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Introduction 
Writing my own  Report on the topic of effective tea working and communication this report will be mainly about  the skills of communication and  I will cover  Channon n Weaver, Schramm, Berlo , I  will also cover communication skills  with nonverbal and verbal communications, and active listening of what to do and what not to do when someone is talking to you in that way you will always have better listening skills and become successful in the process of listening because note taking everything what is being said to you taking it seriously and not paying g attention to anyone or anything else in the process when someone is talking to you.
 When finishing my report, I will write down my full conclusion and I will provide my reference list to support my information that I have provided in the report, It has been an long journey and I have learned allot more about active listening, all the differences in communicating with others I have also gained much more confidence when it comes to listening and communicating with others.
To start of my report, I will go ahead and start my topic about all the different modules of communication.
























· Models for communication 
They are known to be genuine models used to show differences the way humans communicate with each other, the big models of communication that were created by Claude Shannon in the year 1948, which were published to the public with the introduction by Warren Weaver himself for the bell Laboratories, still going on with the basis communication has to offer which is also a way of communicating to others by sending and receiving mail or letters in other words transporting information from one person to another, the main model of communication that is separated into three categories and they are called Interactive models , Linear models and the transactional models the interactive models are usually to be direct fast passed that is also a seven step action that is very effective for teaching (@calltutors.com) then the linear models which is a non-stop response between the sender and receiver it is changeable as a function of more than one analysists, the transactional model is the main operation for the incessant transformation that can change because of the affecting transactional model which is also related to communicating to a group or just one person . 


1) Shannon-Weaver comes from the linear models which provides work frame for analysing on how to send and receive, this helps people understand and not misunderstand the messages they receive.
[bookmark: _Hlk70542599](helpfulprofessor.com) 

2)  1948 was the year Claude Shannon Has published a book for Mathematical theory of communication which came in two parts one which was created in July and one that was written and given out in October, they were equipped in the prospect theory and they were developed by Norbert Wiener himself these stages of active communication were very powerful so the bell system technical found these basis to work. 
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3) [bookmark: _Hlk70542643]Schramm was found in the year 1954 by Wilbur Schramm himself , we learnt in lesson that he himself  said that  communicating is a  two-way job, where both the sender and receiver take their turns to send and receive messages.( https://qsstudy.com/business-studies/schramms-model-communication )

4) Berlo- 1960 was the year they theory was published, it has mainly four sections to describe the process which are,

The sender that needs to provide the clear message and needs to make sure the messages is clear, so the receiver understands. The message well like we know by now the message needs to be clear and well structured and with clear information. The channel, the channel of the models from Berlo’s models that include smelling tasting seeing and hearing, next we have the Receiver this person needs to have clear communication too have knowledge and culture and he then becomes the sender and the sender the receiver it goes in a circle nonstop until the messages stop. Each of the sections are mainly affected most of the time because the informants of the messages create the message.
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· Communication skills 
[bookmark: _Hlk70542454]It is a skill to show one’s feelings effectively, they say its best said to express yourself positively both when talking or writing to someone. Communication is a the main ingredients for a successful job or successful business, or even a better lifestyle, the main issue here is that the phrase ‘good communication skills’ is a term that is used to much, to explain what it actually means. (www.wikijob.co.uk/ © WikiJob 2007-2021), 
 When it comes to nonverbal or verbal communication It is a skill to become better at communicating with someone else if you are aware of these skills and practice them well you can be easily hired to work,
 here or some pointers on what verbal communication is defined too,
· It is related to one form of words.
· You need these skills to have better communication home or at work. 
· Sharing information with all different people.
· You can speak it or have it in writing in different types of ways. (importantindia.com)  
It signifies to our use in words and nonverbal communication refers to communication that you use not with words but with signs, silence, gestures and body language, and they include gestures and silence and of course body language. 
· Body language which defends the way we sit or stand or even move up and down when talking, we express our anger much easier, and we can hide sadness better than showing a fake smile. 
· Facial expression, by smiling or having any other frown on our face we can express our feelings more, they say people can tell straight away between a true smile and a forced one.
· Then we have the gestures they are from a handshake to a ok sign they can speak parts that can show different types of acts,


· Sign language they are not the same as gesture and not the same and talking or giving a speech sign language means it’s a different language on its own, they are a form of hand sign and many more signs which you can learn from all over the world. Also, it is more of an eye-to-eye contact. 













