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1. [bookmark: _Toc70713350]
Introduction
[bookmark: _Hlk66912198]	Communication can be defined as a process by which a common or global understanding is reached between two or more persons, through the transmission and reception of messages. Communication is mean to share information from the sender to the recipient, with the recipient understanding it. 
	This report consists of two parts. The first topic is: The Models of Communication, where I will show the similarities and differences between the three models of communications. These three models are Shannon and Weaver (1948), then Schram (1954) and the third model is Berlo’s  (1960). The second topic is Communication Skills where the verbal and non-verbal communication will be described as well as Listening as active and empathetic listening. Also show how Maria and Pedro misunderstood each other, how nobody do not understand professor and  show example of poor communication from work place. 
2. [bookmark: _Hlk67777113][bookmark: _Toc70713351]The Models of Communication
[bookmark: _Toc70713352]2.1 Shannon and Weaver model of Communication(1948)
	Claude Shannon and Warren Weaver was first who developed model of the communication process. The goal was enable engineers to transmit mechanical messages more efficiently. He enjoyed the problems of mathematical transmission between two points of a telecommunication line.
Shannon and Weaver developed the most widespread communication model.This model show us a linear communication. (Mohorek and Webb, 2015). The weakness of the Shannon and Weaver models is lack feedback and channel make break down. 
That is happened with Pedro and Marija, they had communication with lack of feedback and misunderstandings each others.  During communication  between Maria and Pedro, channel have a noise, and  receiver can not  properly decode a message that made a problem with communication process when Pedro misunderstand(chicken or kitchen) (Appendix 1).
	This model contains five basic elements. Noise was added later. (Shannon and Weaver Model Of Communication - Businesstopia, 2018) 
· encoder, which converts the message into a signal
·  the signal travels through communication channel,
· decoder, a receiver that decrypts a message that comes from a received signal 
· the information is received by the recipient who accepts the message 
· noise, physical disturbances of the environment or people 
With noise as a disruption communication is not going well. By nature, noise is not always audible, but it changes the signal.
[bookmark: _Hlk66734542][bookmark: _Toc70713353]2.2  Schramm model of Communication (1954)
	Schramm's model sees communication as a process that takes place between a sender (transmitter) and a receiver. This model is roots from Shannon and Weaver model. (Schramm's Model of Communication, 2015). Before the sender can send a message, he must encode it. The message encoded in this way reaches the recipient who decodes it and replies. The recipient also has the opportunity to encode the message. Wilbur Schramm added one important element to the communication process, and that is feedback. This lets us know that the recipient understands the information sent by the sender’s feedback.
Effective communication is achieved when there is feedback and Schram’s model tells us so. Also can be misinterpretation with other impacts like different education, knowledge, culture, language, experience, ideas, or background that can change the way a message is interpreted. Because of all these differences, Schramm felt that we could only communicate if there was feedback. 
	Wilber Schramm’s model of communication is more circular than linear. It includes the sender who encrypts the message. The recipient who decodes it, interprets it, and establishes feedback, which is most important in Schramm’s model.
[bookmark: _Toc70713354]2.3  Berlo’s  SMCR model of Communication (1960)
	Berlo’s communication model comes from the Shannon-Weaver model.This model is considered to be the simplest and most influential model of time Berlo’s model have four components: 1 – sender, 2 - message, 3 - channel and 4 - receiver (SMCR). The source of information has communication skills, attitudes, knowledge and a certain cultural background, which affects the message.
	The message with the content, element, structure is encoded, and then is sent from the source to the channel. The base of the channel is based on the senses of the ear, touch, sight, taste and smell. When the recipient receives the message, he decodes and interprets it based on communication skills, knowledge and culture. (Novak, 2021).
If the sender does not communicate well, the message will not be transmitted well.That is happened with professor, his attitude towards himself, his isolation and lack of interest in socializing and communicating with people, led to the fact that the recipients of the message that is, the environment and the people in the village, did not react to his words. The professor used different vocabulary instead of similar. People in the village did not understand him.(Appendix 2)
It is no longer enough to establish classical communication, but it is necessary to be present in communication in every segment. As well as understand the needs
	The classic communication model (Berlo’s model) involves sending a message through a specific channel, environment culture , interprets. This model is also  base from model Shannon and Weaver, and with both model when remove a noise, communication will be effectively.
[bookmark: _Toc70713355] 3 .Communications Skills
[bookmark: _Hlk67775183][bookmark: _Hlk67175676]	Social skills enable people to successfully master everyday tasks and life in society. Through communication, as one of the skills, people come into contact and influence each other through exchanging messages, thus having the opportunity to get to know each other, get closer, to express their thoughts, feelings and needs. Therefore, we can conclude that communication between two or more people is interpersonal.There are different ways of communicating and sharing information. Types of communication can be: verbal, nonverbal and written communication, like formal and informal letters (Appendix 3).
[bookmark: _Hlk69663676][bookmark: _Toc70713356]3.1 Verbal  communication
[bookmark: _Hlk69603544]	People exchange messages through two channels of communication: verbal and nonverbal. Verbal communication is an expression when communication takes place in words – spoken (tone, speeches, voice) or written (Novak, 2021).
	The conversation we have or the SMS we send is a way of verbal communication. Today, in addition to language, we also have technology that enables and facilitates communication, regardless of physical distance.
	It often happens that we do not speak clearly or that our words and deeds are misunderstood. Verbal communication helps to avoid this and provides information that was missing. Oral speech is conversation, which is the basic form of verbal communication, but it should be emphasized that not every conversation is dialogue, because dialogue, in the true sense of the word, exists only if two people who speak have completely different views.
[bookmark: _Toc70713357]3.2 Nonverbal communication
	Nonverbal communication is body language. Which means how we hold the body, the expression on our face, whether we have eye contact. The same non-verbal communication is our voice, tone, volume
