At the point when the data arrives at the beneficiary his prime duty is to comprehend what the speaker means to pass on. Except if and until the subsequent party can comprehend or decipher the data what the sender needs to impart, the message is really of no utilization. Along these lines encoding and decoding are two most significant elements of a compelling correspondence without which data can never stream between two people. Schramm's model likewise rotates around the above standard. As per the Schramm's model, coding and interpreting are the two basic cycles of a compelling correspondence. He additionally accentuates that the correspondence is fragmented except if and until the sender gets an input from the beneficiary. Envision an individual offering his considerations to his companion and his companion not reacting to him. Is the correspondence complete? NO. Schramm accepted that correspondence is really a two-path measure between the principal party and the subsequent party. Schramm accepted that a person's information, experience and social foundation additionally assume a significant job in correspondence. People from assorted societies, religion or foundation will in general decipher the message in various ways. 
To finish up as per this model of correspondence when a sender gives the data to the collector, the recipient must decipher it in the ideal structure the sender needs and give him the input or react appropriately. Any correspondence where the sender does not get the input, the correspondence isn't finished and consequently inadequate.


2.3 Berlo
[image: berlo's model of communication]
 Segments of Berlo's Model of Correspondence 

S -Sender is the wellspring of the message or the individual who starts the message. The individual or source sends the message to the collector. Coming up next are the factor identified with sender and is additionally the equivalent on account of collector. Communication skills, Attitude, Knowledge, Social Systems, Culture.
M-Message A message is the substance that is being sent by the sender to the recipient. It may be as voice, sound, text, video or other media. The key components influencing the message are Content is what is in the message. The entire message from start to finish is the substance. Elements -Components are the non-verbal things that follow alongside the substance like motions, signs, language, and so on. Treatment is the manner by which the message is passed on to the beneficiary. Treatment additionally impacts the input of the beneficiary. The structure of the message or the manner in which it has been organized or orchestrated, influences the adequacy of the message. Code is the structure where the message is sent. It may be as language, text, video, and so on.
C-Channel is the medium used to send the message. In mass correspondence and different types of correspondence, specialized machines may be utilized as a station like phone, web, and so on. Be that as it may, when all is said in done correspondence, the five faculties of a person is the channel for the correspondence stream and it influences the viability of the channel. 
R-Recipient is the individual who gets the message sent simultaneously. This model accepts that the reasoning example and all different components referenced above must be in a state of harmony to that of the sender for the correspondence to be compelling. The message probably won't have a similar impact as expected if the beneficiary and sender are not comparative. The collector should likewise have a generally excellent listening ability. Different components are like that of the sender. Communication abilities: Attitudes; Knowledge; Social Frameworks; Culture
Analysis of Berlo's SMCR model of correspondence: No input/do not think about the impact. Does not notice obstructions to correspondence. No space for commotion. It is a complex and straight model of correspondence. Needs individuals to be on same level for correspondence to happen yet false, all things considered. Main disadvantage of the model is that the model precludes the use of intuition as a channel which is really a blessing to the individuals (thinking, understanding, investigating and so forth).
3. Communication skills 
Communication is the backbone of an association. It impacts organization culture just as main concern results. While nobody would discuss the significance of powerful correspondence, not many organizations really organize it and focus on upgrading correspondence over the association. a) Fortifies Connections -Compelling correspondence between representatives is basic for building and keeping up solid connections at work. Solid working connections give the establishment from which your business can develop and have been demonstrated to drive better execution and business results. The Public Transportation Security Load up found that 73 percent of the occurrences in its information base happened on a group's first day of flying together before they got the opportunity to acclimate and figure out how best to cooperate. Also, a NASA study found that exhausted teams who had a past filled with cooperating made about half the same number of mistakes as groups that were comprised of rested pilots who had not flown together previously. b) Lifts Worker Commitment-At the point when organizations set out to improve worker commitment numbers, the greatest effect they can make is by assessing their correspondence procedure. c) Constructs Trust viable communication-Trust is a basic structure square of connections, both expert and individual. At the point when representatives trust one another and authority, they are more put resources into seeing the organization succeed and work more diligently to their accomplish objectives. Without powerful relational abilities among pioneers and the executives, it very well may be very hard to assemble trust. Straightforward openness is vital, as is persistent improvement of relational abilities. d) Encourages Advancement -Regardless of whether groups are in a similar room or scattered over the globe, great relational abilities are significant. Representatives must feel great transparently sharing thoughts, working through choices together and testing one another. When conceptualizing regresses into tense contentions, it is impossible for groups to viably improve. f)  Drives Profitability-Examination by Watson Wyatt found that organizations who impart viably had a 47 percent better yield to investors over a five-year time frame. Pioneers can rouse representatives to accomplish incredible work through open, fair, and straightforward correspondence that approves all the exertion representatives put in. While there are numerous elements that impact efficiency, for example, cycles, innovation, and organization structure, correspondence frames the establishment.


