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 1.0	INTRODUCTION
Communication is the act or process of using words, sounds, signs or behaviours to express or exchange information or to express your idea, thoughts and feelings (Merrian-Webstar dictionary). This implies that communication goes beyond the words we express with our mouth. Our expression facially, through signs, and sounds are all parts of communication. It is therefore imperative to match facial expression with the words spoken so as to pass the right communication. For instance, an individual who says she is happy but rather shows a sad facial expression is communicating wrongly and this can cause confusion for the recipient receiving the communication. Therefore, good communication skills are essential to allow others and yourself to understand information more accurately and quickly.Good communication is an essential tool in achieving productivity and maintain strong working relationships at all levels of an organization. Good communication helps in decision-making and planning, smooth and efficient working of an organization, increasing managerial efficiency, promoting co-operation and industrial peace, establishing effective leadership amongst others. However, poor communication in the work place will inevitably lead to confusion, frustration and an extremely tense environment wherein people are not motivated to be productive and are not inspired to work together. 
This report will explain in details the three models of communication, their differences as well as their similarities and shows how communication could be affected. In addition, this report will also show how poor communication affect business in general using various case studies relating to my own workplace situation.
2.0	MODELS OF COMMUNICATION
According to Wikipedia, models of communication are conceptual models used to explain the human communication process. This report will focus on three models of communication. These includes the Shannon and Weaver Model (1948), Schramm Model (1954) and the Berlo Model (1960).
2.1	SHANNON AND WEAVER MODEL OF COMMUNICATION (1948)
This model is known as the “mother of all models” as it was the basis for subsequent models such as Schramm and Berlo models and because of its wide popularity. The Model was developed by Shannon (a Mathematician) and Weaver (a scientist) in 1948. This model is a linear model of communication specially designed to develop the effective communication between the sender and receiver. It is best known for its ability to explain how messages can be mixed up and misinterpreted in the process between sending and receiving the message. 
Shannon and Weaver model of communication identified five main stages which includes the sender or source, encoder or transmitter, channel, decoder and the receiver. The process of communication is shown in the diagram below:
[image: https://www.communicationtheory.org/wp-content/uploads/2011/06/shannon_weaver_model.jpg]
The ‘source or sender’ is the person who has the information to begin with. He then finds an ‘encoder’ which could be a person or machine (e.g. telephone) that converts the idea into signals that can be sent from the sender to the receiver. The ‘channel’ of communication is the infrastructure that gets the information from the sender to the receiver and this is also called the medium. The ‘decoder’ which is the exact opposite of the encoder converts the signals or binary digits back into a format that can be understood by the receiver. The ‘receiver’ is the person that finally gets the message. 
However, the model discovered some factors which affects the communication process called ‘Noise’. During the process of transferring the message from the encoder to the decoder through the channel, the messages may be distracted or affected by physical noise like horn sounds, thunder and crowd noise which inevitably affects the communication flow hence not allowing the receiver to decode the correct message. This is shown by the case study of Maria and Pedro, where Pedro, working on a building site, received a phone call from his wife Maria but the noise distorted Maria’s message causing Pedro to hear ‘Kitchen’ instead of ‘Chicken’. In addition, this model did not focus on feedback which is crucial for communication to be complete. 
2.2	SCHRAMM MODEL OF COMMUNICATION (1954)
This model was proposed by Wilber Schramm in 1954. Schramm model of communication builds on the Shannon and weaver model of communication. It also sees communication as a process that takes place between a sender and a receiver. Unlike the Shannon and Weaver model of communication which sees communication as being linear, the Schramm model believes communication is circular and the sender and recipient of the message can be the same person. This model offers a classic approach to explain communication and emphasis on two major things. Firstly, the model believes that the message should be understood between the sender and the receiver hence emphasising on the importance of encoding and decoding the message which is crucial for the effectiveness and correct interpretation of the message. Secondly, it emphasis on the importance of feedback which is a crucial process of communication, that is, the sender must receive feedback. It states that the communication between the sender and the recipient is incomplete unless the sender receives feedback from the recipient accordingly.
