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1.Introduction 
This report is to present and confirm the communication models and communicative skills and it is going to examine the advantages and disadvantages of communication technology. The aim of the report is to present the importance of communication in all areas. Communication models were discussed during the period, and we also used case studies, which we presented with examples, to often show what makes communication work badly. The lesson aims to understand different communication models.



“Communication is a process which involves the transmission and accurate replication of ideas ensured by feedback for the purposes of eliciting actions which will accomplish organisational goals. (www.managementstudyhq.com, 2013)




2.Models of Communication 
2.1 Shannon-Weaver model
Shannon and Weaver model of communication was created in 1949  by Claude Shannon and Warren Weaver 1949. Examining information and communication tools resulted in the creation of the first communication model.This model was created to express the technical communication process at beginning. In their view, the communication system works exactly like an individual conversation. According to the model, the communication system can be reduced to these  6 basic elements:information source, transmitter, chanel, receiver, destination and noise sources.
Concepts in Shannon Weaver Model
The following system is completed by a message delivered by a source of information. A message is a collection of symbols sent by the sender, also known as the transmitter. The information source is the person who sends a message and chooses the channel. The transmitter is the sender is using a phone or computer which encoded messages into signals but can send directly to the phone and Channel is the medium that we use to send messages. The receiver is the machine used to convert impulses into communication. Destination the receiver person who is got the text and after can get back feedback. Noise relates to specific interruptions such as the environment, people, and other factors that prevent the message from getting to the exact receiver
First of all, this model can improve telephone communication It was designed to enhance efficiency while minimising noise.

For example we worked in the class the study case Pedro and Maria where Pedro did not understand Maria due to Communication noise, because Pedro work construction site where is the environmental noise, another reason is many foreign speakers can not distinguish "chicken "and "kitchen”. We speak for this case study in the class Appendix 1.1b
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(Mass Communication, 2019)
2.2 Schramm's model.
Wilber Schramm proposed the model of communication in 1954.
Information is of no use unless and until it is carefully put into words and conveyed to others. Encoding plays a very important role because it initiates the process of communication by converting the thought into content. When the information reaches the recipient his prime responsibility is to understand what the speaker intends to convey. Unless and until the second party is able to understand or decode the information what the sender wants to communicate, the message is actually of no use. (qsstudy.com, n.d.)
Communication of this model sender sent information to the receiver , but have to understand and have to send back the feedback or send back message .All communication where sender did not get back complete respond  communication is not complete.Maria she needs to receive feedback from Pedro he is understand everything clearly





2.3 Berlo's model SMCR
Berlo’s Model of Communication means the SMCR model that includes the element of Source-Message-Channel-Receiver. David Berlo developed Source-Message-Channel-Receiver in 1960.. However, Berlo invented this model based on the Shannon-Weaver communication model (1949).  Berlo focuses on both verbal and non-verbal communication elements to convey information.
Berlo said that noise is not the only factor that might impact channels, but also variations in communication abilities, language, education, and talents. Have the same level of communication abilities, including writing, reading, listening, and knowledge of the social structure and culture. We employ channels to send messages, such as the phone and the internet. We use 5 human senses: hearing, seeing, touching, smelling, tasting. This model believes the thinking pattern must be in sync to that of the sender for the communication skills, attitudes, knowledge, social system and culture as well to be effective.
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Sender-Message- Channel- Reciver
For example, "The Professor and the Village People" story where he is can not  speak English and no one understands what he is shouting. We are discussed in the class Appendix 1.2.
I like joking some people understand my joke, but if we come from different religions and countries a lot of people do not understand my joke, in vain funny not everyone like it 
3.Communications skills
In the everyday life we communicate automatically, not even think about we use complex signal system that no other living being can not. All knowledge what we are learned over thousand years we gave to each other  through communication first verbally and then writing. At the present time people able to use more digital environment like phone , internet and we can talk or text  does not matter how far as we .The most  important thing today is to be touch with each other we send message and share our feeling , our thought so we have to communicate. From time to time verbal and non verbal communication more and more we use in the digital environment , we use of emojis on the phone or social media instead we say something.
-3.1. Verbal  : 
 Verbal communication encompasses both our words and our verbal fillers. Verbal messages are created through language. Effective communication involves accurate interpretations of others' verbal messages as meaning is cocreated. Otherwise, the meanings of the words you communicate will not be understood. (Kelly M, 2020)

Almost everyone must employ verbal communication skills in order to succeed in a job interview or at home. As a result, when you go to a job interview, your verbal skills become more crucial, and you have a better chance of getting employed.
Speech clarity is essential. Use basic language that is not overly convoluted, talk slowly, and use words that express exactly what you mean. It is also critical that your body language matches the meaning of your words; if you are crying, you cannot pretend you are joyful. The technique of verbal communication will be helped by staying calm and focused, being nice, and following some basic politeness rules
When you first meet someone, you form an instant impression of them, based on how they look, sound and behave, as well as anything you may have heard about them from other people. (Skillsyouneed, 2011)

In the first place you have to improve your verbal communication skills does not matter you are shy, retractive you have to contact with others people and practice is best way you makes improve skills and after this you will be successful on the workplace or at home.

