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1.0 Introduction
Definition of communication:  The communication is defined by a process where information is switched amongst individuals across a common method of symbols, signs, or behaviour. (in text citation Abdul .2021). It is also suggested that communication is an art of exchanging ideas, facts & information from one person to another or any group. It is a two-way process that involves (at least) one sender, a message, and a recipient. Communication can be classified in three basic ways such as a) Verbal communication b) Non-verbal communication C) Written communication. AS a human being it is very important to communicate with each other’s. It helps people to express their feelings, ideas, emotions and at the same time helps us to understands people’s thoughts. 
It is vital to have effective communication at the land of work because it boosts teamwork and lead to a better project collaboration. Good communication is an important tool to increase productivity, building rapport and maintain strong working relationship across the board. 
There are types of barriers for effective communication – these are outlined below 
· Language barriers 
· Physical barriers 
· Psychological barriers
· Cultural barriers
· Emotional barriers 
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Picture – 1: Barriers is Communication 
The impact of barriers in communication at workplace:  These simply cause misunderstandings that can lead to conflict, frustration, offence, violence, hurt feelings also wasting time, efforts, and money. 

2.0 Models of Communication:
 There are few models of communication, these are 
2.1 Shannon and Weaver (1948/49): This model is intended to create the effective communication between sender and receiver. The sender encodes the message and transmits through a technological channel like telephone or telegraph. This is called ‘mother of all communication models’ for its ultimate popularity. This is a mathematical theory of communication that claims that human communication can be distracts down into 6 key concepts such as sender, encoder, channel, noise decoder and receiver.   
The five key components of Shannon and Weaver are outlined below in a diagram:
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   Case Study:  Maria & Pedro 
One day Pedro was working in a building site where noise was a huge distraction to encode and decode the message. His wife asked him to get a chicken on the way back home. But he heard Kitchen rather than Chicken. This clearly shows the Sender send the message, but the receiver could not get the message due to obstruction/ noise. This led to confusion/ frustration. But this could be easily avoided if there was a feedback or assurance.
scenario at workplace: I had similar situations at my workplace:  one day I picked up a phone call from a patient who supposed to come for MRI scan. but when she called me there was LONDON Ambulance sound distracted me to get the clear message. I could not understand what she was saying. She could not attend the apt due to her friend’s funeral which I did not receive the first instance therefore I put the patient as a DNA (did not attend) therefore she was discharged from the care. Obviously, it was a genuine cause which I gathered the message few days later. I apologised for my mistake and prioritised her apt also offered her two choices of dates. The patient was very happy regarding the service I provided. This could easily be avoided if I had given the feedback.
 2.2 Schramm (1954): This model of communication is a two-way process where both sender and receiver take turns to send and receive message. Elements of the Schramm model of communication include Encoder or Sender, Decoder or Receiver, Interpreter, and message. This model takes a classic approach to explain the flow of communication. It suggests that communication is a two-way path with the message continually passing between the sender and receiver.
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scenario at workplace:
On one occasion at my workplace in the NHS, a doctor phoned me in the reception, but the communication was not clear due to some background noise. He wanted to cancel the meeting was due to resume of transport services. As usual everyone due to attend but the chairperson was not there. So that was embarrassing for me not to take the message correctly. This could easily be avoided if I could give the feedback.     By analysing the previous case study –If Pedro could have phoned back to wife to confirm that whether she meant Chicken or kitchen. That would have resolved that confusion!    
2.3 David Berlo (1964):  An American communication theorist David Berlo indicated the significance of the psychological view for communication process. The four key elements are S-M-C-R model are S = source, M = message, C = channel and R = receiver. In 1960, David Berlo developed Berlo’s Sender-Message-Channel-Receiver (SMCR) model of communication from Shannon Weaver’s Model of Communication (1949). He described factors affecting the individual components in the communication making the communication more efficient. The model also focuses on encoding and decoding which happens before sender sends the message and before receiver receives the message respectively. The Shannon and Weaver model of communication are more stable and direct compared to Berlo’s model. The Shannon-Weaver model is the first to emphasise the role of ‘noise’ in communication which can be disrupted between sender and receiver. 
