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1. [bookmark: _Toc91087152]Introduction
Communication is the method of delivering a message to a person. Humans cannot live without communication. Not only in personal life but also incorporate life, communication also plays a vital role in planning, organising, leading, controlling and implementing decisions. Miscommunication can lead to a disastrous situation. That is why effective communication is needed. Besides, both the speaker/sender and the listener/receiver must clear any confusion and make sure they are on the same ground of communication (Conrad and Newberry, 2012).
2. [bookmark: _Toc91087153]Models of Communication
Communication models are the process of communicating with people. These models are the conceptual models of sending, receiving, understanding and taking action on the message.
2.1. [bookmark: _Toc91087154]Shannon and Weaver (1948)
In 1948, Claude Shannon (mathematician and engineer) and Warren Weaver (scientist) coined the Mathematical Model of Communication. It is also known as the Shannon Weaver Communication Model. Both of them wrote an article named ‘A Mathematical Theory of Communication’ in the journal of ‘Bell System Technical Journal’ (Al-Fedaghi, 2012). This mathematical theory of communication is known as the Shannon and Weaver communication model. They identified the systematic way of sending messages and the key factors of the communication. There is a total of six factors that play their role in the model of communication. The information source is the sender from whom the message is sent to the transmitter. The transmitter encodes the message into signals. So, the message can be sent easily through the channel (Al-Fedaghi, 2012). Then the transmitter sends the decoded message to the receiver through a channel. Here, the channel can be influenced or impacted by the noise. Due to the noise, the message can be distorted. So, when the receiver receives the message and decodes it for the destination, the message could be changed. In this model, Shannon and Weaver try to identify the reasons for miscommunication which is the noise between the transmitter and the receiver (Karanikas and Passenier, 2019). 
       This model of communication is one-way, meaning that the model of communication goes in a linear direction (Al-Fedaghi, 2012). An example can be given to understand this model of communication  considering Pedo and Maria study case, due to the noise of the construction site, the message got distorted to Pedro and he couldn’t take action according to Maria. This type of miscommunication is very common. As this is a one way or linear model of communication, there is no way of feedback (Karanikas and Passenier, 2019).

2.2. [bookmark: _Toc91087155]Schramm (1954)
Wilbur Lang Schramm identified another model of communication in 1954. He was a scholar and is considered the founder of the Field of Communication. Schramm’s model of communication is a two-way process. To avoid the miscommunications that could happen in the Shannon and Weaver model, Schramm identified this. Shannon and Weaver model of communication ends when the receiver receives the message. But in the Schramm model of communication, the communication process does not end until the feedback is given (Elkins, Derrick, Burgoon and Nunamaker Jr., 2012). Feedback and dual communication are the key factors in the model of communication. Besides, encoding and decoding are the two crucial parts of this communication model. In the beginning, the sender encodes the message and sends it to the receiver. When the receiver receives the message, he/she decodes it and tries to interpret the message. After interpreting the message, the receiver now becomes the sender of the message to the previous sender (now he/she becomes the receiver). 
         Feedback is one of the advantages in this model to avoid miscommunication as it is a two-way communication process. For example, a person may ask ‘Can you repeat your words?’ or ‘Are you clear on this?’ or ‘Do you have any confusion?’ etc. thus, both of the communicators come at the same ground of communication.
In the previous example of Pedro and Maria, miscommunication could be avoided through the Schramm model. If Maria would ask ‘So, you're getting me a chicken for the dinner, right?’ or if Pedro would ask Maria ‘I couldn’t hear properly, can you explain it further?’, the miscommunication could be avoided. From these, Pedro and Maria could have clear communication and could come into the similar ground of the communication.
2.3. [bookmark: _Toc91087156]Berlo (1960)
     David Berlo, who was a communication theorist, invented a new model of communication named the SMCR Model of Communication. S stands for Source, M stands for Message, C stands for Channel and R stands for Receiver. These are four components in this model. Besides, encoding and decoding also prevail in this model. This model focuses on skills, attitude, knowledge, culture, norms etc. 
     From example, in the professor and the village people case the theory could be understood easily, the problem in communication is the language, culture, knowledge, skills, social system, attitude, norms etc. The level of knowledge, skills the professor have is not the same as the village people. The professor used terms which were unfamiliar with the village people as they were uneducated. But those words were very familiar for the professor. 

      So, the SMCR model says that the knowledge, communication skills, attitude, social system and culture would be similar between the communicators for effective communication. The gap between these components might cause missunderstanding. What the sender wants to say would not be the same from the perspective of the receiver.
3. [bookmark: _Toc91087157]Communication Skills
Communication skills are the set of abilities required to convey the message appropriately. Different types of communication require different skillsets. They are described below. 
3.1. [bookmark: _Toc91087158]Verbal Communication
Verbal communication refers to when words are used in the communication process. Verbal communication can be of two types. Spoken or written. In spoken or oral communication, the choice of words, tone  is important. On the other hand, writer communication can be formal or informal. Formal language, formal structure is used in official letters, documents, informal writing is also seen for writing letters to friends and families, sending text messages to friends and families. For official emails, formal language and informal language are both used according to the policy of the organisation and also according to the positions in the office (Fleming and Artis, 2013).
3.2. [bookmark: _Toc91087159]Non-verbal Communication
Non-verbal communication does not require words to use in the communication. A person’s body language, including his/her posture, gestures, sitting style, facial expression, eye contact, tone, the tone of voice, signals, signs, hand movements is considered as a way of communicating non-verbally (Tiechuan, 2016). 
     An example of non-verbal communication would make it clearer to understand. For instance, Mark is a salesman of a computer manufacturing company in London, he has the opportunity to go and meet the CEO in California.He becomes to unprofessional after he sees that Mrs. Brown is not how the other described her.She noticed the body language, signs, tones, expressions of Mark. Also, Mark started a conversation that was not liked by the CEO. That is why became angry and told Mark to leave. This is how non-verbal communication can say a lot more without using words to express it. For this reason, non-verbal communication is crucial. 
3.3. [bookmark: _Toc91087160]Listening
Listening is not only hearing the words but also understanding the facts and situation of the communicator (Tiechuan, 2016). There are two types of listening.

Active Listening
Active listening is paying attention to the speaker, nodding and understanding the facts and situations. While listening, a person should avoid doing other tasks (texting, moving face to other sides etc.). active listening is important to understand the speaker as well as predict the answer to what the speaker wants to hear from the listener (Elleström, 2018).  
For example, as an event planner, Max did not pay attention to the speaker and messed up the entire evenet. That is why active listening is mandatory for communication.
Empathetic Listening
Empathetic listening is listening to the speaker and understanding what it feels to the speaker. Being empathetic to the speaker is empathetic listening. An empathetic listener put himself/herself in the speaker’s shoes and tries to understand the feelings of the speaker. Besides, empathetic speakers’ node, asks questions, suggests and recommends the speaker for progress. 
[bookmark: _Toc91087161]Conclusions
Miscommunication can be a hazardous impact on people or the company. Miscommunication brings shame to the company. So, everyone in the personal life and corporate life should be careful while communicating. People must pay attention to the detail and should ask if they have any confusion (Conrad and Newberry, 2012). Effective communication increases the skills and makes people smart and predict the situation. 
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