3.1 Verbal Communication: 
Successful verbal relational abilities incorporate something beyond talking. Verbal correspondence envelops both how you convey messages and how you get them. Correspondence is a delicate expertise, and it's one that is essential to each business. Laborers who can pass on data plainly and viably are exceptionally esteemed by bosses. Workers who can decipher messages and act fittingly on the data that they get have a superior possibility of exceeding expectations at work. 
In a workplace that a huge aspect of work includes one-on-one correspondences with clients, it's useful to have an "endowment of chatter" – especially on the off chance that you are a business proficient. Remember, however, that your discussions should be engaged after distinguishing and tending to your customers' needs; utilizing your verbal abilities to support consultative exchanges will guarantee positive customer relations. Foreseeing the worries of others. Requesting explanation. Asking open-finished inquiries to invigorate discourse. Quieting a fomented client by perceiving and reacting to their protests. Underscoring advantages of an item, administration, or proposition to convince an individual or gathering. Seeing non-verbal signs and reacting verbally to confirm disarray, defuse outrage, and so on.
3.2 Non-Verbal  
Nonverbal correspondence is the exchange of data using non-verbal communication including eye to eye connection, outward appearances, signals and that's only the tip of the iceberg. Verbal correspondence is the utilization of language to move data through composed content, communicating in or communication through signing. Nonverbal correspondence is significant on the grounds that it gives us important data about a circumstance including how an individual may be feeling, how somebody gets data and how to move toward an individual or gathering of individuals. Focusing on and building up the capacity to peruse nonverbal interchanges is a priceless ability you can use at each phase of your vocation.
Types of nonverbal correspondence 
There are a few sorts of nonverbal correspondences you ought to know about, including: Non-verbal communication: Non-verbal communication is the manner in which somebody arranges their body normally relying upon the circumstance, nature and how they are feeling. For instance, somebody may fold their arms on the off chance that they are feeling irate or anxious. 
Signals: While motions differ broadly across networks, they are commonly utilized both deliberately and accidentally to pass on data to other people. Somebody in the US may show an "approval" to convey affirmation or that they feel emphatically about something, for instance. 
Outward appearances: One of the most widely recognized types of nonverbal correspondence is outward appearances. Utilizing the eyebrows, mouth, eyes and facial muscles to pass on can be extremely powerful when conveying both feeling and data. 
Contact: A few people likewise use contact as a type of correspondence. Most normally, it is utilized to impart backing or solace. This type of correspondence ought to be utilized sparingly and just when you know how the getting party feels about touch. It ought to never be utilized to pass on outrage, dissatisfaction or some other negative feelings in the work environment.
    3.3  Listening  
-   Active listening is the cycle by which an individual makes sure about data from another individual or gathering. It includes focusing on the discussion, not intruding, and setting aside the effort to comprehend what the speaker is examining. The "dynamic" component includes finding a way to draw out subtleties that may not in any case be shared
- Empathetic listening is an organized tuning in and addressing strategy that permits you to create and upgrade associations with a more grounded comprehension of what is being passed on, both mentally and sincerely
 
 
4. Conclusion 
Learning how to communicate effectively is something that will probably take a long time. We start at birth when our eyes are taking in all the information they can, and when our brain are taking to develop ideas about what certain facial expression of our parents means, and ends when we stop communicating with others. Our brains make generalisation about what individuals mean and we learn to communicate with others in a way witch we think helps get our message across. Sometimes these generalisation are correct, sometimes they are nearly correct, but sometimes they are wrong, and we need to revise what we communicate and how we do so. The challenge is that individuals may well have slightly different interpretation of meaning of the same message because of the perceptual and contextual distorsios.
Communication may brake down of the result of  many communication barriers that may attribute to the sender or receiver. Therefore, effective communication requires familiarity with the barriers. Choosing the right channel for communication is also important, because closing the wrong medium undermines the message . When communication ocours in the cross-cultural  context , extra caution is needed, given the different norms  regarding non-verbal communication, and different words will be interpreted differently across culture. By being sensitive to the errors outlined in this chapter and adopting active listening skills, you may increase your communication  effectiveness.
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