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[bookmark: _Toc120558487]1. Introduction 
Communication refers to the transfer of info from one individual to another, unrelatedly to whether it instills confidence. The receiver must be capable of understanding the information being delivered. Communication is the providing, receiving, or exchanging of ideas, knowledge, indications, or signals through suitable means to enable individuals or groups to convince, look for information, supply information, or share experiences (Wilson & Edmondson, 2018). Communication at work is essential for the reason that it boosts employee morale, commitment, efficiency, and happiness. In addition, significant is communication for ameliorating collaboration and teamwork. Efficient organizational contact eventually improves the efficiency of people, teams, and corporations. To go further, the organization will greatly benefit in the short- and long-term by having outstanding communication skills, especially if the management. An effective communicator may lead a team to accomplish more with improved returns and fewer ambiguities.  And who doesn't desire a reduction in miscommunications? The performance of the company and one professional progress as a spearhead may both be prejudiced by all of these factors.
Due to a lack of communication, employees and others may rush, feel anxious or overworked, or even lose their perception of humor. Lack of or improper communication, the best role model for personality development, causes tension and concern, which is bad for productivity. As a result, it lowers an organization's productivity.



[bookmark: _Toc120558488]2.0 Models of Communications 
[bookmark: _Toc120558489]2.1 Shannon and Weaver (1948/49)
Shannon Weaver and an electronic engineer develop a model which is known as the Shannon Weaver communication model and in 1948 the model was published in the Bell System Technical Journal (Treem, 2018). The objective of this precise framework is to advance operative communication flanked by the recipient and the sender. Similarly, they discovered noise-producing apparatuses that disturb the communication. The unique determination of the clue was to improve explicit language. Later, the telecom sector exploited it extensively. In accordance with the Shannon and Weaver Communication Model a mathematical theory of communication, the channel, the sender, the decoder, the encoder, noise, and the receiver are the six essential elements of human communication. 
[image: ]
Figure: Communication model of Shannon- Weaver
Source: (Thomas, 2017)
According to this sequential approach, a sender uses an encoder to communicate a message, which is subsequently decrypted at the recipient's end and makes logic. Conversely, sound can corrupt the information, as in the given scenario "Maria and Pedro," in which Pedro might have heard "kitchen" rather than "chicken" due to the construction site's noise. One of my coworkers at work, for instance, speaks English quite rapidly. One day, he asked me to bring a paper for him, but I brought another document instead because of a misunderstanding. By communicating properly and sticking to the main issues, one might easily avoid misunderstanding. A person may prevent misunderstandings in communication by being an engaged listener, concentrating on the important information, and confirming the essential points in writing.
[bookmark: _Toc120558490]2.2 Berlo (1964)
A person may prevent misunderstandings in communication by being an engaged listener, concentrating on the important information, and confirming the essential points in writing. The SMCR Communication Model by David Berlo exemplifies conversation in its most basic form. The acronym SMCR stands for the sender, channel, receiver, and message. The several elements that make up the fundamental method of communication are described in detail in Berlo's 1960 SMCR Communication Model (Stonish, 2021). Just because this communication method also focuses on message encoding and interpretation, it may be used to facilitate more successful communication.[image: ]
Figure: SMCR model of Communication
Source: (Stonish, 2021)
Although Berlo's SMCR model is analogous to others, like Shannon and Weaver's models, it is linear and devoid of feedback. Interference or "noise" may have been produced after the communication was broadcast (Raman & Sharma, 2019). The recipient only receives a small fraction of the message or none at all because of the noise. The same circumstances that may impact the sender also apply to the recipient. For instance, external noise might occur from background noise during a phone call, according to Shannon and Weaver's concept. Internal noise may be caused by differences between the transmitter and listener. When everyone is speaking at a comparable level, communication may take place effectively. However, that doesn't occur very frequently in real life. The basic problem with the concept is that it fails to consider how useful it is for individuals to communicate through their sixth sense.  
