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[bookmark: _Toc86328812]1. Introduction
Communication is the process where the exchange of words, feelings, gestures, etc. happens in a written, verbal, non-verbal manner (McQuail, 2017). It is highly important in every aspect of our life as it fulfils the purpose of expressing and undertaking each other (McLuhan and McLuhan, 2011). Good communication skill is crucial or else many complications may arise such as misunderstandings, conflicts, difficulty in adjustment, damage in the relationship and many other things (Cobley and Schulz, 2013). Such issues primarily occur due to some barriers such as physical, cultural, language, perceptual, interpersonal, etc. Therefore, it is important to know the types of communication, how to manage them and avoiding the barriers to ensure successful and effective communication. 


[bookmark: _Toc86328813]2. Models of communication
Communication is a systematic process which is consisting of different elements and a proper structure. Over the centuries, many specialists have been researching the nature of communication and developed many models which have proved the understanding of how communication takes place. Even though each model has different characteristics, still all of them describe how successful communication takes place. Lower we have some of the major models of communication explained. 
[bookmark: _Toc86328814]2.1 Shannon and Weaver 
According to Shannon and Weaver’s model of communication, there are five key elements that describe the process of communication, sender, encoder, channel, decoder, and receiver (Capes, 2013). This model highlight  the importance of encoding and decoding the message by the sender and the receiver for successful communication. Shannon and Weaver’s model is also the first to highlight that how a communication process might get disrupted or create miscommunication due to noise or similar other kinds of disruptions (Christians and Nordenstreng, 2014). Moreover, it did not identify the importance of feedback which clarifies that the message reached the receiver the way it was intended to be. As a result, proper communication does not take place between the sender and receiver as the message gets manipulated.
For instance, from the case study of Maria and Pedro, a better understanding of the main theme of this communication model could be achieved. In that case scenario, Maria and Pedro are husband and wife and Pedro works in a building or construction site. One day, when Pedro was in his workstation, Maria called and asked Pedro if he could get her a chicken on the way home and Pedro said yes. However, after getting home, Pedro went to the kitchen and called for Maria and found ger in the sitting room. When Maria asked where the chicken is, Pedro understood the miscommunication and told that he heard Maria saying that she wanted Pedro to come home and meet her in the kitchen. It seems that, due to the excessive noise in the building site, Pedro could not understand the message of Maria properly and the communication process got disrupted which sets with the theory of Shannon and Weaver’s communication model. 
[bookmark: _Toc86328815]2.2 Schramm
Schramm’s model of communication has suggested that the communication process needs to be equal and corresponding (Chen, 2021). Indeed, all the major five elements of communication would be present, but here both the sender and the receiver would be considered as equal, meaning both have to participate in encoding and decoding the transmitted message to turn it a two-way process and make the communication successful (Frerking, 2013). This model puts emphasise immediate feedback from the receiver which could reduce the impact of physical noise disrupting the noise. 
One example could be from my workplace, where one of my colleagues asked another employee whether she has completed her tasks for the team project. It was during the lunch hour in the cafeteria and that team mate did not respond to my colleague and went in another direction. It indicates an unsuccessful communication according to Schramm’s model, because it was not clear whether the message from the colleague was decoded by his team mate or not, because she did not respond. During the lunch hour, there was already lots of noise, and it was unclear to the sender that whether the receiver has heard the message, or it got disrupted by the physical noise. But if that teammate had have responded and said that she had or had not completed the tasks, which is feedback, then the communication would have been successful as then the sender would have known that the message was properly delivered, and further communication might have taken place. 
[bookmark: _Toc86328816]2.3 Berlo
Berol’s communication model is also known as the S-M-C-R model which indicates four elements of communication, source, message, channel and receiver. Contrary to the basic concept of communication where the speaker is put in the central position, this model focuses on the emotional context of the message being delivered (Ibekwe and Dousa, 2015). Here, the source is from the person the message is being delivered and it gets affected by the attitude, knowledge, culture, communication skills, etc. Then is the Message, which is then converted spoken or written words from the source, which is influenced by the content, element, structure, code, etc. The next one is the channel which is the medium that flows the message from the sender to the receiver. Finally, the receiver, who needs to consider all these factors and the influences for successfully decoding the message (Rand, 2012). 
For instance, even though a tutor is teaching his students with all the right information and but if he talks in a very low voice, the medium which is the hearing would not help to reach the receiver with the actual meaning of the message. Similarly, if a client tells a salesperson, “Let’s talk tomorrow” but does not express that whether it is a suggestion or asking us a question to respond, it will be difficult to understand the context of the message by the salesperson (Capes, 2013). If it is a suggestion, it is important for the client to ensure that the tone is expressing that context. Similarly, it is equally important for the salesperson who is the receiver to understand the tone and respond accordingly. This is how importance on emotions and contexts are considered to be important for successful communication according to this model. 
