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[bookmark: _Toc68628885]Introduction
Communication can be defined as the process through which an individual can convert their thoughts or feelings to another individual effectively (Suarta et al. 2017). Communication can be performed by using verbal as well as non-verbal methods. In modern times, communication among multiple people can also be done effectively through the use of technology. Proper communication is essential in a workplace as it allows the employees to gain proper knowledge about the visions and goals of the company and their leader. Poor communication can hamper the overall work environment and lead to failure in the achievement of goals. Different barriers can affect proper communication in the workplace. This study aims to discuss different types of communication models to gain proper knowledge about the effective use of communication.
[bookmark: _Toc68628886]Models of Communication
[bookmark: _Toc68628887]Shannon and Weaver
This model of communication was created by Claude Shannon, a mathematician, and Warren Weaver, a scientist. The model was created in the year of 1948. This model of communication is known as the mother of all models to this date (Miazga and Królikowska, 2020). The model is adopted among different departments of social science like psychology and communication sciences. The formation of this model led to the development of many other models concerning communication (Al-Fedaghi, 2020).
In their model, Shannon and Weaver have mentioned different components that are involved in the procession of transmission of a message or proper communication. Proper communication can be performed if the functions of the individual elements mentioned in the model are maintained. The Shannon and Weaver model is a linear one that consists of six elements. The six elements in the Shannon and Weaver model are briefly described as follows. The first element in the linear model is the sender. The sender is the person who initially starts the process of communication. The sender can transfer information through various methods like verbal as well as non-verbal methods. The next element in this model is the encoder or transmitter. The transmitter or encoder is the machine through which inputs provided by the sender are transmitted so that the signals could be received by the receiver. The next element in the model is the channel. The role of a channel in this model is to process information gained from the sender and transmitter and transfer it to the decoder and receiver. In the next step of the model, noise is present. Noise is portrayed as the interruption that can be caused between the sender and receiver, which can lead to improper communication between them. The decoder is the opposite of an encoder. It is the machine that receives information from the channel and decodes it to supply it to the receiver. The final element in the model is the receiver, who is the person who receives the original message sent by the sender.
In the Shannon and Weaver model, the only interruption that can occur in the process is the inclusion of the noise. Hence, according to the model, the removal of noise can result in the formation of an effective communication channel.
In the case of Maria and Pedro, Maria is the sender. They are having a conversation through the telephone, hence the telephone is the channel, and Pedro is the receiver. The telephone Maria helps in the transmission of her message, so it is the encoder, and the telephone used by Pedro is the decoder. The sounds from the work site of Pedro as well as the kitchen of Maria is the element of sound in this case.
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Fig: Shannon and Weaver’s model of communication
(Source: communicationtheory.org, 2020)
[bookmark: _Toc68628888]Schramm
Wilbur Schramm proposed his model of communication in 1954 (Umeozor, 2020). Schramm's model of communication is cyclical. The model is represented by a circle. This model consists of three elements (Huynh, 2020). The receiver receives a message sent by the sender. Then the receiver sends a message which is received by the initial sender. The sender and receiver engage in the process of communication simultaneously. Hence, in this model, there is no mention of a sender or a receiver. This is because Schramm believed that the process of communication could not be performed efficiently if the sender does not receive a message back from the receiver. 
In his model, Schramm also establishes the importance of encoder and decoder for successful communication between two people. This model states that for proper communication, a message has to be encoded properly by the sender and decoded properly by the receiver (John, Brooks, and Schriever, 2019). The encoder, in this model, is the person or object through which the message originates, and the decoder is the object or person who receives the message. The interpreter in this model is the person or object between the encoder and decoder that tries to perceive the message. This model is important as it mentions communication to be circular and also includes the concept of feedback. In this model, interference can be avoided with the proper functioning of the encoder and decoder.
In the case of Maria and Pedro, it can be noticed that Pedro misinterprets the message from Maria due to the presence of noise in the environment. By the use of feedback from Pedro, proper communication could have been performed.
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Fig: Schramm’s model of communication
(Source: communicationtheory.org, 2016)
[bookmark: _Toc68628889]Berlo
This model of communication was developed by David Berlo in 1960. Berlo, in this model, describes the process of communication in a simple form. In this model, Berlo focuses on external noise as well as internal noise as the aspects that can lead to improper communication among individuals. Berlo’s model is also known as the SMCR model because of the elements present in it, namely source, message, channel, and receiver (Muyanga and Phiri, 2020). Source in this model is the person or object through which a message first originates. Berlo states that the source of the message also has the presence of other elements like attitude, culture, and knowledge (Utami, 2020). The message in this model is the original information that is transferred from the sender to the receiver. According to this model, the message has elements like content, structure, and treatment. The channel in Berlo’s model refers to the medium through which the message is transferred. The last part of the model consists of the receiver.
In his theory, Berlo states that several internal factors might cause an interruption in the process of communication. Some of them are briefly described as follows.
Communication skills of the source of the message are extremely necessary, according to Berlo, as the presence of good communication skills can enable the proper transfer of a message from the source to the receiver. However, improper communication skills can cause interruption. Attitude in the case of the source is the approach that is used for gaining information. A good attitude can cater to effective communication, while a bad attitude can cause interruptions. According to this model, knowledge also plays a key role in the process of communication. For example, if the sender uses complicated words, the receiver may have difficulty understanding the message efficiently.
