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[bookmark: _Toc112335028]I Introduction:
Communication is the transmission of information between two or more people through messages, gestures, news, signs, written texts, and others. Communication today plays a very important role because the way you communicate shows your level of knowledge and it forms a first impression about you. The rich level of language helps to form an effective communication with good results. Having poor language and not knowing how to express your thoughts will create a bad impression on you, as a bookless person. It is important to know what language to use at work, around friends, family, and strangers or with different types of people from different backgrounds and cultures. As an example, in the case study "Barry and Communication Barriers" Barry is 27 years old and is a restaurant manager who is responsible for all employees, also responsible for food safety issues. Because the workers are of different ages and come from diverse cultural and ethnic backgrounds and English is not their first language, Barry does not know how to find a common language to talk to them and make them understand that they must follow the hygiene rules.

[bookmark: _Toc112335029]II   Models of communication
The models of communication are conceptual models used to explain the process of human communication. These are” Model of communication Shannon and Weaver, Schramm’s models and Berlo’s models.”

[bookmark: _Toc112335030]2.1Shannon Weaver
[bookmark: _Hlk108099254][bookmark: _Hlk107698684] 	Concepts in Shannon Weaver model are Sender (information source), Encoder (transmitter), Channel, Decoder(receiver), Receiver (destination) and Noise. They designed this model to make communication more effective between sender and receiver and to show how can be affecting communication by the noise and how to improve the communication. According to this model, communication has occurred when a message has been sent and received.	
There is also another aspect of that, and it is noise. This idea that noise sometimes interface with the message and people cannot understand the message, but this model of communication is not perfect and there are some limitations of this communication like: it does not really capture the face-to-face dynamics very well, not verbal communication and no feedback.
 	An example for this model can be the case study of “Maria and Pedro.” Maria called Pedro who work on a building site and told him when he will come home to get a chicken, but because of the noise on a building site he understood her that he will find her in the kitchen. This is an example how a message cannot be understood because the noise. An example from my workplace is when I cannot hear my colleague because of the noise in restaurant. One solution would be to write the message on the paper and send it or wait for the right moment to repeat once more.

[bookmark: _Toc112335031]2.2 Schramm's communication model
[bookmark: _Hlk108099327] 	“Schramm's communication model “is important to know when people are communicating with many diverse types of persons and with different level of knowledge. “Schramm’s model communication starts with the sender sending the message to the receiver; therefore, the receiver has to interpret the information in the way the sender wanted and send feedback. If he does not receive feedback then the communication was not successful and incomplete” (Management study guide,2022). Field of experience is a factor that interferes. It can also be separated by the culture or social economic status or geographic region where you might live and another, this model helps people to choose what to say when they are communicating with someone else.
 	The limitation of this model can be that it does not recognize that communication can be unequal and does not work for mass communication. 
An example for this model of communication can be the case study of the “professor and the village people”.  When the professor’s house was on fire he rushed into the village screaming ‘the edifice is being consumed by a great conflagration’ , but they ignored him because the people from the village did not understood him, but when he asked them why they did not come to help, his home was destroyed by the fire, they told him ‘why did you not just say that,  we would have helped”. That means that he needed to use simpler words to be in the same field of experience, as in the end to understand each other. 
As an example, from my workplace can be when during the meeting my manager is speaking about something what I do not know and he told me to do something, but because I am not at the same field of experience like my manager, I did not understand what I need to do. This means that the message was received but not understood. In this situation I need to ask later my manager to explain again in another words, that at the end to receive the message. 

[bookmark: _Toc112335032]2.3 Berlo’s model
 Another is Berlo’s model of communication, which have source, message, channel and receiver and for each component it has the following factors: for the sender who is the source of the message and the one encodes the message it helped these factors: communication skills, attitude, knowledge, social systems, culture. The message in the package information: factors: content, elements, treatment, structure, code. The channel is medium used to send the message: factors: hearing, seeing, touching, smelling, testing. The receiver is the person who receive and the decode the message: factors: communication skills, attitude, knowledge, social systems, culture. Each of those four components are affected by many factors. 
In this communication level we also have limitation like no feedback do not know about the effect, need people to be at the same level of communication to occur but not true and real life and does not mention barriers to communication. 
An example for this model of communication can be the case study of the “professor and the village people “when he did not receive feedback from the people in the village. An example from my workplace (restaurant) is when the supervisor told me to make a lemonade for table twenty-five, but because it was not specified what kind of lemonade and having three types I made homemade lemonade, but when she came to get it, she said she needed pink lemonade. In this case, the communication had no feedback. But to have it, she had to specify what type of lemonade I had to make.
                              
[bookmark: _Toc112335033]III Communication skills
Communication skills are very important to know because people often encounter problems in communicating with each other. Humans are sometimes misunderstood when they communicate with each other. There are three types of communication: verbal-written and spoken and non-verbal.

[bookmark: _Toc112335034]3.1Verbal communication
[bookmark: _Toc112335035]Spoken
[bookmark: _Hlk108103461]Verbal communication is used every day, only people often do not know how to speak correctly so that they are understood by others. For an effective verbal communication, it is necessary to know some qualities like clarity, empathy, sincerity and keeping eye contact. People need to speak clearly, slowly, choose the right words for ideas they try to convey, and ensure that gestures are the same as the meaning of the words. Another would be sincerity, treat people the way you want to be treated, respect. Keeping eye contact shows that you are telling the truth and what you say is important.