[bookmark: _Toc86328817]3. Communication Skills
Communication skills are important for both conveying and receiving the message. Without the proper skills, it could turn a communication process into a disaster. Those skills are explained below. 
[bookmark: _Toc86328818]3.1 Verbal Communication
Verbal communication is the process through which words are used, either in a spoken or written format, to deliver the message (Rocci and de Saussure, 2016). This is the most common form of communication which needs to be performed by people almost every moment. Even though it might seem that words are easy to express, but that is not true in every circumstance (Key, 2011). The words of one person might not seem meaningful to the other, even though the message is in the correct format. But for the lack of understanding from the perspective of the receiver, it indicates a weakness in the communication skill of the sender. 
One such example could be presented from the case study of “The professor and the village people”. In that case scenario, there was a professor who used to live near a village but did not ever try to communicate with the village people as he had nothing common with them since the village people were not educated much and did only manual jobs. But one day, the house of the professor caught fire, and he rushed to the village and started screaming, “the edifice is being consumed by a great conflagration”. He screamed the words multiple times, but no one helped him Eventually, his house got destroyed and in the next mooring he asked the villagers that why they did not help him. Then the villager said that why the professor did not just say that his house was on fire. This case study shows that the professor did not have good verbal communication skills as he did not know the best way to convey the message which is understandable by the villagers and the purpose of communication failed (Liu, 2016).  
[bookmark: _Toc86328819]3.2 Non-verbal Communication
Non-verbal communication is the process of transmitting messages through body language, eye contact, facial expressions, etc. (Westland, 2015). These are very important while communicating with people as create the impression to the other side. Because a person cannot maintain the same body language, which is permissible while talking to a close friend, while he/she is dealing with a client (Aakash, 2010). There are certain rules which need to be understood by both common sense and practice while conveying the messages through non-verbal communication.
For instance, if the case study of “The day with the chief” is seen then the concept will be cleared. The case scenario represents Mark who is a salesperson working in London. He was rewarded to meet the CEO in California. But Mark was very nervous as he heard that the CEO is very strict and rude. So, when he met with the CEO his mouth was dry and he was trembling with nervousness and fear. But the CEO did not show any signs of being rude or strict. Instead, she welcomed Mark with a warm and polite gesture and helped him to be comfortable and calm, and asked him about his work. Soon, Mark felt relaxed. But instead of answering the questions asked by the CEO, he loosened his tie, crossed his legs, and started to speak that what he thinks is wrong with his supervisor and similar other things. After his action, he was soon made to leave the office by the CEO’s secretary. Here, Mark made a tribble mistake with his non-verbal communication. He should have understood that he is talking with the CEO, and no matter how much she is helping Mark to feel comfortable, he should have maintained professionalism. His sudden change of body gesture was completely inappropriate given the context which indicates Mark’s lack of non-verbal communication skills (Schumacher et al., 2020).
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3.3 Listening 
Listening is a crucial indicator of having good communication skills. It shows the effort from the opposite person that he/she is listening to what is being said which makes the speaker satisfied (Leong, 2011). Also, a person with good listening skills rarely misses any information discussed during the meeting and tends to work perfectly as it was asked. Listening generally could be of two types. One is active listening where the listener pays complete attention to what is being said and does not get diverted by other activities. Another one is emphatic listening, where the listener focuses on the emotion of the speaker’s words and puts himself in the speaker’s shoes to understand the context of the message (Juariqui, 2021).
An example of a good listening skill could be understood by the case study of “Max the multitasker”. Max is an event planner, but he does not have a secretary and does everything on his own. One day one of her old clients Tamara booked him for an event. But a few days later she called Max and told him to reschedule the event. At that time, Max was on another phone call, talking to another client. At the rescheduled date, Tamara and the guest reached the venue and discovered that Max did not arrange the event for them there. Later, Max apologised by saying that he forgot to write the rescheduled fate on the diary as he got distracted by the other phone call, but the damage was done already. Here, the lack of active listening skills Max is shown which created a big issue. 


[bookmark: _Toc86328821]4. Conclusion
In this work , the various factors of communication have been explained. The different models of communication and what core message those models hold were explained through different examples. Similarly, the importance and the concept of having good communication skills were discussed as well. All these things have clarified how a person should communicate, what process needs to be followed, what factors need to be considered and how to avoid poor communication and successfully deliver the message. 
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