In the case of Barry, it can be observed that the employees working in the kitchen are from diverse cultures and age groups. Due to this, the maintenance of proper communication within them is difficult. Hence, communication skills and knowledge play a major part in forming barriers to communication in this scenario. 
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Fig: Berlo’s model of communication
(Source: communicationtheory.org, 2016)
[bookmark: _Toc68628890]Communication Skills
Communication skills can be referred to as the ability in a person through which they can express their thoughts or feelings to another person. Through proper communication, a person can convey a message to another person or a group of people. Communication in a workplace is crucial as it helps the employees to gather proper knowledge about the vision of the organization (Ting et al. 2017). Proper communication in the workplace can also increase collaboration and cooperation among employees. This can even improve the productivity of the employees, thus resulting in organizational success. However, Improper communication can hamper the overall work function as well as the work environment. Thus organizations actively seek employees who are efficient in communication (Schroth, 2019).
Communication can be performed through verbal or non-verbal means. In the process of communication, there is also a necessity to maintain other elements as they can influence the process of communication. Some of the elements, as well as types of communication, are briefly discussed as follows.
[bookmark: _Toc68628891]Verbal
Verbal communication is the process in which spoken language is used for the transfer of information between the sender and the receiver (Guo, Sengul, and Yu, 2020). In the process of verbal communication, the choice of words used is extremely necessary. For example, a receiver may not be able to understand the message of a sender if they use complicated or long words. Thus, resulting in ineffective communication. However, the presence of internal or external factors in the process of verbal communication can influence the process. Like the choice of words used, the tone and pitch of a sender can also have an impact on the process of communication. Through the tone and pitch of the sender, the receiver can understand their overall mood and the context of the message. Therefore, it can be concluded that tone and pitch also play a principal role in the process of effective communication.
For example, in the case of Maria and Pedro, Pedro does not understand the message of Maria due to the presence of noise from the environment. The absence of noise in this could have allowed Pedro to understand the message Maria efficiently.
[bookmark: _Toc68628892]Non-verbal
This approach of communication can be defined as the method where communication is performed without the use of speech of a spoken language. This type of communication can be performed through the use of gestures, facial expressions, and body language (Vogel, Meyer, and Harendza, 2018). In non-verbal communication, the use of signs can also be used as an effective way to convey thoughts or feelings to another person or a group of people. 
For example, in the case of Barry, it can be noticed that the employees present within the restaurant are from different cultural diversities. As a result, they speak different languages and have problems in using a common language for communication. As a result, the communication between the employees in the restaurant is not performed efficiently. The non-verbal approach of communication can also be used if there are problems in verbal communication (Bambaeeroo and Shokrpour, 2017). Hence, in this case, the use of signs as well as hand gestures can be used. The use of signage can help the employees remembering certain practices. The use of hand gestures can also be performed to inform the employees efficiently. Hence, in this case, with the proper use of a non-verbal approach, the barriers of communication can be removed.
[bookmark: _Toc68628893]Active listening
In communication, the process of listening is as crucial as the process of speech. Active listening is the process in which the receiver of a message properly engages in the process of listening through which they can gain in-depth information and understanding of the message that the sender is trying to convey. Active listening in a workplace can help employees in a workplace in better understanding of knowledge as well as better cooperation. However, the absence of active listening can have complications. Passive listening can cause a loss of interest within the speaker. In a workplace, this could cater to organizational failure.
Active listening is a vital factor in supportive interactions (Jones, Bodie, and Hughes, 2019). For example, in the case of Maria and Pedro, Pedro was in his workplace at the time when Maria called. Due to his work, Pedro may not have listened properly to the message Maria. As a result, he misheard chicken as a kitchen. Active listening from Pedro, in this case, could have resulted in avoidance of the misunderstanding. 
[bookmark: _Toc68628894]Empathetic listening
Empathy is the ability through which a person can view certain experiences, situations, or problems from the perspective of others. In simple terms, empathy is the quality that allows a person to relate to the situation and condition of others. Empathetic listening is important in the process of communication as through this method, a person can gain in-depth knowledge about the condition and feelings of others. This can allow an individual to provide proper support to the other person as well. In the workplace, empathetic listening among employees can help each other understand the problems and situations of others. Thus allowing employees to resolve certain situations and promote the work environment.
Through empathetic listening, a person can understand the feelings and thoughts of others (Fabian, 2019). For example, in the case of Barry, he could have used the approach of empathetic listening to understand and respect the cultural, ethical, and age differences among the employees. This may have allowed Bary in developing a proper plan through which all the employees can work in a healthy work environment.
[bookmark: _Toc68628895]Conclusion
This study helps in gaining knowledge about the importance of proper communication within personal scenarios as well as in the case of a workplace. The benefits of proper communication, as well as negative impacts of improper communication, can be learned through this study. This study also helps in the proper understanding of the processes and elements involved in communication by shedding light on popular models of communication. Knowledge about the different types of communication and the conditions to be fulfilled to engage in proper communication can also be gained.
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