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1. [bookmark: _Toc102402571]Introduction
People, locations, or organizations may communicate via exchanging information. Sending a message and receiving it are essential parts of any conversation. Communication is a crucial part of our everyday life. Only by putting it to good use in the workplace can great productivity and good working relationships be established. Some individuals have an easy time expressing themselves verbally, but this may not be the case for everyone (Nordquist, 2019). If the flow of information is disrupted or misunderstood, a meaningful relationship may come to an end. A lack of faith in one's capacity to communicate effectively and a lack of trust in one's ability to filter information has resulted (Choren, 2015). Often, "noise" is exactly what it sounds like—distracting or irritating sounds that make it impossible to hear or concentrate.
People's perspectives on the world and ways of communicating are formed by their own life stories. The world is filtered for the transmitter by one set of filters (experiences and values), while the world is filtered for the receiver by another set of filters (perceptions and values). An example of how emotional or contradicting information might influence how we see things is (Tishma, 2019).
Many methods to misunderstand each other exist. Misunderstandings may have an emotional toll on employees. Low morale, stress, and unhappiness are commonplace among employees who are unable to interact effectively with one another. Workers' personal life and the quality of their future work may be harmed if they carry that burden home with them (Choren, 2015).
2. [bookmark: _Toc102402572]Models of Communication
2.1. [bookmark: _Toc102402573]Shannon and Weaver (1948)
Since its inception in 1948, the Shannon Weaver communication model has more functional requirements than other linear models. The Shannon Weaver Model includes the sender, encoder, channel, decoder, receiver, and noise. Sender-encoded communications are sent across technologies like the telephone and telegraph. The communication is encoded in order to be read by a computer. The message is sent via a medium by use of a set of codes. The receiver must first comprehend the message in order for it to be encoded and understood. The receptor machine may also act as a decoder in certain situations. Noise on the channel may cause communication problems if the receiver is unable to comprehend it (Communication Theory, 2014).
"Max the multitasker" is the subject of this case study. Weddings, birthdays, anniversaries, and company celebrations were all things Max excelled at organizing. Because he needed to make more money to pay for her mother's medical care, he was the only one who could handle everything. Tamara, one of his customers, requested him to plan a celebration for her parents' 50th wedding anniversary. He decided to attend the wedding despite his hectic schedule. Tamara phoned Max a few days later to modify the date of the event, but Max failed to record the new date since he was busy with other customers. This led to a big misunderstanding between the two people. Tamara was angry since there was no event for his parents to attend on the new date. Message comprehension is emphasized in Shannon and Weaver's communication paradigm. However, in the case of Max, because of his mismanagement with multi-tasking and the stress of so many events caused such massive miscommunication between both individuals. Effective communication is based on sender, medium, and recipient, and miscommunication arises if the recipient fails to understand the message.  
2.2. [bookmark: _Toc102402574]Schramm (1954)
In 1954, Wilber Schramm put out his communication model.
Unless and until the information is appropriately expressed and disseminated, it serves no use. Because it transforms an idea into information, encoding is critical in starting communication. There must be some feedback for it to be considered a successful conversation. Think of a buddy who doesn't reply to a friend who shares his opinions. According to Schramm's theory, a person's knowledge, experience, and cultural background also play a significant role in communication. People of various races, religions, and ethnicities tend to interpret the message differently (Juneja, 2015).
Here is an example of a case study, "a day with the Chief." Mr. Marks was invited to his head office in California because of his excellent services. He had heard that his CEO was a very 'Wicked Witch,' so he was much stressed and nervous upon meeting her, but he experienced a very different picture after reaching the office. She was very friendly with her, so he relaxed and started to complain about his supervisor and less pay. The CEO got angry and asked him to get out of her office.   
2.3. [bookmark: _Toc102402575]Berlo (1960)
David Berlo came up with Berlo's Sender-Message-Channel-Receiver (SMCR) communication model by taking Shannon Weaver's Model of Communication. He explained how to improve communication efficiency by focusing on the elements that impact each component. It also considers the encoding and decoding processes that occur before a message is sent and its intended recipient receives it. A message is sent from one person to another through a channel. Several variables may influence the performance of each component (business topic, 2018).
For example, Mr. Bruce was getting late for the meeting, so he decided to call his secretary to schedule a meeting an hour later. However, because of the background noise of TV and children, his message could reach him appropriately. His secretary thought that Mr. Bruce was reaching on meeting so he should be ready for that. His secretary's perception and miscommunication because of noise causes to alter the actual meaning of the message.
3. [bookmark: _Toc102402576]Communication Skills
3.1. [bookmark: _Toc102402577]Verbal communication
Verbal communication is the exchange of information between two or more persons via spoken words. As a result, it may be used in both written and oral communication. While some individuals use the phrase to denote solely oral communication, others use it to cover all forms of communication. When it comes to verbal communication, it's all about what you say and how it's received and understood. A conversation, a speech or presentation, or even a phone call are examples of verbal communication (Doyle, 2020).
