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Introduction

This papers aim is to analyse, define and give a better understanding of the term communication. It will refer to oral and non-oral communication, the importance of this aptitude, the effect and impact of different situations in which the communication is involved. The paper will refer to different kind of communication model, will analyse skills you need to have for a good and productive conversation. Furthermore, it will expose the effects of a poor communication and will continue with three models of communication in order to analyse the productivity, efficiency and importance of each model.  The case of study used it refer to factors that can be a barriers for communication and feedback and the types of communication which it will defined will help for a better understanding of this ability. Conclusions will analyse the importance of using the write way to talk and obtain best results from a good and productive conversation. 

Communication - Is oral or non-oral way of passing a message to someone, it helps in interacting within ourselves. The word communicate is derived from the Latin word “common”, which literary means to share. When we communicate, we exchange common ideals and in an effortless way, by increasing our understanding and knowledge of things we talk or know about. Oral or non-oral words are the basic precondition for all community and without it there will not be an understanding of societal events or daily life activities. Business relies highly on effective communication skills which are basic requirements in today’s job recruitment society. Having excellent communication skills as a job seeker is important skills set. Business, family, school, society, all daily life activities rely on communication. Moreover, communication can also mean the exchange of spoken words using signs and symbols to pass a message from the sender to the receiver using a channel of either a device or oral spoken words.
In today’s work environment’s having good communication skills such as
· Active listening-which means paying deeply attention and engaging more with one another when in a conversation process and also asking questions to understand more.
· Effectively communicating-well with one another professionally is a vital skill in a work place to use in interacting  with work colleagues ,friends, family, and ones love and neighbour’s it is vital to talk effectively.
· Giving feedback-is important because communication is not effective without feedbacks given, for it to be effective it has to be two ways.
         
Poor Communication
Focusing on people rather than the issues can be indications of poor communication in work place. Friends and families
Poor communications in work place could also be as a result of poor email, letter writing, wrong spelling and bad managerial way, making it difficult to notice these mistakes at work place. But this can be improved if we pay more attentions to details and also cross checking or writings, not only that by having all infrastructures in place for healthy communication in work, making it easier to communicate such as group chart, employee directory’s, social messages, surveys and suggestion boxes.
          
Models of communication
 There are many models of how communication works and this report will describe three of them –The Shannon and Weaver Model (1949), The Wilbur Schramm’s Model (1954), and the Berlo’s Model (1960)

         
1. Shannon and Weaver model of communication (1948)    
Shannon and Waiver model of communication 1948 describes a concept of communication in a linear way from sender to receiver and it’s an important model in the field of communication, it provides schematic relationship representation between the sender, message, medium/media and the receiver, 
       

Case study
Maria and Pedro
Pedro is employed as a construction worker and Maria is his wife .Maria called Pedro one day and asked if he could bring her a chicken for her birthday. Pedro agreed, when Pedro arrived for her birthday
Pedro arrived at his residence, he removed his boots and coat and entered the kitchen .However, when Maria noticed him in the living room she exclaimed, where has the chicken gone?’. In his words, ’I mistook your statement that I would see you in the kitchen for what you said 
                                                   
                                                  

 2. Wilbur Schramm’s Model of  communication (1954). Theorised by Wilber Schramm’s were he recommended that communication is a two way act were both the sender and the receiver takes turn to send and receives message and this messages are of no use if its put to words and convened to each other. 

Schramm’s theoretical model is a circular model that involves two parties to send and receive messages and also emphasised more about communication is not complete until the sender gets a feedback from the recipient moreover coding and decoding are the two essential processes for good communication
                           
	 

	

	 


Case study
A day with the chief

As a prize for being the top sales rep for his PC producing organization in London, Mark is compensated by a free outing to the organization's administrative centre in California to meet the Chief Executive Officer (CEO), Alana Brown. He had heard individuals depict Mrs Brown as the 'Fiendish Witch of the West' in light of her unpleasant method of addressing individuals and her snappiness at excusing representatives who don't satisfy her. They had likewise said that she never grins, doesn't visually connect and doesn't care for individuals firing up a conversation.
Although Mark is eager to be going to California, he is anxious about gathering Mrs Plants. He doesn't have the foggiest idea what she would discuss or how she may treat him. All things considered, he is only a sales rep and she is manager of a worldwide organization. She would clearly need to think about his business system and how he prevails with regards to persuading individuals to purchase their PCs. His companions at work had said that she may even advance him!
He shows up in California and is taken from the air terminal by an organization vehicle to the organization's workplaces, where he is met by Mrs Earthy coloured's secretary, who takes him in to see her. Imprint's mouth is dry, and he is shaking as he enters the huge office. He is stunned when he sees a little lady sitting behind a huge work area, grinning at him with agreeable eyes. She stands up, shakes his hand and inquires as to whether he had a decent flight. He anxiously says that it was acceptable, and he sat tight for her to welcome him to sit.
'Would you like some tea or espresso – possibly a glass of water?' 
Asked  Mrs Brown.
'Nothing presently,' he stammered.
'Please sit down,' she said grinning. 'I have been anticipating meeting our top sales rep.' Mark grinned. Mrs Brown was nothing similar to the witch they had said she was.
She asks him numerous inquiries about how he moves toward his work and how he gets individuals to purchase their items. She additionally needs to realize how the organization finds a place with his own, proficient objectives. He starts to feel increasingly more agreeable in light of the fact that these are things he knows and had practiced again and again in his mind.
Mrs Earthy coloured inclines forward, tunes in and gestures her head in comprehension. Imprint is currently totally loose, so he slackens his tie, folds his legs and starts to mention to her what he believes isn't right with the London office. He reveals to her how his prompt manager had fizzled on many events to make a move to expand deals and how he figured they ought to be paid better.
Mrs Brown, squinted her eyes as she took a gander at him. Then, at that point she stood up and said in a rough voice. 'My secretary will show you out.'                                       
       

