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Introduction:
In this report, I will illustrate my grasp of the communication models, communication skills, and the advantages and disadvantages of communication technologies addressed in class, as well as refer to any case studies completed to demonstrate how this benefited my comprehension. In addition, I will provide examples of bad communication in my workplace and recommend methods for improving it.

Models of Communication:
Shannon and Weaver (1948/49)
The Shannon and Weaver communication model is a mathematical theory created in the 1940s. It is also known as the Communication Transmission Model. The model is made up of five fundamental components: a sender, an encoder, a channel, a decoder, and a receiver. The sender generates the message, the encoder converts it to code, the channel is the medium via which the message is conveyed, the decoder interprets the code, and the receiver receives the message. The model also accounts for noise, which might interfere with message delivery. Although the Shannon and Weaver model has been criticised for being overly simplistic and failing to account for the complexities of communication, it remains an important theoretical framework for understanding communication. For example, assume you want to send a message to a friend via text message. You compose the message (sender), write it on your phone (encoder), then transmit it via the internet (channel). Your friend receives the message (receiver) and reads it (decoder) on their phone. However, due to a poor internet connection (noise), the message may not be received clearly. In this case, the Shannon and Weaver communication model may be used to describe how the message was sent from you to your friend.
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Schramm (1954)
The Schramm communication model is a circular paradigm that emphasises communication's participatory character. Wilbur Schramm created it in the 1950s as an alternative to the dominant linear communication paradigms at the time. The source, message, and receiver are the three components of the Schramm model. The source is the one who generates the message, and the message is the information being delivered. The individual who gets the communication is referred to as the receiver. A two-way procedure in which the sender and receiver alternate sending and receiving messages. The model also considers feedback, which is the receiver's reaction to the message. Feedback is an essential component of the Schramm model since it allows the sender to modify their message in response to the receiver's reaction. The model also considers context, which is the setting in which the communication occurs. This includes aspects such as the physical environment, the individuals' cultural backgrounds, and the social conventions that govern communication. A discussion between two people is an example of the Schramm model of communication. One person is the sender and the other is the one who receives it in this scenario. The sender composes a message and delivers it to the receiver, who receives it and responds to the sender. Feedback might take the form of verbal or nonverbal indications such nodding, smiling, or asking a question. The sender might alter their message based on the comments to better explain their intended intention. For example, if the sender tells a joke but the recipient does not laugh, the receiver's lack of laughing might be seen as feedback. The sender may then modify their message by delivering a different joke or adjusting the delivery of the original joke to make it more humorous. The context of the message is also significant during the dialogue. This includes aspects such as the physical environment, the individuals' cultural backgrounds, and the social conventions that govern communication. If the conversation is taking place in a noisy bar, for example, the participants may need to talk louder or lean in closer to hear each other. 
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Berlo (1964)
The Berlo structure of Communication was created in 1964 by David Berlo as a communication model. The model is founded on the notion that communication is a complicated and dynamic process with several components. The source, message, channel, and receiver are the four essential components of the Berlo Model. The person or thing that begins the communication is referred to as the source. This might be a person, a group, or a company. The message, or information being sent, is created by the source. The message might be verbal, written, or nonverbal in nature. The medium over which the communication is transmitted is referred to as the channel. This might be a verbal exchange, a phone call, an email, or a social media post. The channel used can have a big influence on how the message is perceived. The person or entity that receives the communication is referred to as the receiver. The message is interpreted by the recipient depending on their own experiences, attitudes, and beliefs. The receiver may also offer feedback to the source, which can aid in communication improvement. The Berlo Model also emphasises the significance of noise in communication. Physical distractions, psychological impediments, and semantic challenges are all examples of noise. These types of noise can obstruct communication and make it more difficult to understand the message. Overall, the Berlo Model provides an effective framework for comprehending the communication process and the elements that drive it. Communicators may enhance their capacity to communicate effectively and minimise misconceptions by considering the source, message, channel, receiver, and feedback. Example:
Source: A teacher
Message: The teacher creates a message to teach their students about the solar system. The message includes information about the planets, their orbits, and their characteristics.
Channel: The teacher decides to use a PowerPoint presentation to deliver the message. They use images and diagrams to help the students visualize the information.
Receiver: The students listen to the teacher's presentation and take notes. They ask questions to clarify their understanding of the material.
Feedback: The teacher asks the students to complete a quiz at the end of the presentation to assess their understanding of the material. Based on the results of the quiz, the teacher provides additional instruction and resources to help students who need extra support.
Noise: The students may have experienced noise during the communication process, such as distractions from other students or external sources. However, the teacher's use of visual aids and interactive components helped to minimize the impact of noise on the communication process.
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Communication Skills:
Verbal
Verbal communication skills are an essential part of human interaction. They enable us to express our thoughts, feelings, and ideas effectively through spoken words. Good verbal communication involves not only choosing the right words but also using the right tone, pitch, volume, and pace to convey your message in a way that is easily understood by others. Effective verbal communication also requires active listening, which means paying close attention to what the other person is saying and responding appropriately. This involves asking questions, clarifying misunderstandings, and acknowledging the other person's perspective. In personal relationships, good verbal communication skills are essential for building trust, resolving conflicts, and maintaining strong connections. For example, being able to express your feelings clearly and honestly can help you build a deeper emotional bond with your partner, while active listening can help you understand their needs and concerns. In professional settings, good verbal communication skills are equally important. They can help you build rapport with colleagues, negotiate effectively, and persuade others to see your point of view. Effective verbal communication can also help you avoid misunderstandings and resolve conflicts more quickly and efficiently. An example of a verbal communication skill is active listening. This involves paying close attention to what the other person is saying and responding appropriately. For example, if you're having a conversation with someone and they express a concern or a problem, you might respond by saying "I hear what you're saying, and I can understand why you feel that way." This response shows that you are actively listening and acknowledging the other person's perspective, which can help build trust and understanding in the relationship. By practicing active listening, you can improve your verbal communication skills and become a more effective communicator. Overall, good verbal communication skills are essential for success in both personal and professional settings. By learning to express yourself clearly and listen actively, you can build stronger relationships, achieve your goals, and live a more fulfilling life.


