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Introduction
Communication skills are more critical than ever, particularly in business. It is undoubtedly a key role in your success. This paper will discuss how communication can be used in business and the workplace and the issues affecting communication. There are various definitions of communication:
· Communication is the sharing of information. 
· Communication is the giving and receiving of messages.
· Communication is the transfer of information from one or more people to one or more other people. Communication is the process of creating, interpreting, and negotiating to mean (Pierce, 2021).
Communication in the workplace or businesses is essential for employees to work efficiently and be productive (Raziq and Maulabakhsh, 2015). Good communication can mean increased morale, productivity, and commitment in an organization. However, effective communication can be challenging when there are barriers such as filtering, selective perception, information overload, emotional disconnects, lack of source familiarity, or credibility. It also includes workplace gossip, semantics, gender differences, differences in meaning between Sender and Receiver, and discriminatory language. The consequences of these barriers are poor communication at the workplace. 
This paper will discuss how these issues affect business employing relevant theories on models of communication and communication methods on communication skills. 
Models of Communication
These are conceptual models used to explain the human communication process. Following the basic concept, communication is the process of sending and receiving messages or transferring information from one part (sender) to another (receiver) (Craig, 1999). Each model sheds light on communication development but emphasizes different communication processes (West and Turner, 2007). Therefore, I will discuss three theories on models of communication and compare them against each other.  
2.1 Shannon and Weaver Model of Communication
This mathematical model was specially designed to develop effective communication between sender and receiver. It describes communication as a linear process (Corey, 2020). Also, they find factors that are affecting the communication process called "Noise" and deals with various concepts like Information source, transmitter, Noise, channel, message, receiver, channel, information destination, encode and decode (Shannon, 1948):
· Sender (Information source) – The sender is the one who creates the request, selects the medium, and delivers the message.
· Encoder (Transmitter) – An encoder is a sender that uses a computer to translate a message into signals or binary data. It may even apply to the computer directly.
· Channel – A channel is the means by which a message is sent.
· Decoder (Receiver) – A decoder is a computer that converts signals or binary data into a letter, while a receiver transforms the message from signals.
· Receiver (Destination) – The receiver receives the message or the location where the message would arrive. The recipient responds in accordance with the letter.
· Noise – Noise refers to physical stimuli such as the atmosphere, people, and so on that prevent the message from reaching the recipient in its entirety. It may also take the shape of secondary signals that mask the signal being transported. Nonetheless, given Shannon's emphasis on telecommunications transmission, carriers, and reception, it is not shocking that Noise is limited to Noise that obscures a portion of the channel's signal. By today's standards, this is a very narrow definition of Noise, and it's perhaps a little deceptive (Fougler, 2004). Furthermore, we already have at least several media that are so noise-free that compact signals can be constructed with limited details and no risk of signal loss. In the process, Shannon's approach to noise, redundancy, has mostly been replaced by a minimally redundant solution: error detection and correction. Today, we use noise as a term for issues related to good listening.
· The sender encodes the message and delivers it to the recipient using a technological medium such as the telephone or telegraph. The sender translates the message into machine-readable text. The message is sent in code over a medium.
· The message must be decoded by the recipient until it can be understood and interpreted. In certain situations, the receptor machine may even serve as a decoder. The channel can contain noise, and the recipient may be unable to decipher it, causing difficulties in the transmission phase.
For instance, Noise could distort the message as in the case study 'Maria and Pedro, where the building site's noise could have distorted Maria's message, and Pedro heard 'kitchen' instead of 'chicken.' Sender-Noise-Receiver. The overall goal of the communication process is to present an individual or party with information and have them understand it. In my experience of effective workplace communications, open workplace communication improved productivity, increased the speed and likelihood of goals being achieved, especially on busy days like Mondays and Thursdays. Great communication with the right medium made it easy for everybody to decode messages sent by the manager. It typically ensured a great company culture as it clarified whether the message was accurately received and completed the loop of communication. Part of the models' success is due to its structuralist reduction of communication to a set of basic constituents that explain how communication sometimes fails. At times, I had to consider asking a coworker if an email I had sent was clear or if they were ways I could improve it. And after I had delivered a presentation, I would usually ask my manager for constructive feedback so that I could keep improving my skills-especially one time I was doing a presentation and there was road construction. I had to ask the manager for a public address system so that I could be heard and aided my message through Powerpoint. Therefore, Shannon and weaver's model are a useful abstraction that identifies essential communication [image: ]components and their general relationship to one another (Beamer, 1992). 
