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Executive Summary
The report describes the various ways of communicating with one another. In this process, the various types of models are demonstrated, which guides towards effective communication. The unique quality in deploying all these models in the process is the ability to increase a person’s capability by building effective communication, which will ensure him to be an effective leader in an organisation. It also ensures that a statement communicated by a person can reach the minds of another person. Other forms of communication consisting of verbal, non-verbal, and listening methods of communication are also depicted in this report.
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1. Introduction 

In this report, the different forms of communication will be illustrated in detail. In this context, the different models used in the communication process will be described by utilising instances taken from case studies relating to incidents occurring in our day-to-day life. Communication is a simple process of converting data into information and sending it to one another. In this process, the sender sends the data in the format of a message to a receiver who converts it into information (Awang et al., 2015). Thus, there are three elements in the whole communication process. This is in the case of a single-ended communication process. In the case of multiple receivers of information, the process becomes complicated and each one should try to understand the basic idea of the information based on the body language and the type of words used in the process. Many factors affect the communication process. These factors are emotional nature, cultural background, transferring medium, and the place of transfer (Sakurai et al., 2015). Thus to attain an effective, accurate, and non-disrupted communication process in transferring ideas, emotions, messages, or information, a person has to devise an effort to successfully communicate with one another irrespective of any obstruction.
2. Models of Communication
In a communication process, a model helps in developing an idea or a thought process, in a way by which everyone understands logically using pictographic diagrams in a well-defined manner so that it can be easily identified. The main models of communication are Schramm, Berlo, and Shannon and Weaver’s model (Gluyas et al., 2015). They are developed in such a way that it meets the criteria of the process of communication and portray the various methods, by which one can communicate with one another. 

2.1 Shannon and Weaver’s model (1948)
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Figure 1: Shannon and Weaver’s Model of Communication

(Source: Awang et al., 2015)
The model is defined as the most renowned way of communication and is utilised in several places for communicating with one another (Awang et al., 2015). The model can be illustrated using a simple example wherein Mary had asked her husband John, a building contractor, to buy a chicken while returning home for purpose of cooking it for dinner. John who was busy working in a building site had heard Mary asking him to look for her in the kitchen once he returns home. Mary was also astonished to find John not returning home with chicken and instead had arrived empty-handed to meet her in the kitchen. In this context, it is derived that message received from Mary might have been distorted due to network problems or noise in the phone, the medium of communication. This may be the reason for the miscommunication in the process (Sacks et al., 2015).

Shannon and Weaver’s model illustrates that a message is transferred from a person in the form of data through an instrument known as a medium. The data reaches the brain of the receiver, and that data is converted into information (Slater et al., 2015). Several obstacles are hindered by the message before reaching the receiver. The message finally reaches another person’s thoughts for further actions or reactions. The distortion created in the process of communication can be one of the disadvantages of this method of communication. 
2.2 Schramm’s model of communication (1954)
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Figure 2: Schramm’s Model of Communication

(Source: Babatunde, 2015)
This is considered the next model, which has similar features as that of Shannon Weaver’s model. The model has been developed by Wilber Schramm in the year 1954 (Brühl et al., 2018).

To form effective communication, a person needs to send information in the form of a message to another person. In this process, the actual intentions of the person are perceived by converting the thoughts of the message into real content. This method is also known as encoding. Distorted information can lead to a void communication, as the receiver is unable to identify the actual motive of the speaker (Martin et al., 2015).

In this model, the two important elements of communication are considered to be encoding and decoding. If there were the elimination of any one of the elements in the process, this would lead to distorted information flowing to the receiver of the communication (Schram, 2015). Thus, communication is to be done effectively using engaging in both these elements of communication. Schramm’s model is largely related to this process of communicating with one another. For instance, in case of the Profession, as he was a foreigner in terms of language, he could not speak in a language that was understandable to the people living near his house. Thus, when his house was on fire and he went to the people asking for help, they did not come, as they did not understand what the Professor was speaking, resulting in a miscommunication. Thus, in case of improper encoding or release of distorted information, foreigners may not be able to identify their intentions (Schram, 2015).

Schramm had defined communication as a two-way process and urges to include the element of feedback as the most vital factor in the process. A person sending the information is known as the sender and the receiver as the person receiving the same. In absence of a feedback mechanism, the method cannot a termed as complete (Suprapto et al., 2015).

