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[bookmark: _Toc588836200]1.Introduction
This Report focuses on communication abilities and methods. Several models have been developed by scholars to describe the social process of communication. In this study, the three most well-known communication paradigms are explained with examples. In addition, this Report emphasises the necessity of workplace communication.
Speech, or oral communication; writing and graphical representations (such as infographics, maps, and charts); and signs, signals, and behaviour are all examples of communication. Communication can be defined as "the formation and interchange of meaning."
Formal, informal, internal, and external communication are all options. It is also critical to establish a healthy and beneficial communication mechanism within an organisation. Long-term success is dependent on effective communication. ( V.Kashyap 2019)
[bookmark: _Toc1686021280]2. communication models
 
[bookmark: _Toc1662360481]2.1Shannon-Weaver communication model
A multitude of models and ideas are used to study the communication process. We'll look at the Shannon-Weaver model, which is one of the most well-known. It was first published in 1948 and has been altered, updated, and developed in various ways since then.
Claude Shannon was a mathematician, while Warren Weaver was a scientist. Machine translation, or the conveyance of information by early computers, radios, and televisions, was a particular source of concern for them. The concept, on the other hand, is equally applicable to human communication and continues to have a significant impact in modern social sciences. Because it is the foundation of most current communication theories, it is often known as "the mother of all models."
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The Shannon-Weaver model divides the communication process into five stages:
Sender, encoder, channel, decoder, and receiver
Sender
Example: A sender could be someone who is reading a newscast on the evening news. Before the newscast begins, they will decide what to say and how to say it.
Encoder
Examples: It's possible that the encoder is a telephone, which turns our voice into binary 1s and 0s before sending it down the phone lines (the channel). Another encoding may be a radio station that turns voice into waves and sends them to someone via radio.
Channel
The ‘channel' is the next phase in the Shannon Weaver model. The infrastructure that transports data from the sender and transmitter to the decoder and receiver is referred to as the communication channel. This is also known as the ‘medium.
The world wide web (internet) is used as a medium by someone sending an email. When chatting on a landline phone, the channel is made up of cables and electrical wires.





Decoder
The reverse of encoding is decoding. This paradigm was created by Shannon and Weaver in reference to communication that occurs through devices such as telephones. As a result, in this approach, a device that decodes a message from binary digits or waves into a format that the recipient can understand is frequently required.
Receiver
 The receiver is the final step. This is the point at which the recipient receives the message, or what's left of it after noise is taken into account.
The Shannon Weaver communication model is known as the "mother of all communication models." The ‘information theory' is another name for it. It's a mathematical model of communication that's believed to be 'linear.' It was developed by Claude Shannon and Warren Weaver and is regarded as a very effective communication model that explains the entire communication process from source to recipient.
This communication model was used to describe a case study provided by lecturer Ejiro Esohwode Maria and Pedro, Maria told Pedro to bring a chicken home, but there was a noise source, and he misunderstood this for the kitchen because there was no feedback, and they were unable to clarify the original message.

 



[bookmark: _Toc544904552]2.3 Berlo's Model of communication 1960
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David Berlo presented his communication theory in 1960, Berlo developed this model, which is based on the Shannon-Weaver communication paradigm (1949). He talked about a few things that can help you communicate more effectively.
The message is more likely to be understood if the sender has good communication skills, according to Berlo 1960, than if the sender does not have good communication skills. The receiver will need good communication skills to understand the message. Individual attitudes, knowledge, social structures, and culture all influence how a message is delivered and received; for example, something may be considered very insulting in one society but commonly accepted in another.
Interference or noise in the communication process can be caused by this element. The source should double-check the message's substance. Berlo also talks about five cents and how they help transmit the message, not just in terms of oral languag

An exercise that can be done in class Because the professor came from a different background than the villagers, he used phrases they couldn't grasp. In this assignment, I utilised both the Berlo and Shannon-weaver models to explain how the professor came from a different background than the village inhabitants, and he used language that they couldn't grasp to describe the social system, knowledge, and communication. All of this played a part, because he should have communicated his needs to his audience in plain English.




[bookmark: _Toc1362184335]2.4 Schramm’s Communication Model
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After studying about the Shannon weaver model, learn about Schramm's communication model, which is based on the Shannon weaver model.
The Schramm Communication Paradigm is a cyclical communication model that encompasses all basic communication principles. The Schramm Communication Model takes a traditional method to communication and explains it. It can be used to figure out how two individuals communicate while they are exchanging information, ideas, or attitudes.