Non-Verbal
Nonverbal communication skills refer to the use of body language, facial expressions, gestures, and other nonverbal cues to convey meaning and emotion. Nonverbal communication often works in tandem with verbal communication to help people understand each other more fully. An example of a nonverbal communication skill is maintaining eye contact during a conversation. This can show the other person that you are engaged and interested in what they are saying. Similarly, nodding your head or using facial expressions such as smiling, or frowning can also convey your emotions and help the other person understand how you are feeling. Other examples of nonverbal communication skills include using appropriate hand gestures, maintaining an open posture, and using appropriate facial expressions to match the tone of your message. Nonverbal communication skills can be particularly important in situations where verbal communication may be difficult or impossible, such as in cross-cultural settings or when communicating with people who are deaf or hard of hearing. By learning to read and use nonverbal cues effectively, you can become a more effective communicator and build stronger relationships with others.



Listening 
 Listening communication skills refer to the ability to actively listen to what others are saying, understand their perspective, and respond appropriately. Listening is an essential part of effective communication, and it involves more than just hearing what someone is saying. It also involves paying attention to nonverbal cues, such as body language and tone of voice, and using active listening techniques to show that you are engaged and interested in what the other person is saying. An example of a listening communication skill is paraphrasing. This involves repeating back what the other person has said in your own words to show that you have understood their message. For example, if someone says "I'm feeling really overwhelmed at work right now," you might respond by saying "So you're feeling stressed out because you have a lot on your plate?" This response shows that you are actively listening and trying to understand the other person's perspective. Another example of a listening communication skill is asking open-ended questions. These are questions that require more than a simple yes or no answer and can help encourage the other person to share more information. For example, you might ask "Can you tell me more about what's been going on at work?" or "How have you been feeling lately?" By asking open-ended questions, you can show the other person that you are interested in their perspective and willing to listen to what they have to say.


Communication Technology:
Communication technology refers to the tools, systems, and platforms that people use to communicate with each other over distance or time. Communication technology has evolved rapidly in recent years, and it now encompasses a wide range of devices and applications that allow people to communicate in real-time, share information, and collaborate on projects from anywhere in the world. Examples of communication technology include email, instant messaging, video conferencing, social media, and collaborative software tools like Google Docs or Microsoft Teams. These technologies have revolutionized the way people communicate and work together, making it easier than ever to stay connected and collaborate with others regardless of location or time zone. Communication technology has also had a major impact on business, education, and healthcare. For example, telemedicine allows doctors to diagnose and treat patients remotely, while online learning platforms make education more accessible and flexible. In the business world, communication technology has made it possible for remote teams to work together seamlessly, and for businesses to reach customers and clients all over the world.



Advantages 
One of the biggest advantages of communication technology is the ability to collaborate with others on projects, whether it's for school, work, or personal projects. With tools like video conferencing, instant messaging, and collaborative software, people can work together in real-time, share information and ideas, and collaborate on projects from anywhere in the world. Another advantage of communication technology is the access to information it provides. With the internet, people can access a wealth of information on any topic imaginable, from news and current events to educational resources and research. This can be particularly helpful for students and professionals who need to stay up to date on the latest developments in their field. Communication technology also makes it easier than ever to stay in touch with friends and family, regardless of distance. Social media platforms like Facebook, Twitter, and Instagram allow people to share updates, photos, and videos with their loved ones, and instant messaging apps like WhatsApp and iMessage make it easy to stay connected in real-time.

     

Disadvantages
Although digital technology has numerous advantages, it also has certain disadvantages. Perhaps you've had the desire to "unplug" from your gadgets, email, and social media. The internet, smart devices, and social media can all lead to information overload, low productivity, job diversions, and misunderstandings among co-workers. Understanding these hazards and finding techniques to avoid them, on the other hand, will keep you productive and happy when utilising communication technology. Disadvantages of new technology include dependence on technology, social isolation, information overload, health risks, security risks etc.  Overall, while communication technology has many advantages, it's important to use it wisely and in moderation to avoid these potential disadvantages.






Conclusion:
The employment of any communication model is not a solution to the needs of organisational communication. Proper understanding and implementation help any communication model that a firm selects to adopt succeed. Furthermore, the organisational model is important in determining the model's performance. In other words, organisations should select communication models that are compatible with their organisational model. As a result of this understanding, businesses must employ models interchangeably to prosper. Using diverse models allows management to choose the best communication model for a certain organisation, and by using the best model, the organisation will achieve its goals.
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