Due to the professor's use of sophisticated sentences in this instance, the villager was unable to comprehend the major problem. The villagers could aid him in protecting his home from fire if he uses straightforward and unambiguous communication. By communicating concisely and simply, one may easily avoid this misunderstanding. Using clear language and media might help one avoid communication misunderstandings. For instance, I asked a buddy to bring Malus pumila for me to work, but he was unsure of what to bring. When I explained, he understood and only responded, "If you just ask, I'll bring you an apple,"
[bookmark: _Toc120558491]3.0 Communication Skills 
People with effective communication skills are able to both comprehend and be perceived by others. These skills need a variety of aptitudes, such as empathy, communication, observation, and listening. These skills are essential for effective communication, fostering a positive outlook, and conveying ideas to others on a daily basis. Many people can develop in their jobs by having these qualities.
[bookmark: _Toc120558492]3.1 Verbal communication
There are essentially just two frequently used communication abilities. Active listening and effective speaking are two names for them. Three key factors that go into effective speaking are the words one chooses, the way one uses them, and the connection one makes with nonverbal cues (Michel, 2020). All of these elements have an impact on how far our message is distributed and how effectively our audience understands it. How we pick our words impacts how well we communicate. It involves the communication style one uses, while active listening deals with how attentively one listens to others. Verbal communication saves time and produces favorable results. Speaking, writing, tone, and word choice are other factors that have a significant impact on verbal communication. Regional variations between both the sender and recipient are the most frequent drawback to spoken communication. These difficulties could be brought on by the fact that their dialect and languages are different. Oral communication is further hampered by the size of the audience since the speaker could only address a small group of listeners at once (Machlum, 2018). Strong verbal communication abilities are extremely important to everyone. In both our professional and personal lives, they are quite important. Speaking with clarity, confidence, and a little pause can help us gain people's respect and cultivate a positive reputation. In important meetings, this is of utmost significance.
[bookmark: _Toc120558493]3.2 Non-Verbal 
Deprived of using words, people may prompt their attitudes, wants, needs, intentions, and thoughts over nonverbal communication. The display of emotions, the communication of interpersonal behaviors like amiability, insult, or supremacy, the regulatory oversight of influence, the control of how individuals seem to take lead to an increase in communication, and the enablement of one's speech are all important aspects of human social relationships. Numerous cognitive factors, such as attachment, cultural pressure, attractiveness, subconsciousness, deceit, and interpersonal conscience prophesies depend on nonverbal cues (Gilsdorf et al., 2021). Individual differences in the use of nonverbal behavior, the dependability of nonverbal message transmission and reception, and group differences based on demographic, cultural, and other factors have all been examined. Body language is a kind of communication in which ideas are expressed or communicated without the need for words. Examples of this kind of behavior include facial gestures, body language, mannerisms, eye contact, touching, and usage of space. Since "body posture" is most often associated with humans, it may also refer to animals. Similar is kinesics, another term for the analysis of body language. Despite the fact that body language is an essential aspect of communication, a lot of it happens subconsciously.  
[bookmark: _Toc120558494]3.3 Listening 
Listening refers to the capability to appropriately hear and understand the information in the communication procedure (Abond, 2019). Everyone must listen beforehand so they can speak visibly. Messages are readily misconstrued if one is not a good listener. As a consequence, there is a failure of communication, and the sender of the message could get irate or unhappy. Many famous companies provide their personnel with listening skills training since it is so important. This is understandable considering that having decent listening skills may lead to increased efficiency with rarer mistakes, more innovative happier customers, greater information interchange, and consequently, creative work. In order to listen effectively, one must be aware of the message being sent, how it is being carried, and also the speaker's utilization of language, tone, and body posture. Being cognizant of both nonverbal and verbal clues are required. How effectively a person could listen will be subject to how great of this information they are able to notice and understand. Listening is not a passive activity. Each participant in the audience should engage in the process at a minimum as enthusiastically as the speaker does.