(Fig 1. A class-based Shannon and Weaver Diagram model related to my situation)
In general, Shannon and Weaver's model is the information flow through a medium, though incomplete and biased. Its application to effective communication is complex because, in the real world of media, destinations are more typically self-selecting "consumers," choosing to select the messages they are most interested in, or they can choose not to pay attention. Hence, the information intended may not reach the intended receiver.  In conclusion, the model is taken by some critics as a "misleading misrepresentation of the nature of human communication" as human communication is not mathematical (Businesstopia, 2018). Thus, it does not say how a misunderstanding could be avoided. 
2.2 Schramm (1954)
This model was proposed by Wilber Schramm and is a medium-centred model of communication (Elleström, 2018). It suggests that "the communication process consists of information-processing organized around a shared orientation to certain signs." In this model, communication consists of three elements: the communicator (A), the message (m), and the receiver (B; Figure 2)
However, unlike Shannon and Weaver's model, which assumes communication occurs linearly, Schramm's model views communication as a process between an encoder and a decoder. This model takes into account how people interpret the message. In addition, a target audience's background, experience, and knowledge can all have an impact on interpretation. As a result, it states that the target audience may not receive the intended message for any of the three reasons listed below: 
· Perpetual selectivity: While a person is constantly exposed to a variety of marketing stimuli, he or she only pays attention to a few selected stimuli after screening (opentextbc.ca, n.d.). This is usually because the sensations are relevant to their current needs.
· Selective distortion: Target viewers interpret the stimuli to match their own views and behaviors, which vary from person to person. People can notice the same stimuli but not perceive them in the way that marketers anticipate (Ariely and Berns, 2010).
· Selective retention: This happens when people remember the knowledge that reinforces their beliefs and behaviors while forgetting about any stimuli or information they are exposed to (Stone, 2005). As previously stated, Schramm's paradigm regards communication as a mechanism that ensures knowledge is useless unless it is carefully placed into terms and communicated to others (Juneja for M.S.G., 2021). Encoding is also important because it starts the dialogue phase by converting thoughts into information.
When knowledge hits a receiver, the intention is to comprehend what the communicator conveys, as seen in Fig. 2. If and until the recipient (B) knows or decodes the knowledge that (A) wants to transmit, the message (m) is worthless (mindtools, n.d.). 
[image: ]
(Fig 2. Schramm's model of communication)
We are going with the same example of Pedro and Maria again, of how interference could be avoided? In this example, Pedro heard "kitchen" instead of “chicken"; hence the message from Maria was misinterpreted by Pedro. Due to the Noise, they were not on common ground, and neither was it anyone's fault but the Noise from the building site.
 So how could this interference be avoided? 
Referring to the above situation, Pedro must interpret the message in the desired form Maria wanted and respond to communicate effectively. Hence, Pedro could have phoned Maria to ask whether she did mean 'Kitchen' or 'Chicken.' This selective distortion from Pedro means clarification is essential in communication. 
2.3 Berlo (1960/64)
Just like the Shannon and Weaver model is linear; Berlo's communication model takes into account the emotional or cultural aspect of the message operating on the SMCR (Source, Message, Channel, Receiver) model (Juneja by M.S.G., 2021) and is considered an expansion of the Shannon and Weaver model. The Schramm model, which sees communication as a process between receiver and sender, has no feedback from the receiver, which can be attributed to interference or 'noise' after the message is sent. This Noise disrupts the message and causes the receiver to receive only the message or not at all, and thus no feedback. 
[image: ]
(Fig 3: Berlo’s Communication Model (1960))
Berlo’s model details how culture, knowledge, etc. influence the delivery of the message to the interlocutor (receiver) in relational communications. It puts great emphasis on the interaction between the source and receiver in the presence of a message and facilitated by the chosen channel.m; however without noise and feedback as per Shannon and Weaver’s model. In my work related experience as the receiver on the topic, Berlo’s cross-cultural communication processes were extremely useful in the manager’s (Source) and I (receiver) dialogue, considering we were both from different cultural background (noise). The model provided a channel for the delivery  constructive feedback about work related issues. Berlo’s models key focus are on the elements below:
Communication Skills 
A person must possess excellent communication skills to make his communication effective and impact the listeners. It is their responsibility to get the point across and cross-check with the recipients, and listen to ffeedback (Berlo, 1960). For instance, Maria should have followed up whether Pedro got the message as she intended. 
