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[bookmark: _Toc133449468]Introduction 
Teamwork and open lines of communication are crucial to the success of any business. When everyone on the team pulls together, they can accomplish a lot more than they could on their own. It is essential for the team to communicate with one another so that everyone is on the same page and can work together effectively (DeVito, 2019). Team members are able to provide and receive criticism, contribute new ideas, and resolve disputes when they are able to speak openly and honestly with one another. The success of every organization is directly proportional to the quality of its cooperation and communication. Team members may keep their relationships good by working together towards mutual goals, exchanging ideas, and offering constructive criticism (McKay et al., 2009). Because of this, productivity, motivation, and engagement all rise, leading to greater outcomes. Therefore, businesses need to train their employees to work together effectively through improved communication and teamwork. When people work together effectively, they are able to rely on one another's skills and knowledge to generate novel ideas and approaches to old issues. This report will discuss the models of communication and communication skills in detail using theories.
[bookmark: _Toc133449469]Models of Communication
[bookmark: _Toc133449470]Shannon and Weaver (1948/49)
The Shannon–Weaver model was created to improve information transfer between a sender and a receiver by locating and eliminating sources of interference, or noise (Al-Fedaghi, 2012). Although the concept was developed for technical writing, it has subsequently been widely used in other types of communication as well. Several factors are crucial to the concept, such as where the data came from, how it was transmitted, and where it ultimately ended up. The weight of encoding the data into a form appropriate for transmission by a chosen channel is with the sender of the message. During transmission, the message may be altered or distorted due to factors such as the channel's characteristics and any noise that may be present. The message's intended recipient must reverse-engineer the encoding into its initial state before grasping its significance. The model further highlights the significance of feedback-inefficient communication, as it allows the sender to evaluate the impact of their message as well as make any required revisions (Businesstopia, 2018). The model also takes into account the impact of contextual elements like culture and society on communication.
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Figure – 1: Shannon and Weaver Model. (Businesstopia, 2018)
Maria told Pedro to bring up a chicken for her, but Pedro thought she was calling him, so he walked into the kitchen. Considering Pedro's profession, it's likely that the noises from the building site drowned out Maria's words. The result was a distorted view. It's possible that getting some fresh perspectives will help avoid this kind of misunderstanding. If Maria had been aware of Pedro's predicament, she may have asked if he had gotten the message. The more information she has, the more accurately she can convey the idea. Once, at work, I asked a coworker, "Can you give coffee to the man?''. A street band was playing music outside so there was a lot of noise, so I was overheard asking a coworker, "Can you give a toffee to the man?’’.
[bookmark: _Toc133449471]Schramm (1954)
In order to effectively convey information from one party to another, this model of communication highlights the role of encoding and decoding. In this framework, data is useless until it can be properly expressed in words and shared with others (Elleström, 2018). The process of encoding is crucial because it transforms intangible thoughts into tangible signals that can be comprehended by the recipient. The responsibility is on the recipient to decipher the message and grasp the sender's meaning after they have received it. To ensure that information is transmitted properly and clearly, encoding and decoding are fundamental building blocks of every communication system.  Schramm's model emphasizes the interactive character of communication, for both the sender and the receiver actively participate in the encoding and decoding processes, in contrast to the linear model presented by Shannon and Weaver. According to Schramm, the key to effective two-way communication is a two-way feedback loop in which the recipient confirms that they have comprehended the message (Biznews, 2021). This approach can assist to foster more effective and efficient transmissions of information in a variety of circumstances by highlighting the collaborative aspect of communication including the need for feedback.
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Figure – 2: Schramm Model. (Biznews, 2021)
Due to the numerous distractions, Pedro may have missed it the first time. That's why he must have double-checked his information by asking again.  By double-checking, we can make sure there is no room for confusion. Repeatedly asking identical questions can break down any barriers, even if the person being questioned is still puzzled. A coworker extended an invitation to another to accompany him for tea outing. However, instead of replying, the coworker continued to gaze back blankly. As a result, the first coworker was left feeling confused and doubtful about whether or not the invitation had been accepted.
[bookmark: _Toc133449472]Berlo (1964)
In 1960, communication theorist David Berlo proposed the SMCR model to explain the components of conversation. Berlo's model, in contrast to Shannon's and Weaver's, assumes a one-way or linear flow of information (Narula, 2006). A model's four essential parts are the origin, the message, the channel, and the destination. The message is that which is being transmitted, whereas the origin is the individual or thing that first makes contact. The channel is the method by which the information is communicated, be it verbally, in writing, or visually. Last but not least, the receiver is the one who really reads and understands the message. The SMCR model proposed by Berlo states that for communication to be successful, both sender, as well as the receiver, must be in agreement (Businesstopia, 2018). Both the sender and the receiver need to have good communication skills in order for the message to be received and understood. Communication is effective when both parties feel heard and understood. Berlo also stressed the need for the sender as well as the receiver to have complementary skill sets. If the sender takes the time to consider their target and adjusts their message accordingly, they will have a far better chance of being heard.