For example, an employee presented a demo on an upcoming project at my workplace while he couldn't correctly present the plan and total financial needs. As a result, information was unclear, so he was dismissed. However, the verbal communication problem could have been resolved after providing feedback on the presentation instead of dismissing the employee. This shows how much verbal communication is essential for communicating ideas.   
3.2. [bookmark: _Toc102402578]Nonverbal communication
Eye contact, facial emotions, gestures, and other nonverbal cues are part of nonverbal communication. For example, when you first meet someone, make eye contact and smile to show that you're kind, accepting, and open. Nonverbal communication is used by everyone, even if they don't realise it. For example, a person's facial expressions and body language may tell us more about their feelings, how they acquire information, and the best way to approach a person or group (Segal et al., 2020).
For example, at my workplace, new interns were hired so that they could learn basic skills and qualities. He was new and was asked to present a short presentation on a topic. He was confused and stressed because it was his first time presenting in front of many individuals. His nervousness was showing in his body language and gestures. During the presentation, he was shaking and forgot the presentation's content. This showed how stress, anxiousness, or fear of the brain could lead to miscommunication.  
3.2.1. [bookmark: _Toc102402579]Listening
Being able to listen well is picking up on and understanding what others are saying. To have a successful conversation, you must first listen. Messages might be misconstrued if the receiver cannot listen correctly.
[bookmark: _Toc102402580]Active listening
Active listening is more than just paying attention to what someone is saying, it's making a concerted effort to hear, comprehend, and remember what is communicated to you. It's more than just listening to what they're saying. An example of active listening is when someone is presenting an important topic, and you are listening to him concentrate. At the end of the presentation, you give feedback and ask questions about the presentation.
[bookmark: _Toc102402581]Empathetic listening
Listening attentively to what the other person has to say, even if you disagree with what they say, is empathetic listening. Nodding or saying "I get it" or "I see" is an excellent way to convey that you're on the same page, even if you disagree. Empathic listening necessitates that you pay attention to what the other person has to say. An essential aspect of empathetic listening is supporting and encouraging rather than criticising. 
4. [bookmark: _Toc102402582]The disadvantages of Modern Technology
4.1. [bookmark: _Toc102402583]Identity threat
When thieves take a victim's personal information to carry out their crimes, "identity theft." As a result of this theft, a criminal has access to the victim's personal information and engages in various fraudulent actions in their name. Social engineering, phishing, and malware are only some of the techniques used by cyber thieves to steal people's identities. In addition, thieves who take mail, crawl through trash or overhear phone calls in public locations may lead to identity theft (Brown, 2018).
Often, the ultimate purpose of a cyber-attack is to steal personal information about a target to use that information fraudulently. Unfortunately, most individuals only learn they've been victimised by identity theft when they try to get a loan, open a bank account, apply for a job, get a collection call, or request a new credit card and find out they've been duped.
4.2. [bookmark: _Toc102402584]Cyber Bullying
Cyberbullying is when someone uses technology to annoy, blackmail, embarrass, or harass someone else. For example, a person's online reputation may be tarnished with a single threatening or abusive text message, tweet, post, or another kind of social media posting. So does sharing personal information, images, or videos aimed to harm or disgrace someone else (Ben-Joseph, 2018).
This makes online bullying and harassment less difficult to conduct since the bully doesn't have to face his or her victim in person. However, it's possible that cyberbullying may cause long-term harm, much like traditional forms of bullying. Insomnia, fatigue, low energy, and weight gain are all symptoms of chronic stress, which include being constantly disturbed or afraid. It may also cause a person to become agitated, worried, or depressed. Cyberbullying may exacerbate an already debilitating mental health condition (Ben-Joseph, 2018).
4.3. [bookmark: _Toc102402585]Social Interaction
Social interaction is not an issue. Because of this, it is used as a substitute for genuine conversation and socialisation. Even if you're "friends" with someone on Facebook, it doesn't mean you truly know them. Cyberbullying, social anxiety, sadness, and exposure to information that is not suitable for a child's age may result from excessive use of social media (Lincoln, 2000).
Using social media is addictive. Playing a game or finishing a job, you strive to do it as well as possible. Is it possible to get a dosage of happiness hormones from your brain after achieving your goal? Posting a photo to Instagram or Facebook uses the same method. Seeing all the likes and good comments on your screen will unconsciously register as a reward for your hard work. But social media isn't the only place where mood-altering events may be found (Brown, 2018).
5. [bookmark: _Toc102402586]Conclusion
Communication plays a vital role in sending and receiving information accurately. Poor communication can cause considerable loss, low morale, anxiety, stress, and many other issues at the workplace. Shannon and Weaver (1948), Schramm (1954), and Berlo (1960) are three models of communication discussed here. This model discusses the processes of communication and factors that affect good communication. Communication skills such as verbal, nonverbal, and listening are also important aspects of good communication. If any of these elements are missing, communication is greatly affected. Modern technologies play an essential role in interacting with the world. However, there are many disadvantages of these technologies. For example, social media sites and exposure to destructive content on the internet can cause identity threats, cyberbullying, and a lack of face-to-face interaction with society. 
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