· Listening-active listening

Is to pay attention at whatever you are doing at work or at school or anywhere you are, it means to be listening to your manager and not playing with your phone or fiddling with your hands, active listening means that you are fully concentrated to the person/ people that are talking and you understand everything and respond to them correctly ,paying attention helps you to remember what has been said to ,it is a technique used to support,  training and solving conflicts or problems . Active listening requires,

· Eye contact
· Showing that you are listening
· Giving feedback. 
· Body Gestures
· Avoiding distraction 
[bookmark: _Hlk70543851]( www.skillsyouneed.com/ips/active-listening.html ) 

Listening allows to learn and to plan- develop -be part of something-to create -and think it is a skill that can be thought and developed with practice.  active listening can be difficult to master therefore, take time and patience to develop them. If you don’t have active listening, you can then assume all different types of things that the speaker might be saying, sometimes it can lead to conflict or problems finishing a task.

Empathetic listening- It requires to put yourself into the speaker’s place- shoe’s, how you would feel if you stood all day and talked and are trying to explain to a group of people something they will need to know in the future for work or school (Exams), for you to success and what he/she is trying to teach you. When they don’t pay attention to what you are saying when it comes to when they need to use that information you provided, they don’t know and then that puts them in a bad situation. Showing that’s they didn’t have any sort of listening skills at the time. the speaker has a very hard role as the speaker is the one that gives out the information for the listener to understand and to take note of it,
Empathic listening is a practice of being attentive and responsive to others while listening or  when having an conversation with someone, listening empathically involves making an emotional connection with the person who is speaking, finding similarities and giving the speaker the chance to explain in their pace and not rushing them or being rude to what they are trying to explain, so you can give a more heartfelt response, being interested in the conversation to what the  speaker is saying, and having good eye contact showing the speaker that your full concentration is to them and only them, Its best if you minimise any distraction, so hide your phone stop fidgeting with your hands and look up, when inviting the speaker to expand the topic the speaker then see that you understand what the speaker is going through and then see that  you are active listening  and when you ask them to expand the topic to the speakers explaining the speaker knows then that you know what they are going through with the subject and that you will succeed and be successful with no problems or conflict, always responding  to the speaker in the tone that is appropriate for the situation, and showing the speaker that you understand and respecting their emotions.it is to build on mutual respect and it shows that you are paying attention to the speaker. (www.indeed.com  www.indeed.com/career-advice/career-development/empathic-listening 
 Here is an example of empathic listening to help you understand. 
1) “Sara’s friend tells Sara she wants to quit her job. Saddened with the fact Sara asks her friend why and if there is maybe something she can help resolve this issue and help her. Sara’s friend expresses her concerns while Sara listens to her quietly without giving her advice at the very moment.”

2) Ania was out with her friend and her friend got a call, the worried friend turned off her phone and looked up at Ania and simply said she is done with her boyfriend, what Ania shouldn’t do she shouldn’t shout or say anything she should let her friend explain and talk until she turns for some heartfelt advice from Ania.

Empathetic listening is also the type of listening that means sharing your feelings and thoughts with someone else someone that you know will never judge you but will listen with the best they can understanding the speaker and paying much attention to every detail helps the speaker know that no matter what you will be there with 100 percent attention and with compassion to the speaker. 























Conclusion 
For my conclusion I will be finishing off with all what was said and done, my listening skills have went up since starting this course because everything is now online its harder a little to ask the right questions so in my case I listen more take more notes of everything so at the end of the day I will succeed I am very grateful for this opportunity, I got the chance to learn and control the way I listen and the way I communicate with others finding out the right tone I need to use in different situations such as when someone was is telling me about their problem and in this case I cannot be rude of laughing I need to be patiently listening and thinking about what this person is trying to say so I know what manner or tone I can tell them anything. 
My believe one of the greatest communication skills I have grown to is Berlo’s theory, actually put to prospective what is the right way of sending composing an email or any other sort of message and what the four main steps are. 
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