When we talk about ‘communication’, we often mean ‘what we say’: the words that we use. Your facial expressions, gestures, posture, and tone of voice are powerful communication tools. Here’s how to read and use body language to build better relationships at home and work. We do not need words to communicate. 
Written communications 
The types of written communication it's meaning send email, write letter or report. The written contact is with costumer is indirect because between us is there distance feedback is limited and delayed but we have time think and prepare the answer if we write formal letter or text the range of means of expression , vocabulary and grammatical rules are fixed. In contrast, if we send an informal letter to friends or family members, we can use more vocabulary and slang, but we must always be respectful to everyone. We practised in the class with Lloyd Beharry lecture informal and formal letter Appendix 1.3 Informal, 1.4 Formal letter  
3.2. Not verbal:
The not verbal communication conveys information about their emotional state for another people. The human face is extremely expressive, able to convey countless emotions without saying a word. Many nonverbal messages are sent to someone else via body language. Non-verbal communication is included face expression, voice tone and all sign and gestures you can speak without thinking only expressing yourself with gestures. Consider how you feel when you see people for the first time by the way they sit, move, make faces, hold their heads, and hold their bodies. This is the initial information from them. Since the visual sense is dominant for most people, eye contact is an especially important type of nonverbal communication. We can navigate between information and emotional states through nonverbal communication. If someone speaks to you, you can respond in a variety of ways. You can aggressively nod your heads to show them that you understand and agree, but if you don't care, you can shrug your shoulders. A smile during conservation 
indicates that you are listening and agree with what he or she has said, and hand movements may suggest that you intend to speak.
                                            
-3.3 Listening                   
 - Active listening
Listening is one of the most essential skills you can have. Often called neglected skills. How effectively you listen has a significant impact on your work effectiveness and the quality of your interactions with others. As per research, we only remember between 25% and 50% of what we hear as described by Edgar Dale's Cone of Experience. That means that if you chat to your employer, clients, or friend for 10 minutes, they will only hear around half of what you are saying.  (Growth Engineering, 2021)
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Clearly, listening is a skill that we can all benefit from improving. By becoming a better listener, you can improve your productivity, as well as your ability to influence, persuade and negotiate. What's more, you'll avoid conflict and misunderstandings. All of these are necessary for workplace success. (www.mindtools.com, n.d.)

If you follow the instructions below, you will be an excellent active listener. When you converse with someone, you should aim to make eye contact and push aside any unsettling ideas. You have the impression that you are paying attention to the speaker. Use little verbal signals like "yes" and "oh huh" to encourage the speaker to continue.  We talked about the situation in the classroom like Max the Multitasker study case, where Max started his own business Event Organizer. Tamara was a very good client she brought a new client but while Max was busy , he could not actively listen to other people he try to speak to two of the same time. He mixed all dates and he lost clients as result.
-Empathetic Listening
Empathy is meaning when other people feel the same way we do, this feeling comes from inside. We have to understand the feeling and thoughts of someone we are being sensitive to, why people do it, why people feel it and we have to know what and how if we can answer this question, we will be able to fully understand the feeling and thought of others. Empathetic people care about others and never criticise them, being empathetic can help you develop your relationships. You do not have to agree with her/him to use emphatic listening all you have to do is a list. Pay attention to body language since some people can  hide their feelings  if you wish to help someone just listening to that best what can you do 



Empathic listening is a structured listening and questioning technique that allows you to develop and enhance relationships with a stronger understanding of what is being 
conveyed, both intellectually and emotionally. (www.mindtools.com, n.d.)
 
4.Advantages and Disadvantages of Communication
Communication mobile phones, social media websites, and email are examples of technology. Technology is having a significant impact on communication. Some of these effects are Advantages or Disadvantages. Communication technology number electronic communication tools created and with these tools we connected with the world. Electronic communication especially emails make it easier to reach large group to share information. Many businesses and schools or universities use electronic communication if they want to send information to the large number of people. Some people who are unsuitable for communicating face to face with others more easily use electronic communication; chat room, online forums, online meeting or online classes which can make it easier to avoid an awkward situation.
Although this may be true in face -face main disadvantages the communication non-verbal communication such as facial expressions, body language confirm your message. Communication technology does not allow nonverbal communication. Not everyone has the same level of communication technology this difference within groups of people we called digital divide. Some people are more than the laziest after they started to use electronic communication. They use their phones when are they same house just at different levels just text or call each other. And the last one is that technology is a very bad effect on the environment. People non-stop buying new products online, like plastic boxes, electronic devices and a lot of clothes among others which damage the ecosystem.

5. Conclusion

This report shows that the benefits of communication skills are a dominant part of our personality. People who are able to communicate effectively are successful in all areas of life. Demonstrating good communication skills will help you get your job done effectively without the hassle of explaining later explanations. People can communicate with each other in different ways, and we learned how to use them properly. You can be more successful not only in your job interview, but also in your profession. We discussed in the class study cases and that was very useful. We saw all the skills' advantages and disadvantages
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