[bookmark: _Toc112335036]Written
Written verbal communication, must be used according to the status which individual have with the person, if there is someone he does not know, he uses formal language. Written communication is usually more formal but less effective than oral communication. It is found in e-mails, text messages, business letters, reports and more. All effective forms of written communications must have qualities such as comprehensive, accurate, appropriate, composition and clear(indeed,2022).
 
[bookmark: _Toc112335037]3.2 Non-verbal communication
[bookmark: _Hlk108103681]People also use non-verbal communication through gestures, facial expressions, hands or even the way they sit, only often what they speak is in contradiction with body language. Silence is part of non-verbal communication, which often sends a message, body language people have, space that demonstrates the desire to move away from someone they do not like, touch that represents the connection between two people and posture tells others what person think and what he feels. Appearance also matters because people make judgments about you in the way you dress and care (Quintanilla, 2020).
As an example, from the case study "A Day with the Chief" when Mark being a good computer salesman went to a meeting with Chief Executive Officer Alana Brown. Hearing many stories and rumours that she is severe and cold he was very tense and nervous but when he met her and saw that she is friendly, she smiles, asks him various questions about work he started to relax, he loosens his tie, crosses his legs, and started to tell her what he thinks ways wrong, to tell her about his supervisor's mistakes. After this behaviour she fired him, this proves that people should not forget the professional context of interviews, meeting and formal occasion and they should judge the distance of formality.

[bookmark: _Toc112335038]3.3 Listening
[bookmark: _Toc112335039]Active listening
Active listening is also part of communication skills, active listening is when the person not only listen but understand the meaning of the topic someone is talking about, draw attention to details. Try not to do other things, look on the phone, or talk to others, also not to be distracted by the noise around. 
As an example, from the case study “Max the Multitaskers” Max was supposed to organize for Tamara, her parents' 50th wedding anniversary, and they understood it in one day, but Tamara called after two weeks and said to change the anniversary to a week earlier than the scheduled date. Because Max was working alone and was too busy and at that moment, he was talking to other customers he forgot to change the date and when they left to celebrate, they saw that there was another party there. This shows that Max is not an active listening.
[bookmark: _Toc112335040]Emphatic listening
The second is emphatic listening, when you not only listen but you put yourself in that person's shoes, you try to understand how he feels, you listen patiently even if you don't agree with him. Empathy helps to form a friendly communication and connection, the tone of the voice and the expression of the face matter a lot, we must be understanding and friendly.


[bookmark: _Toc112335041]IV The Advantages and disadvantages of Modern Technology
Modern technology is now evaluating much faster than in the previous period. Now it is used more and more often and is accessible to all offering many facilities. In addition to some of its advantages, it also has disadvantages that can be dangerous if you are not careful.

[bookmark: _Toc112335042][bookmark: _Hlk109314609]4.1The Advantages of Modern Technology
[bookmark: _Toc112335043]4.1.1 Access to information
When you need to search for something on the internet, in a single click on Google and Yahoo you have access to all the information on the desired topic. It is also very useful for learning and studies.
[bookmark: _Toc112335044]4.1.2 E-Commerce 
The Internet is a platform that provides facilities for online business and marketing, where a buyer can buy a product, pay online, and deliver it to his home, thus developing online marketing.
[bookmark: _Toc112335045]4.1.3 Address Mapping
With the help of GPS technology that works through the internet, you can go to unknown places, in different countries being navigated by GPS. He works in a precise time, he informs you if there are obstacles in your way, he directs your path and takes you to the desired destination.


[bookmark: _Toc112335046]4.2 The Disadvantages of Modern Technology
[bookmark: _Toc112335047]4.2.1 Identity theft
 People access hundreds of links every day without knowing what they contain, but by accessing a single unprotected and insecure link they can lose all their personal data. Getting into the hands of thieves they can become a victim of fraud. Using their data, someone can pretend to be them, without the others knowing and causing them problems. Always having the habit of transmitting personal data online, people become vulnerable to hackers and identity thieves. (CISION PR Newswire,2022)
[bookmark: _Toc112335048]4.2.2 Cyber Bullying
With the development of modern technology began to spread on social networks and cyber bullying. Most users have started to create fake accounts, use other emails to offend someone on the net and sexual harassment. The Internet is the place where they feel anonymous and even if they act, they will not be in trouble. Sometimes they can act in groups on a victim, in such cases the victim can be psychologically affected and create trouble that can lead to suicide. (LawNow,2012)
[bookmark: _Toc112335049]4.2.3 Social interaction
Social networks have become an effective method of communication for those who are at a great distance from each other, but many prefer to communicate on the Internet rather than meet in a conversation, they are spending a lot of time on the internet, for some it even replaces real life (Duck, 2021). Consequently, it is observed how they cannot have a conversation with someone, cannot speak grammatically, or simply express their thoughts, because all they know is to write short messages on the phone. 

[bookmark: _Toc112335050]V Conclusion
To sum up, communication is an essential skill for everybody to learn. It is used in workspace, schools, even personal lives. The three communication models help identify the best approaches to different everyday conversations. The skills, either verbal, non-verbal or listening are the key to success in the workplace and more. However, technology is present in our day-to-day life, we cannot deny it, therefore we must be prudent, and use technologies to our advantage by making precautions to avoid problems in the cyber world like data leaking or identity theft. 
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