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  Introduction
 Following our discussion of communication, we can proceed to define it. A definition is an exposition of a word's exact meaning. Communication's precise meaning is 'to share' or 'to participate'. Communication can be defined as the act of communicating verbally or in writing. Communication, according to another dictionary, consists of exchanging information, signals, and messages through the use of speech, gestures, or text. Communication may also be defined as social interaction. There is no end to the possibilities of communication. Ideally, a good definition should not only give precise information about the meaning, but also provide background information about the context of the word/expression.  



· Shannon and Weaver model of                Communication 

  In the 1940s and 1950s, Shannon developed the information theory of digital communications at Bell Laboratories using numerical theories so that signals would be transported in a way which ensured a maximum capacity of telephone lines and the least amount of diffraction possible during transmission of signals over telephone lines. 
  An effective communication between sender and receiver is developed with the help of this model. They also identify factors that affect communication such as noise. It was originally developed with the intention of improving technical communication. Over time, it has been widely applied to communication.  
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· Schramm’s Model of Communication

According to the Schramm Communication Model, there are four basic principles of communication. It is possible to view communication as a classic process that can be better understood by using the Schramm Communication Model. It is a tool designed to analyze the way people communicate when exchanging ideas, information, or attitudes.
Decrypting, interpreting, and encrypting a message is generally the responsibility of the recipient before forwarding it to another recipient (circular). Unlike Berlo's SMCR model, there is no fourth element.
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· Source (Encoder)
The sender is the party who sent the message; the source of the message. In order for the source to be clear, he or she should be able to show why the recipient should read the message. 
· Recipient (Decoder)
Communicating with a recipient involves sending a message. Determining whether a recipient is capable of decoding a message depends on a number of factors. 

· Message
Messages are classified as information in the study of rhetoric and communication. Communication may take the form of words, symbols, or a combination of both.
· Feedback and Organizations
It is therefore important to obtain feedback in order to gauge how the audience has responded. As a consequence, the sender is able to optimize the effectiveness of the way messages are composed and sent

· Berlo’s SMCR Model of Communication
The SMC model of communication was developed by David Berlo in 1960 based upon this linear communication model.
Sender-receiver frameworks are commonly employed in the field of communication sciences. A similar conceptual framework is present in Lasswell's communication model, for example.
The communication process is described in its simplest form by David Berlo in his SMCR Model of Communication. It is described by the acronym SMCR, which stands for Sender, Message, Channel, and Receiver.
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· Components of Berlo’s SMCR Model of Communication
A SMCR Model of Communication describes the communication process in four components. Different factors influence the components of the model.
· Sender
Message senders are those who originate the message and send it to their recipients. An individual who encodes a message is the source and represents the beginning of the communication process.
· Communication skills
Reading, listening, speaking, and writing are examples of communication skills.
· Attitude
In order to change the meaning and impact of a message, one's attitude in relation to the audience, receiver, and subject must be considered.
· Knowledge
Communication is more effective when the recipient is familiar with the subject of the message.
· Social systems
It is the sender's values, beliefs, religion, and rules that influence the way in which the message is communicated, as well as the location and circumstances.
· Culture
The message may be interpreted differently due to cultural differences.
· Message
Every message consists of a number of meanings or pieces of information that are sent from the sender to the recipient. Transmission of the message can be accomplished through audio, speech, text, video, or other media.
· Content
From beginning to end, the text of the message.
· Elements
A (non)verbal element may influence a message, such as gestures and signs. 
· Treatment
The treatment of a message refers to how it is packaged, how it is communicated.
· Structure
According to the meaning of the word, structure refers to how a message is arranged.
· Code
The format of a message is determined by its code. Text, language, video, gesture, music, etc. may all be used.
· Channel
A channel is the medium through which a message is transmitted. There should be a way for the medium to be sensed by the sensory system of the receiver, and this could result in the use of sight, sound, smell, taste, or touch. The human body has the following senses:
· Hearing
· Seeing
· Touching
· Smelling
· Tasting

Technical tools, such as the telephone, the Internet, and television, are always part of mass communication. Typically, information is transmitted through visual and auditory means.