[bookmark: _Hlk70609206] For example, you may be invited to a job interview because of your appropriate cover letter and CV, but nonverbal communication and body behavior betray you and show that you are not confident. 
	The key to understand someone's authentic behaviour is in nonverbal communication. Non-verbal communication consists of bodily signs by which express our inner states, emotions and intentions. Communication can be disrupted when nonverbal communication contradicts spoken words.Dressing is also considered a form of nonverbal communication (Novak, 2021).
	When we want to find out what someone really feels or wants to communicate (for example, when you doubt someone's intentions), focus your attention on how the person is talking and not what they are talking about. These two types of communication can often be completely at odds.
	For example, crossed legs and arms will be in a meeting to resist new ideas. Eye contact with the speaker during the meeting shows interest. Tight handling can mean self-confidence.
[bookmark: _Toc70713358]3.3  Listening
	For good communication, it is necessary to find a balance between speaking and listening, because in that way we will ensure quality conversation. Messages will be transmitted successfully if active listening skills are developed. In order for a person to understand, along with active listening, empathy is important.
[bookmark: _Toc70713359]       3.3.1  Active listening 
	There is no communication without active listening. Quality patient listening gives us greater success in communication than the amount of information presented. When we ask questions while talking, we check whether we have understood the interlocutor well. And so we focus on actively listening to how the person is feeling and what saying. Feel free to ask as many questions as you can - because the questioner has control over the conversation. 
	Then, active listening increases the likelihood of correctly understanding the interlocutor. If we have the skill to listen actively, we allow the other person to feel comfortable, so there is confidence that it is easier to express what you really want to say.
[bookmark: _Hlk67774589][bookmark: _Toc70713360]      3.3.2 Emphatic listening
	Empathic listening - listening with the intention of understanding the interlocutor. Rarely is anyone capable of listening empathetically and that is a skill that is learned and practiced. It implies that we identify with the person who is our interlocutor and look at things from his or her point of view.
	Sometimes we have to use empathic interrogations to penetrate deep enough and read the thoughts of our interlocutors. When we listen carefully to the words of the speaker we can understand that there is what is not said. By listening carefully to the tone of voice and body language, we can understand and record the emotional state of the speaker.
Much of this is based on emotions. Therefore, your natural empathy must take action. We have to listen for the sake of deeper meanings in communication. We can improve business and personal relationships through active listening. With effective listening in life, we make it easier to understand and comprehend the thoughts and feelings of others person.
[bookmark: _Hlk67775208] Refer to Case Studies
The concept of the Shannon and Weaver model is similar to Berlo’s  model. they both have linear communication and no feedback. Can be applied more for interpersonal  than group communication. Shannon and Weaver model have a noise when communication passes through technology, through channel. That  happened when Pedro did not decode a message properly, he received wrong information, and did not send feedback to Maria, he was passive. 
Also Berlo's model  (SMCR) is linear model. There no room for noise and can be use trough television, telephone, internet. Both model, messages are not transferred correctly. Professor does no have a same communication level with people. They did not understand him. Whit both model is unable to sent message in productive way. Communication  is not represent successful.
4. [bookmark: _Toc70713361]Examples of poor communication in the work place
One of the types of communication is poor communication. I will present an example from life in the following context that happened in a previous office where I worked.
	The four of us worked together. In front of all of us, my former boss gave Lydia the job that Peter always did. We all heard our boss, what he told to Peter. He said that this project would be done by Lydia, not Peter. He said that Peter is constantly late and does not meet the deadlines. This is an aggressive style of communication that refers to victory. This behavior of the boss is rude and can harm other people's feelings. Peter felt humiliated, worthless and ridiculed. We were all uncomfortable in the office. 
5. [bookmark: _Toc70713362]Suggestion for improvements by using theory
The problem that young Peter has will not be solved with this kind of communication. This is a vocal verbal also aggressive style of communication. It only caused a drop in self-confidence and self-esteem. A sign of poor communication is when you focus on people rather than problems. This kind of communication shows us how colleagues are rejected as stupid or lazy.
For effective team working need a good vertical, horizontal, diagonal communication and reduce conflict. Conflict is part of interpersonal relationships. They happen every day, in private and in business life. The priority is to solve the problem we have, so that the solution suits everyone. This includes, above all, open communication, analysis of all disagreements, in order for the conflicting parties to reach a common solution. We should all be aware that mistakes are sometimes made. Both sides should give up something in order to reach a mutually acceptable decision.
The boss could have found another direction write a formal letter or ask him, since the previous work was not done on time, whether he can do this project by tomorrow at 1pm. It depends on the whole process. (Krause, 2019)
7. [bookmark: _Toc70713363]Conclusion
	This report was divided into two main parts. The first one talked about three models of communication, their development, importance and their differences. Then, the second part aimed at communication skills, the difference between nonverbal and verbal communication and poor communication at the workplace showing an example. 
	We got to know that communication is a transfer of information between a sender and a recipient. Also, it was found that the effective communication involves active listening, providing feedback and the observation of nonverbal signals. To finish, communication is something what we need for our daily lives and we can still learn to develop these skills to understand others and to send a message correctly.
8. [bookmark: _Hlk67642809][bookmark: _Toc70713364]Reference 
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[bookmark: _Hlk67643853][bookmark: _Toc70713365]Appendix 
Class activities can see by appendix.
 1  “ MARIA and PEDRO 
Pedro works on a building site and Maria is his wife.
One day Maria phoned Pedro.
‘Hello, Pedro, when you’re coming home, see if you can get me a chicken.’
‘Okay,’ replied Pedro.
When he got home, Pedro took off his boots and coat and went into the kitchen.
‘Maria, where are you?’ He said.
‘Here – in the sitting room,’ she said.
When Pedro went into the sitting room, Maria said, ‘Where is the chicken?’
‘What Chicken?’ Asked Pedro.
The one I asked you to get on your way home.’
Oh, no! I thought you said when I come home I will see you in the kitchen!” (Week-1,2021)

