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[bookmark: _Toc111381167]Introduction
At present, businesses are expanding their operations in different parts of the world. In their business activities, they have to interact with different types of people and the employees who work within the business. So effective communication is required to ensure that employees get the right message and direction for the work and when they deal with other parties or the community, they can effectively create a community engagement with the stakeholders of the business through communication (Eunson, 2012). Better communication can boost the performance of the workplace so it can achieve its goals along with better results for everyone associated with the business. However, some factors may create problems for effective communication and these factors are known as barriers. Barriers may arise from the communication mediums such as poor connection, noise, appropriate language, lack of concentration etc. These barriers hinder effective communication, so companies may face unfavourable consequences such as loss of productivity, and failure to do business with other companies (Coffelt, Grauman and Smith, 2019). Therefore this report will cover the communication topic explaining different aspects. It may provide a good understanding to have effective communication.

[bookmark: _Toc111313978][bookmark: _Toc111381168]Models of Communication
[bookmark: _Toc111313979][bookmark: _Toc111381169]Shannon and Weaver Model
In 1948, Shannon and Weaver, two American, published an article on " A mathematical theory of communication" which is also called the Shannon and Weaver model of communication (Turaga, 2016). This model explains how to create effective communication between the sender and the receiver. They discover the factors which deter effective communication and these factors are called "Noise" (Al-Fedaghi, 2012). The model is made up of six components. They are information source, transmitter, channel, noise, receiver, and destination.
[image: ]Figure 1:  Shannon and Weaver’s Model of Communication
Source: (Al-Fedaghi, 2012)

The information flows linearly through these components as mentioned in the above figure. For example, when a person is willing to communicate with another person, he first thinks about the information that should be delivered. Hence, his brain works as a source of the communication model. As the converts his information into words using his vocal system, it functions as a transmitter.  Channel can be anything that delivers information (Hartley, 2015). If the interaction is happening face to face, air will be the channel. Another person receives the information in his ear which is the receiver of information. Finally, the brain process that information for understanding. So it is the destination. The noise component may distort the information in the channel when flowing the information (Turaga, 2016). The case study of Maria and Pedro can be related for instance. Maria called Pedro over the phone for purchasing a chicken but Pedro heard the word kitchen and could not understand the information sent by Maria. Because of the noise, Pedro received the wrong information. The noise could have arisen from the poor connections that distort the word and create confusion and misunderstanding. However, the misunderstanding could have been avoided if Pedro called back to get feedback. But this model did not explain reducing noises by feedback initially (Al-Fedaghi, 2012). To make communication, only the sender sends the information to the receiver and the receiver receives the information to complete the communication.
[bookmark: _Toc111313980][bookmark: _Toc111381170]Schramm’s Model
In 1954, Wilber Schramm introduced the model of communication that has a root in the Shannon and Weaver Model (Turaga, 2016). This model explains that the information has no use if the receiver can not understand it properly and also the communication will not be completed as long as the intended message is understood by the receiver (Barker and Gaut, 2002). So it is the receiver's responsibility to understand the message. If he gets confused or does not understand what the source has delivered, he must send feedback to complete the communication. So the communication process is circular. The sender delivers information that the receiver receives and then sends it again to the sender.
[image: ]Figure 2 Schramm’s Model of Communication
Source: (Barker and Gaut, 2002)

For example, Maria asked Pedro for bringing a chicken, but Pedro got the wrong understanding, and he went to the kitchen. This misunderstanding would be avoided if Schramm's model of communication was used. It was Pedro's responsibility to make sure what was intended by Maria. So he could call back for feedback or ask her in reply whether she meant the word kitchen. This model also presented semantic noise which means the sender and the receiver both find different meanings of the same word (Eunson, 2012). In the workplace, such noise creates so much confusion that the workflow gets disrupted sometimes. For instance, the CEO asked an employee to prepare a file for the meeting. The employee understood that he has to arrange all the relevant files for the meeting whilst the CEO meant for him to create all the relevant content for the meeting. As the employee did not ask for or sent feedback. Their communication has not been successful. There exist responsibilities for both parties to encode a message in such a way that the receiver can decode it appropriately and the other end must send feedback to the source of information for completing the communication (Hartley, 2015).
[bookmark: _Toc111313981][bookmark: _Toc111381171]Berlo's Model
Berlo's model of communication is similar to the Shannon and Weaver model of communication because both are linear models of communication and do not have any feedback system (Turaga, 2016). This model of communication is not made specifically for any type of communication. It has four elements and each of the elements has so many factors. These four elements stand for SMCR which is the source, message, channel and receiver (Hartley, 2015). It does not explain any noise in the communication process. Effective communication will be possible if both sender and receiver are at the same level (Turaga, 2016). The elements of this model will explain how communication happens.
[image: ]Figure 3 : Berlo’s Model of Communication
Source: (Turaga, 2016)

Source: It is the originating place where the information is created which has so many factors that help to create the information (Eunson, 2012). Communication skill is an important factor that shows the sender's ability to read, write, speak etc. Communication will be facilitated with the knowledge factor, as it indicates the sender is aware of what to deliver in the message. Social systems and culture and attitudes shape the form of information. The source may use different words that are appropriate to the culture and social values (Brown and Barker, 2001). However, internal noise may appear from these factors if the sender has little knowledge of the deliverable information, and the attitude remains not favourable. The crucial factor encoder encodes the information into content which can be shared (Coffelt, Grauman and Smith, 2019). Normally, any face-to-face conversation uses vocals for encoding.
Message: Content can vary to any extent. It will include the entire message. The language used in the message is very important as difficult word use or another language may create barriers to communication (Turaga, 2016). Messages need to be structured in an understandable form. 
Channel: Communication will take place using the five senses of the body which are hearing, seeing, touching, tasting, and smelling (Coffelt, Grauman and Smith, 2019). 
Receiver: The receiver gets the message from the channel and decodes it so that he can understand the message.