· Receiver
Receivers are persons who receive coded messages and decode them thereafter. The transmitter is always located at the end of a linear communication process.
· A Disrupted Communication Process
In reality, communication is not nearly as seamless as Berlo's linear model suggests. There are many factors that may disrupt communication. Among these are:


· Loss or distortion
When sending a message, the sender should ensure that the message is encoded in a manner that conveys the full intent of the message. An individual may choose to convey their intention through words, but it is rare that the full message will be conveyed
· Noise
Noise may be heard following the transmission of a message. In addition to disrupting the source and message, this type of noise results in the receiver not receiving the message at all or only receiving a portion of it.

· Verbal Communication in the Workplace

Effective communication begins by acknowledging the needs of the audience. A business professional can ensure effective communication by planning what he wants to say and how to say it, and by seeking feedback on how it was received.   
 
· Meetings 

Effective meetings clearly define their purpose, whether to make a decision, generate ideas, agree to a plan, communicate a change, or receive a report. Organizers should communicate the meeting's priorities, objectives, and amount of time available for each topic to be discussed. 

· Presentations and Lectures

 Presenters and lecturers communicate their expertise about a particular topic by using effective verbal communication. Business professionals need to prepare adequately whether they provide instruction, describe a product to make a sale or communicate a vision or strategy.

· Workshops 

Workshop organizers direct participants' activities verbally. The facilitator ensures an enjoyable group experience by providing clear instructions. In role-playing exercises, a leader explains the rules, discusses the scenario and determines the length of time. 
· Conversation

 Two people discuss a topic in a conversation. Conversations become effective when the speaker acknowledges the sensitivity of the subject, time constraints and type of questions the receiver might ask. Successful communicators often repeat back what the other person says when conversing face-to-face.


· Non-Verbal Communication

  The art of nonverbal communication consists of sending and receiving silent messages.  
  In addition to verbal communication, gestures, body language, signs, and expressions are also used.  
When we are embarrassed, we blush or change the color of our skin as a form of non-verbal communication. What is important to consider is the extent to which we have control over the non-verbal signals we transmit. Bleeding is a voluntary act.  The smell is both attracted to and repellent.   

· Facial Expressions
Smiles, scowls, eye contact, frowns, eye rolling, and appearing bored or interested are examples of facial expressions.
   An expression can be conveyed by each element of our face.  
· Surprise
  We look surprised when we encounter something unexpected. We may also use this expression to express shock or fear.  
· Happy
 Happiness is conveyed by smiling and laughing .

· Anger
 It is common for us to become angry when we dislike something or when something unexpected hurts us or makes us sad.





· Active Listening

 Our ability to listen is often overlooked; it is not uncommon for people to hear what is being said, but hearing is a very different experience from listening. Listening is more than just hearing what others are saying; it is about taking the words in, assimilating them, and understanding them.

· Why is listening important?

Listening plays a crucial role in communication, and the difference between actively listening and passive listening can be seen across a wide range of aspects of our lives.  

· Gain a deeper understanding and appreciation of things in a social and professional setting.

· Become more adept at socializing.

· Repute more empathy for friends and family. 

· Develop stronger relationships by helping people feel valued.



· Empathetic Listening

As a general principle, clients engage with helping professionals in order to be heard, understood, and to gain a better understanding of themselves. In researching client-practitioner relationships, it has been found that empathic listening plays a key role. Define empathy as "a precise, moment-by-moment response to the client's immediate experiential field. Listening to a person who has a sense of understanding could enable a person to be more empathic to his/her own visceral experiences, as well as to vaguely felt meanings.


· Advantages and Disadvantages of Communication

For all aspects of life, communication is of paramount importance. Although communication is generally considered to be beneficial, there are also disadvantages

· Advantages of communication

· Successful completion of works
· Help to Plan
· Democratic Management 
· Implement Decisions in Time 


· Disadvantages of communication
 
· Poor planning
· Poorly worded messages
· Semantic problems
· Status differences between sender and receiver 


Conclusion

  An important contribution of communication models is to facilitate the processes of communication in an effective manner. There have been numerous studies conducted on communication models. 
Therefore, the scope of this research article is to acquire an understanding regarding communication models. 
In acquiring information regarding models of communication, individuals are capable of recognizing the methods that should be implemented to carry out communication in an efficient manner. 
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