Q: “Why do you think Pedro misunderstood Maria”?
A:  Because Pedro got in technology where is external noise. 
    Noise disrupt the message. 

Q:” Whose Model of Communication explains this confusion and why”? 
A:  This model of Communication explains Shannon and Weaver model, where  message breaks in the middle, because noise was at the channel, also Pedro didn’t give Maria   feedback. 

Q: “How could this have been prevented”? 
A:   She should have sent him a text message.
 
Q:” Whose Model of Communication explains how it could have been avoided”? 
A:  If Maria and Pedro had a feedback in communication, there would be no    disagreement. Schram’s model of communication could be use in Maria and Pedro communication. Schram’s model show, how communication is  completed, his model got the ball, looping back, feedback. 
 

2 “THE PROFESSOR and THE VILLAGE PEOPLE 

Lloyd b. 7/19
A Professor of English at a well-known Welsh University lived in a large house not far from a little village. He never went into the village, bur shopped in the town near the University because he had nothing in common with the village people, who were largely uneducated and did manual jobs.
One night, the professor fell asleep while smoking his pipe and the pipe fell onto the carpet and started a fire.
When the professor awoke and saw the house on fire, he rushed into the village, screaming:
‘The edifice is being consumed by a great conflagration!’  (Blaze, Fire)
‘The edifice is being consumed by a great conflagration!’
The village people looked at him and continued doing what they were doing
‘Don’t you understand?’ He said. ‘‘The edifice is being consumed by a great conflagration!’
They ignored him.
When the Professor returned home, he saw that his house had been completely destroyed. He sat down on the ground and wept.
The next day, he went into the village crying. ‘Why, oh why didn’t you help me? My home has been destroyed by the fire. I came and begged you last night.’ He wept.
‘But Professor, why didn’t you say that your house was on fire? We would have helped” (Week-1, 2021)
 
Q:” Why didn’t the village people help the Professor”? 
A:    They did not understand his academic language, speech, request for help. Professor message was not clear. 
Q: “What should he have done to get them to help him”?  
A:    Each of us is an authentic speaker, because no matter how much we speak the same language, we express ourselves in our own way. He needed to speak the language of the environment in which he lives, in order to understand him. If only he had shouted the fire, they would have understood him.  
Q: “Whose model of communication do you think can explain this situation”? 
A:  Berlo's model expanded the concept of sources and destinations with communication experience, knowledge, social and cultural frameworks. 
There was barriers of communication. Sender used difficult words. 

Q: Why? 
A:   Speech is the most important form of communication. Speech must be a subordinate language, and there are many languages in the world 
Need people to be a same level for communication. 

3 INFORMAL  and FORMAL LETTER 
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