[bookmark: _Toc111313982][bookmark: _Toc111381172]Communication Skills
Communication is the process of transferring information from one person to another person or between a group of people through verbal, nonverbal and written mediums (Eunson, 2012). As people share various information about personal life or workplace with their community in talking, writing, or even signs that will be considered communication (Barker and Gaut, 2002). Communication skills refer to the ability to interact with different types of people for sending and receiving information. Some required communication skills are explained as follows: 
[bookmark: _Toc111313983][bookmark: _Toc111381173]Verbal Communication
Verbal communication uses words that are spoken or written to share information (Eunson, 2012). When people interact with each other, they should consider the word they use for communication, tone and pitch. Because these factors can change the meaning or impede effective communication (Brown and Barker, 2001). The case study of the professor shows that he used the words "edifice", and "conflagration" that are not familiar to the village people. So, they failed to understand the professor and did not provide any help to stop the fire at his house. Had the professor used familiar words, such a situation would have never occurred. The communication would get successful.
[bookmark: _Toc111313984][bookmark: _Toc111381174]Non-verbal Communication
Non-verbal communication uses body posture, gestures, facial expressions, and other body language to share information with others. It does not use any single word or language. It is as important as verbal communication because it can create positive or negative expressions in people (Coffelt, Grauman and Smith, 2019). So non-verbal communication skills help to create positive perceptions about the sender of information. In the workplace, eye contact and body language matter to a great extent. Everybody is required to maintain some guidelines in business communication (Barker and Gaut, 2002). 
[bookmark: _Toc111313985][bookmark: _Toc111381175]Listening
Listening is a communication skill that helps a person to understand the message sent to him. Good listening skill is very crucial in getting success in the workplace (Hartley, 2015). Because the active listener can understand everything that has been instructed to him. He can even complete the sentence with his proper understanding of the context (Brown and Barker, 2001). He can comprehend the expectations of the speaker. To have this skill, one should maintain eye contact in the conversation and pay attention to the speech. He should not interrupt the speaker while delivering the speech and he must notice other non-verbal expressions (Coffelt, Grauman and Smith, 2019). He can put himself in the shoes of the speaker for empathetic learning. It provides insights into the discussions. 

[bookmark: _Toc111313986][bookmark: _Toc111381176]Advantages and Disadvantages of Communication Technology
[bookmark: _Toc111313987][bookmark: _Toc111381177]Advantages
[bookmark: _Toc111313988][bookmark: _Toc111381178]Improved Communication
Advancement in technology has changed the process of communication to a great extent (Hartley, 2015). Emails and other social media have provided a wider scope for people to communicate in an effective way than traditional communication methods (Kikerpill, 2021). One can send information instantly and that transfer of information is more accurate. Previously, businesses had to wait for boardroom meetings and select an appropriate setting. But presently, these business meetings can be held on Skype, Zoom, Google meets, and other media (Eunson, 2012). Even employees can deal with clients from distance.
[bookmark: _Toc111313989][bookmark: _Toc111381179]Increased Productivity
Effective communication that is possible with the help of technology increases the productivity of the employees at work because they get the right information and direction at the right time and right place (Hartley, 2015).
[bookmark: _Toc111313990][bookmark: _Toc111381180]Cost Savings
The technology eliminates so many steps in the business communication process. So the business can save expenditures from those sources (Eunson, 2012). However, the implementation of technology may seem expensive, but after the implementation, productivity gets increased and so increase revenue covers that initial cost.
[bookmark: _Toc111313991][bookmark: _Toc111381181]Eliminate the Cultural Barriers
Employees from different cultures work together in the workplace and they use technologies for communication that helps them to interact with a better understanding (Kikerpill, 2021).
[bookmark: _Toc111313992][bookmark: _Toc111381182]Disadvantages
[bookmark: _Toc111313993][bookmark: _Toc111381183]Privacy and Security
Since communication has moved to online using the Internet, privacy and security concern for data has been prevalent. Hacking and breaching privacy can have adverse consequences on businesses (Hartley, 2015). Therefore, they have to invest lots of resources for data protection.
[bookmark: _Toc111313994][bookmark: _Toc111381184]Require Skilled Personnel
The use of technologies needs to employ skilled employees in the workplace. Otherwise, effective communications will appear difficult to organise for them (Fajaryati, Budiyono, Akhyar and Wiranto, 2020).
[bookmark: _Toc111313995][bookmark: _Toc111381185]Inappropriate for Non-verbal Communication
The use of facial expressions and body language is not possible to effectively use in the technologies (Hartley, 2015). Therefore, the receiver does not get the complete information. It can create confusion and misunderstanding if the sender does not communicate properly, and the recipient provides any feedback.

[bookmark: _Toc111313996][bookmark: _Toc111381186]Conclusion
Effective communication is very important in business. So the best model of communication must be adopted in the organisation which can eliminate the noises and barriers in the communication process. Both the sender and receiver of the information should have the necessary skills so that they can ensure successful communication. Without the appropriate communication skill, community engagement with the stakeholders of the company will not be possible. However, there are so many advantages and disadvantages of technology in communication, it must be implemented in the workplace for achieving the long-term goals of the organisation.
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