Attitude
This skill, combined with good communication skills, makes for an excellent speaker or Source. The Source then creates a long-lasting impression on the receiver. In our example of Maria and Pedro, Pedro may not have heard well because Maria's attitude may have caused him to distort the information selectively. 
Knowledge
Here, knowledge is the clarity of the information, not educational qualifications, which the first party wants to convey to the second party. Its emphasis is the communicator (A) must be thorough in what they are speaking with complete in-depth knowledge of the subject (Berlo, 1960). Also, ddifferences between sender and receiver might result in language that the receiver does not understand. For example, if the sender uses difficult words, it is difficult for the receiver to understand the message.
 	In general, various factors may influence the message's interference, such as External Noise, like when Pedro cod jot get the message from the Source because of the building site Noise. In this situation, Maria might also fail to properly encode her message (m) even when the channel (medium) was adequate, but the receiver (B) failed to decode the information. Therefore, this could be addressed by further developing this method from a linear to relational model like Schramm's (Babe, 2015). 
3. Communication Skills
Methods of communication are broad: The Source speaks or writes, and the receiver listens and responds. However, below are methods that do not directly involve spoken or written language:
3.1 Verbal 
The use of words to transfer knowledge by speech or sign language is known as verbal contact. It is one of the most popular styles, and it is commonly used in seminars, video conferences, phone calls, workshops, and one-on-one interactions. Since it is effective, verbal communication is essential. As a result, I must use a solid, assured speaking voice, be an attentive listener, avoid non-filler terms, and pay close attention to oral (spoken) and written word choice, rhythm, and pitch [Para-verbal].
3.2 Non-verbal
This method can be intentional or non-intentional. It uses body language, posture, gesture, tone, or signals to convey a message to the receiver (B). Nonverbal communication is therefore helpful when trying to understand others' thoughts and feelings. To improve my non-verbal communication skills, I usually notice how my emotions feel physically (Indeed, 2021); developing self-awareness around how my emotions affect my body can give me greater mastery over my external presentation. Also, mimicking non-verbal communication skills I find compelling; for example, if someone nods their head, communicates approval and positive feedback efficiently, I could use it in my next meeting when I have the same feelings.
3.3 Communication is not just about talking; it is about listening
Listening includes Active Listening and Empathetic Listening and entails personal awareness. During active listening, listeners give the speaker feedback, confirming an understanding of what the speaker has said by asking questions and making clarifying statements. It makes the speaker feel safe in the conversation as there are no distractions (Lumen Learning, 2021). These tools show how communication can be made effective in a business organisation.
 SOLER
This theory helps me communicate effectively with various kinds of patients in various forms of non-communication such as eye contact and gestures. Its emphasis is on Relaxing so that the workers do not perceive their concerns as irrelevant to me (Barre, 2015). With this theory, I could provide the best, secure and comfortable setting for workers thus, and they will be able to share their concerns with ease with me as their manager.
Kinesics
Kinesics help improves communication through gestures, emblems, and illustrators (Hans and Hans, 2015). Gestures are often used to acknowledge others and communicate interest or attentiveness. Kinesics is also parallel to proxemics—the study of how space and distance influence communication. For example, when we are content with and attracted to someone, we say we are "close" to them. When we lose connection with someone, we may say he or she is "distant." 
In general, space influences how people communicate and behave. Smaller spaces with a higher density of people often lead to breaches of our space bubbles. Suppose this is a setting in which this type of density is expected beforehand, such as a crowded concert. In that case, we make various communicative adjustments to manage the space issue. Therefore, communication between management and employees works by making teams eeffectively and creates efficiencies by; motivating employees, encouraging open dialogues, and fostering collaborative problem-solving.  
4. Conclusion
In this paper, I have discussed the importance of communication in interpersonal and business settings through communication models by Shannon and Weaver, Schramm, and Berlo. They, through different interpretations, sought to define and simplify the understanding of the communication process. Importantly, though communication requires a sender, a channel, and a receiver to complete the process, more models on improving communication are needed. 
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