   
3 .Berlo’s SMCR model of communication (1960)
In 1960 David Berlo’s presuppose, Berlo’s model of sender-Message-channels-Receiver (SMCR) .He characterize the factors affecting individual component of communication and making it efficient 
Talks about how message is being passed from the sender which is the source through a channel then to the receiver moreover, this model speaks about the encoder and decoder which comes in place before the sender sends the message, to the receiver. More also Berlo’s talked about factors and elements 
     
Berlo’s factors
                                                 
     Source- Origin of the message 
· Communication skills- skills of an individual to communicate(ability to read, write, speak and listen)
· Attitude’s-individual attitudes of a student or someone that wants to learn and also the teacher wanting to teach more and helping the student to learn 
· Knowledge-Having ability about the subject the teacher wants to teach in class for them to be able to communicate further more about it after class and also going for further studies and research’s about what was though in class 
· Social system- are aspects of life that includes values, belief’s and religion. Students differ from each other because the come from different social systems, having different mind sets about things.
· Culture- being way of life of people.


 Encoder- were the message comes from (message origin) refers to as encoder, so the source encodes the message.
Message 
Content
Element
Treatment
Structure 
Code
Channel
· Hearing
· Seeing
· Touching
· Smelling
· Tasting
Receiver-Berlos model believe that the receiver need to have the source for an effective communication to take place meaning the receiver needs the source and the need to be on the same level for an effective communication to take place 
So source and receiver should be similar.
  

Case study

The professor and the Village people
 
 A Professor of English at a notable Welsh University lived in an enormous house not a long way from a little town. He never went into the town, bramble shopped in the town close to the University since he didn't share anything practically speaking with the town individuals, who were generally clueless and did manual jobs.
One night, the teacher nodded off while smoking his line and the line fell onto the rug and began a fire.
When the educator got up and saw the house ablaze, he hurried into the town, shouting: 'The building is being devoured by an incredible conflagration!'
'The structure is being devoured by an extraordinary conflagration!'
The town individuals took a gander at him and kept doing what they were doing.
'Don't you comprehend?' He said, ''The structure is being devoured by an incredible fire!' They disregarded him.
When the Professor got back, he saw that his home had been annihilated. He plunked down on the ground and wept.
The following day, he went into the town crying. 'Why, goodness for what reason didn't you help me? My home has been obliterated by the fire. I came and beseeched you last evening.' He wept.
'But Professor, for what reason didn't you say that your home was ablaze? We would have helped
  
               
 
Types of communications
Verbal
Verbal communication is the act of using spoken world to convey messages from one person to another. Verbal communication can also mean oral language, from someone to send a message to a listener. Verbal communications are spoken words (in the form of fluent spoken language. The domain of verbal communication can be divided into several component areas: semantics (vocabulary), syntax (grammar), and pragmatics (the social uses of language)   

Non-verbal
While Nonverbal is the act of using signs or symbols or body expressions to convey messages to people or to an individual  
Non-verbal behaviours: are smiling; staring and eye contact silence vs. noise clothes, money matters; laughter and play; frankness vs. reticence; and greetings, farewells, and interruptions. Flags, sign greetings, cultural signs and symbols nonverbal characteristics Contain non-language behaviours, such as voice quality (paralanguage), body motion, touch, and use of personal space, appear to play a prominent role in communication. Non-verbal communication uses signs and symbols to convene messages                                
Conclusion
[bookmark: _GoBack]In conclusion communication is very vital to every aspect of life through spoken words. things were created or made and through it we could be able to understand each other and talk positively communication have effects on business and our life if the messages are clearly understood more importantly, looking at the models of communication were Shannon and Weaver talked about communication in a linear model and Wilber Schramm's talked about feedbacks as the messages needs a fit back to be able to be effective. Berlo’s model, about barriers that can affect the delivery of the messages even if it's an oral or verbal messages barrier. 
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