[bookmark: _Toc120558495]3.4 Empathetic listening
To understand somebody more meticulously on an emotional and intellectual dimension, empathic listening integrates vigorous listening ability, feeling introspection, and an enquiring technique (Charles, 2018). Simply said, if one wishes to be an empathetic listener, one must purposefully demonstrate care and concern for the other as they offer their thoughts or opinions. Offering the narrator this support as a listener makes them feel encouraged and motivates us to respond more authentically.

[bookmark: _Toc120558496]4.0 Technology's Limitations and Benefits for Communication
[bookmark: _Toc120558497]Advantages of Technology on Communication
Human lives depend on communication, which may be enhanced by technology. There are several benefits to technology that can improve the effectiveness and efficiency of communication. Among the benefits of technology for communication are:
People can now converse across great distances thanks to technology. They can speak with individuals from all over the world thanks to it, which is similar to a universal language. When one doesn't have to go to any place to talk to anyone, communication becomes simpler. Today's workplace uses technology more frequently. Whether they are nearby or on the other side of the planet, it enables us to communicate with individuals everywhere. Wires and cables are becoming less and less useful as technology advances (Stonish, 2021). Everyone wants to get rid of wires and cords from the office. As a result, many individuals will decide to communicate through technology. Technology allows for wire- and cable-free communication.
Communication is now more effective and efficient thanks to technology. We can now communicate more quickly and easily, which enables us to take choices more quickly. Technology improves the security of communication. It makes communication more secure by removing the possibility of being spied on or overheard by others. Technology today is more trustworthy than ever. Communication is now more dependable than ever since it may be utilized in perilous circumstances and yet function well (Michel, 2020). Technology has made communication easier and faster, which is a huge advantage. It enables users to converse with others while saving time and money. Technology has sped up and simplified communication.


[bookmark: _Toc120558498]Disadvantages of Technology on Communication
One of the many advantages of know-how is that it makes communication simpler. However, several issues could make it difficult for people to communicate well. However, there are drawbacks to technology that might affect how well individuals interact.
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Figure: Disadvantages of technology in communication
Source: (Raman & Sharma, 2019)
Privacy 
The loss of privacy in modern communication technologies is one of its most glaring drawbacks. The typical mobile phone functions as a two-way microphone, camera, and tracking device. Anyone may be tracked down with just their phone's GPS tracking capability today.
Make More Distractions
The use of technology keeps individuals preoccupied and prevents them from being aware of their surroundings. Technology has become the center of our life, leaving little room for anything else (Treem, 2018). When all one has time for is an online conversation, phone games, or email catch-up, it is difficult to listen, respond, and communicate with others.
Lose the Art of Conversation
Due to technology, the discussion has been neglected in the culture. Face-to-face conversations behind a chair's back are no longer the primary method of communication education. All one need now is a phone call, or a text message may serve the same purpose just well.
Increased Stress
People are today busier than they were ten or even five years ago because of technology. It is difficult to avoid feeling stressed out since there is so much more information arriving at us, so many more messages to read, and so many more people to contact (Machlum, 2018). 
[bookmark: _Hlk120555989]Socially Awkward
The prevalence and accessibility of mobile devices and other technology have raised people's levels of social discomfort (Abond, 2019). When they might be looking at each other and devoting attention to their surroundings, people are now continually staring down at their cell phones.

[bookmark: _Toc120558499]
5. Conclusion
Communication is the exchange, expression, or dissemination of ideas and information through spoken, written, and gestures. As in the instance of Maria and Pedro, miscommunications on the job can lead to a variety of issues. It's important to communicate clearly and effectively to prevent misunderstandings. There are verbal and nonverbal communication methods, including appropriate word choice, speaking, writing, tone, and notch all contribute to improved business communication. Several communication models explain communication and the effects of communication when noise and other conditions are present. Modern technology plays a significant role in communication, speeding up and simplifying it.
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