2.3 Berlo’s model of communication (1960)

[image: image3.jpg]Encodes

Sounce

Communication
Skills

Content

Attitudes

Knowledge
Social System

Culture

Touching
Smelling

Tasting,

Decodes lEM-v

Communication
skills

Attitudes





Figure 3: Berlo’s Model of Communication

(Source: Boies et al., 2015)
In the third model of communication, Berlo’s model has been effectively developed based on the SMCR model of communication by providing greater influence on the message. In this model, the four variants of communication are identified as the source, message, channel, and receiver (Pettegrew et al., 2015).
The sender transmits the information to a person after converting the data into information by utilisation of good skills, knowledge, societal and cultural impacts in the process. The speaker develops his agenda into words of action and transfers it to the receiver. The message is part of the process, which is developed in the receiver’s mental state of mind and is created to form content, code, structure, or element. There may be different channels of communication that act as a basis to carry the message in various kinds of forms (Janthon et al., 2015). The receiver is considered the last element of the process that accepts the message and provides feedback accordingly. The process of developing the information is known as decoding (Sapienza et al., 2015).
The model suffers from the fact that the listener and receiver are required to use the same medium while communicating with each other (Clements et al., 2015). An example of this model would be the communication between Pedro and Maria, as in their communication, Maria was the source, the instruction for Pedro to bring chicken while coming home was the message, the telephone line was the channel, and Pedro was the receiver.
3. Communication skills

The process of communicating with one another may be single or varied as different people may be communicating differently with one another in various ways. They may be using verbal or non-verbal ways of communication. In a corporate, written communication is mainly preferred. The other forms of communication may be the use of pictures or diagrams in case of presentations in offices (Garden et al., 2015).

3.1 Verbal Communication
In this method, people express their viewpoints or ideas and send the message as information by word of mouth or creation of sounds. In the case of interviews for a job role, there may be a face-to-face communication system. Currently, telephonic interviews are an important form of communicating with one another. The other forms of communication consist of radio, television, or the use of social media platforms (Sakurai et al., 2015). Speaker must convey the correct message to the receiver to create a greater impact of words. For instance, in a meeting, if a manager only gives orders to his employees without assigning job roles and descriptions of the task to each of them, then it is very usual that the work will fail due to a lack of information from the manager. Additionally, the employees will be confused about the contents and deadlines of the work. They will also be withdrawn to ask for any clarification from the manager due to his dominant attitude. In such a case of authoritarian leadership control, the team will be less inclined to follow the leader, and the company’s productivity and reputation will be hampered. The company will also lose its visibility in the global market (Sakurai et al., 2015).

3.2 Non-verbal communication
The other method of interacting with one another is considered as the non-verbal form of communication, which can be initiated using signs, movements of the face, tone of a person, postural movements, and eye contact. In this method, encoding and decoding process places a vital role. Encoding helps a person to define his emotions in a correct way to the receiver and decoding helps him to interpret a message in the form desired by the sender. It all depends upon the capabilities of a person who can manage to make the other person understand his real intentions of sending the message (Lloret et al., 2015). The correct method of encoding and decoding helps the person in interpreting the correct form of information. For instance, if a person has raised his one finger then the receiver should recognise it to be number one from his early experiences. Some of these ways of communication are well known. However, most of them require prior knowledge to be fruitful, and hence they should be communicated carefully, which may otherwise lead to an uncomfortable situation for a person. Women are considered to be effectively performing non-verbal communication than men and are found to be using it quite often in their interaction with different people (Lloret et al., 2015).
3.3 Listening
The art of receiving and interpreting signals in the form of messages through proper channels of communication is known as listening. It is ideal to listen to a person without speaking in between delivering the message because it may lead to the generation of improper content of the message. In such a non-continuous form of communication, there may be chances of failure in the communication process. It plays a critical role in the top management by demonstration of the communication skills by the leaders in effectively communicate to their employees during meetings and training sessions (Nurpahmi, 2015). Thus, effective listening can lead to greater communication with the customer, which increases the relationship between the company and the clients. It also increases the employer-employee relationship in the company thereby increasing the possibility of achieving the common goal of the organisation (Nurpahmi, 2015).

There is a thin line of difference between hearing and listening. Hearing refers to inactively transferring the signals to the brain of a human mind without further reaction to the same. However, listening is actively recognising the signals and developing them in the human mind for further actions in the form of feedbacks. Listening involves both physical and mental states of mind and requires a lot of effort from a person to develop the content effectively (Brink et al., 2015). 
4. Conclusion
Thus, it can be concluded communication is a two-way process that can be restricted in the use of distorted information or improper use of channels by the sender or the receiver. There are various forms of communication, by which we communicate in our daily life. Some forms may be verbal and others may be non-verbal. It is also ideal to be able to communicate in corporate environment effectively, otherwise it may lead to ineffective decision making and less productivity in the organisation. It is necessary to know the actual hurdles faced in a communication process. Eliminating the barriers will increase the efficiency of the communication leading to greater benefits to both parties to the communication. Listening skills are critical to forming good communication wherein feedback control is an essential parameter to drive the process efficiently. With the help of technological advancements, communication can be made more effective and powerful thereby eliminating the obstacles in the process.
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