In addition, the elements of the Schramm model of communication include Encoder or Sender, Decoder or Receiver, Interpreter and message and this makes communication to be a two-way highway, which means the information passes between the sender and receiver. This is shown in the diagram below:
[image: OSGOOD- SCHRAMM MODEL OF COMMUNICATION]
From the above diagram we can see that the message passes from the sender to the receiver, but similarly, when the receiver sends a message back to the sender, then role reversal takes place. The sender becomes the receiver and vice versa. This explains the importance of feedback and the fact that the model is considered as a circular model rather than a linear model as believed by the Shannon and Weaver model. Following the Schramm model of communication on importance of feedback, encoding and decoding, Pedro should have asked Maria if she meant ‘kitchen’ or ‘chicken’ and this would have made him to understand the message appropriately. 
2.3	BERLO MODEL OF COMMUNICATION (1960)
This model was created by David Berlo in 1960 and it is also known as the sender-message-channel-receiver (SMCR) model of communication because of its four components. This model separates the Shannon and Weaver‘s linear model into clear parts. This model has mainly four components to describe the communication process. This includes the sender, message, channel and receiver, however, each of the components is affected by many factors. This is shown and explained in the diagram below:
[image: BERLO&#39;S SMCR MODEL OF COMMUNICATION]
i. Sender: This is the source of the message. It is affected by Communication skills (the sender’s ability to speak, read, write or listen), Attitude (attitude towards self, the receiver and the environment), Knowledge (the sender’s familiarity with the subject of the message), Social systems (this includes values, beliefs, laws, and religion) and Culture (difference in the culture of the sender and receiver).
ii. Message: This is the substance that is being sent to the receiver. It might be in the form of voice, text or video. This is affected by Content (the whole message), Elements (the non-verbal things that follows the content like gestures, signs or language), Treatment (the way in which the message is conveyed to the receiver), Structure (the way the message is arranged) and Code (the form is which the message is sent).
iii. Channel: This is the medium used to send the message. This includes channel like telephone, internet and letters. This is affected by the five senses of a human being which includes hearing, seeing, touching, smelling and tasting.
iv. Receiver: This is the person who gets the message sent in the process. The factors affecting this component is the same as that of the sender because this model believes that the thinking pattern and all other factors mentioned above must be in sync to that of the sender for the communication to be effective.
This model focused on encoding and decoding of the message before sender sends the message and before receiver receives the message, and the model also believes that the sender and receiver need to be on the same level of communication skills, knowledge and understanding for effective communication to take place. Using the case study of the professor and the villagers, it was evident that the villagers were not on the same level of communication skills and knowledge with the professor as it was clearly shown that the villagers did not understand a word of what the professor was saying and this made the communication ineffective.
However, the model had no concept of feedback which is crucial for communication to be complete and there is concept of noise or barriers to communication process. Also, the model believes that communication is linear and not a two-way highway that shows that the sender can also become the receiver and vice versa.
3.0	COMMUNICATION SKILLS
Since communication helps us to understand the people around us better removing misunderstanding and creating clarity of thoughts and expression, it is therefore imperative for us to have an in-depth understanding of the methods of communication.
3.1	VERBAL COMMUNICATION
These are the things we say with spoken words, or unspoken words (sign language). It is important to speak in clear terms, know your audience, respond in the best way, and use the appropriate tone when speaking so as to avoid misunderstanding and enhance effective communication.
Another form of verbal communication is the written communication. This include letters, emails, notes, text, billboards or even a message written in the sky. For this type of communication, it is important to know your audience, your purpose, and maintain consistency throughout the written message.
3.2	NON-VERBAL COMMUNICATION
These are the things we don’t say but rather communicate them through our body language, posture, gesture, tone or signals. When using this form of communication, it is important to make yourself aware of what the rest of you is doing as you speak, so as to make correction when necessary in order to convey your point, avoid confusing the recipient and to make the communication effective.
3.3 	LISTENING
This is divided into active listening and empathetic listening. Active listening means that you are engaging your mind while the person speaks, intently focusing on what they are saying. Empathetic listening on the other hand means paying attention in a caring manner, that is, showing compassion, feeling, insight and emotion to the message being conveyed.
4.0	CONCLUSION
This report shows the importance of communication, the models of communication as well as the communication skills needed for effective communication. It can be seen that the encoding and decoding of the message is important for effective communication as well as feedback. It is also important to note that communication will be more effective if the sender and receiver are on the same level of communication skills, attitude, knowledge, social systems, culture and understanding for effective communication to take place. In addition, it is also paramount to match our body expression with the words we speak so as to avoid confusion hence leading to ineffective communication.
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