The principle and conviction that communication is a two-way street underpins the cyclical communication model. This indicates that there is a sender and a recipient. There is at least one other component in the model: the message itself. In most cases, communication takes the traditional route, with a wasted recipient and sender.
When a sender sends information to a receiver, the receiver must interpret it in the correct form for the sender and provide him feedback or respond properly, according to this communication paradigm. Any communication in which the sender does not receive feedback is incomplete and therefore unsuccessful.




[bookmark: _Toc320422247]2.5 case study
I called my friend Tom today to ask him
Me: where we should meet up?
Tom: we should meet up at Big Ben
So, I went to my friend Ben’s house, and I asked him where is Tom? 
 He said Toms not here, I said to him Tom was going to meet me here
I called Tom up again and I said to him I am at Ben’s house 
Tom: no, I did not say Ben's House I said at Big Ben

This case study belongs to Shannon-Weaver communication model, feedback is taken as less important in comparison to the messages sent by sender 
Tom told Me we should meet up at Big Ben, but the noise source caused an interruption, and i miss the word big because there was no feedback, and I was unable to clarify the original message.













[bookmark: _Toc171556667]3 The Importance of Effective Communication at Work
Employees communicate information and ideas at work through workplace communication. Effective communication is an important part of getting any task done, whether in person or digitally, and is an important part of an organization's internal communications efforts.
Teamwork and project collaboration can benefit from effective communication. It can be used in practically any industry.
Workplace communication is crucial since internal communication must be optimised. Management and the individuals who work for them can stay on the same page if they communicate well. This means that employees are confidence in their ability to do the task at hand, and supervisors can rest comfortable that team members are doing it correctly.
Poor workplace communication will certainly result in unmotivated employees who will begin to doubt their abilities and the businesses they work for.
Executives who are good communicators are better at managing their teams. When you are a strong communicator, it is much simpler to delegate activities, manage conflicts, motivate and build relationships (all important responsibilities of an administrator). Effective communication not only communicates with individuals, but also allows them to communicate with one another. It is critical to have effective communication channels.
[bookmark: _Toc1013292155]4 communication methods
Speaking or writing by the sender and listening or reading by the listener are the standard modes of communication. Oral communication is the most common type of communication, with one side speaking and the others listening.
A mixed message arises when a person's words convey one meaning while his or her nonverbal communication conveys a different message.
Communication is both a skill and an art. We communicate with others in four different ways. It is critical to have the correct intention to connect with the other person, regardless of the mode of communication we use.






[bookmark: _Toc1203705292]4.1 Verbal communication 
Verbal communication is the use of language to convey information through speech or sign language. (Indeed Editorial Team 2021) It is one of the most widely utilised, appearing in presentations, video conferences, phone calls, meetings, and one-on-one conversations. Because it is more efficient, it is critical to communicate vocally. It might be advantageous to supplement verbal communication with nonverbal and textual communication.
[bookmark: _Toc694461009]4.2 Nonverbal Communication
The use of body language, gestures, and facial expressions to convey information to another is known as nonverbal communication. It can be employed both consciously and unconsciously. When you hear a pleasant or enjoyable concept or piece of information, for example, you may unconsciously smile. When attempting to comprehend the ideas and feelings of another, nonverbal communication is beneficial. (Indeed Editorial Team 2021)

[bookmark: _Toc377127588]4.3 Writing Communication
Written communication is the act of conveying information through the use of symbols such as letters and numbers, which are written, typed, or printed. It's useful since it retains track of information for future use. Information is routinely disseminated through books, pamphlets, blogs, letters, notes, and other types of writing. Emails and chats are common types of written communication in the workplace.












[bookmark: _Toc217334171]4.4 Visual
The use of images, art, drawings, sketches, charts, and graphs to convey information is known as visual communication. During presentations, visuals are frequently used to provide helpful context in addition to written and/or vocal communication. Because people learn in different ways, visual communication may be more effective for certain people in absorbing ideas and information.

[bookmark: _Toc143746175]5 Conclusion
People can transmit and receive messages through effective communication. To avoid misinterpretation and misunderstandings, it is vital to learn this skill for both professional and personal reasons. This research looks at how people communicate in the workplace, including communication theories and how to avoid miscommunication. These examples show how important excellent communication skills are in a business setting, and how adhering to communication processes leads to a successful end. It is critical that communication be targeted to the target audience.
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