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Figure – 3: Berlo Model. (Businesstopia, 2018)
The villagers would have grasped the professor's unsafe predicament if he had just spoken more plainly. Because he utilized terminology that was not common where he was from, he had to lose his house. A lot of people from different parts of Europe who are not proficient in English work where my friend does. Regardless, the manager still gives the daily task guidance every day, and he does it with speed and fluency. Unfortunately, certain staff members' weak English ability makes it difficult for them to understand the message. Therefore, more time is needed for them to absorb and make sense of the briefing. 
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[bookmark: _Toc133449474]Verbal 
Success in any activity requires the development of strong verbal communication skills. Effective communication is the capacity to express oneself verbally. Clear expression, assured delivery, and the ability to employ appropriate pitch and volume to convey varied emotions and ideas are all essential components of effective verbal communication (Ben-Nun, 2015). Possessing a large vocabulary is also essential for successful verbal interaction. The audience's interpretation of one's message is strongly influenced by the words used. Successful communicators are able to articulate their thoughts clearly and concisely by using the most appropriate words and phrases. Effective communicators are aware of the significance of both verbal and nonverbal clues. Even without words, meaning and emotion may be conveyed through nonverbal clues including gestures, expressions, and body language. The ability to read and respond to nonverbal clues is a hallmark of effective communicators, and they use this knowledge to their advantage. Verbal communication is essential in all aspects of life, from personal connections to professional dealings. It allows people to persuade others of their points of view, establish meaningful connections with others based on mutual regard, and effect good change.
[bookmark: _Toc133449475]Non-verbal
Movements of the body, emotions of the face, and other forms of gestural communication are all examples of nonverbal communication. It's an essential part of interacting with other people since it allows for more complex and delicate expressions of emotion and cognition. A person's goals, feelings, and personality may frequently be deduced from their nonverbal signs, which can be either conscious or unconscious. Posture and body position, for instance, can reflect assurance, uncertainty, or power dynamics, just as eye contact, as well as facial emotions, might. A person's expertise, authority, and trustworthiness may be greatly affected by their nonverbal indications in a professional situation (Phutela, 2015). The ability to communicate effectively through nonverbal cues is so crucial for personal and professional success. Some ways to demonstrate assurance and competence via body language include making and keeping eye contact and utilizing suitable facial expressions. 
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Successful communication in every context requires the development of listening skills. It's a crucial ability for forming meaningful relationships with other people. Communication is a two-way street, and in order to be successful on both ends, active listening is essential. Active listening is the kind of listening in which the listener is involved in the discourse alongside the speaker (Downs, 2008). If one wants to be an active listener, one needs to let the speaker know both verbally and nonverbally that one is paying attention to what they're saying. Among these techniques is the use of clarifying questions and comments to demonstrate comprehension and a level of active listening. The capacity to listen attentively depends on there being no interruptions. Distractions can originate from the outside, in the form of background noise, or from within, in the form of preconceived notions or prejudices. Pay close attention to the speaker's phrases and voice if one wants to get what they're trying to say through. Having the ability to listen attentively is a vital skill for both personal and professional success. Active listening is essential in personal interactions because it helps form meaningful bonds with others. The connection between two people can grow stronger and more peaceful when one person actively listens to the other's worries. Active listening abilities are crucial in the workplace for developing relationships with coworkers and clients, increasing levels of understanding as well as respect, and boosting efficiency (Downs, 2008). 
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The Shannon and Weaver model provides an all-encompassing framework for analyzing the many facets of communication and pinpointing any possible roadblocks. The model's ability to overcome these obstacles means it can improve communication in a variety of settings. Encoding and decoding are crucial steps in any communication process, and the Schramm model gives a thorough framework for understanding their significance. This approach may assist to improve communication in a variety of settings by highlighting the two-way nature of the conversation and the value of receiving and providing responses to questions, comments, and other forms of input. The SMCR model gives a thorough overview of the crucial parts of every communication process. In order to improve communication and reach their goals, people and businesses can use this model, which places emphasis on the sender, the message, the channel, and the recipient. Successful people have strong verbal communication skills, which aid them in many aspects of their lives. In both personal and professional contexts, the ability to articulate one's thoughts clearly and concisely is essential. Those who work on their nonverbal communication abilities are better able to connect with people and get their message through. Mutual comprehension and the avoidance of misunderstandings are all aided by attentive listening. It's a vital talent that may help one succeed in both personal and professional life.
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