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Berlo’s Model of Communication
 
 Case study: The PROFESSOR and THE VILLAGE PEOPLE 
This is a prime example of Berlo’s model - An English professor at the Welsh University who is well educated, articulate and high social status lived in a village where people are mostly uneducated, simple, and not privileged background where they had an interaction on one occasion. Basically, Professors house was caught on fire when he asked for help to the villagers, but they could not understand him at all as he was not using simple English. He used the word ‘The edifice is being consumed by a great conflagration’ which in a simple word could be’ my house is on fire ‘. Therefore, the villagers could not help him as the communication broken down and his house was destroyed by the fire. 
By analysing the case study, I understand communication should be flow and simple and use in correct format with the correct environment. If the professor used smoke and fire to the villagers, he should have got helped and could have been avoided the disaster and from the great loss.
workplace scenario:  At one MDT meeting, I was given the task to organise a blood test for a cancer patient. The doctor was speaking quite fast, and he was also in hurry to attend the next event. This is very sensitive and complex as any mistakes could lead to patient’s health at risk or even death. This could have been prevented if there was feedback. similarly, the case log of Maria & Pedro.
3.0 COMMUNICATION SKILLS
Communication skills are formed in 2 primary sections --verbal and nonverbal.
Verbal communication where people express their ideas, thoughts, and emotions through written or spoken language. Examples of effective verbal communication skills include:
· Active listening
· Ask over for clarification
· Putting open-ended questions to gain insights
· Acknowledging and replying to nonverbal cues
· Talking clearly and concisely
· Make use of humour to engage audiences
Nonverbal communication where people utilize other methods, such as body language including eye contact, facial expressions, gestures, postures, and body orientation. The tone of voice, frequency, volume of speech, and stress placed on words are also an example of non-verbal cues. 
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Case study: A Day with a chief (non-verbal)
Mark, a salesperson from London who had been rewarded for being the top salesman to meet the company’s (CEO) Mrs Brown in California. He was heard very negative remarks about the CEO about her nonverbal communication skills i.e., she does not smile, less eye contact, poor gesture, and body orientation. He found out none of the negative things he heard about her was true, conversely, she was friendly, positive & welcoming. He was very nervous to meet the chief at the beginning, but her approachable behaviour and good posture made him calm and relax. At one point Mark was overly relaxed then he loosened his tie, crossed his leg (poor nonverbal communication) and made bad comment about his supervisor’s sales techniques also he crossed his limits to talk about the company’s remuneration policy. These clearly shows that Mark underestimated the situation, had a lack of nonverbal communication skills therefore the CEO was not pleased about the meeting, and his non-professional behaviour. 
Case study: Max the multitasker (verbal)
This communication skills needs active and empathetic listening. Max an event organiser who set up a business of his own with no employee. His business module dependent on word of mouth only. Once he took the task for a client to organise a 50th wedding anniversary for her parents. Max was doing all the task by himself by answering the phones, taking bookings and phoning around to book various venues. Basically, he was overloaded with the task and forgot to write a very important element in the diary about the date of the event. on the actual day, the client found out that there is another venue was on progress and Max could not accommodate them as he promised. The client was very upset with the whole situation therefore, max got bad impact on his sole trading business. This could have easily been avoided by well planning, active listening, being empathetic and given feedback. 
Workplace Scenario~ Empathy Listening: On one occasion, I was on a phone call with a patient whose son was diagnosed by early phase cancer. The lady seemed quite distressed by nonverbal communication cues such as her voice   and breath. She could not speak English properly. After giving my introduction, she asked me would I mind if she speaks to me in native language (Bengali). So, I assured that I am happy to listen to her however she feels comfortable. So, she started speaking to me in detail. I have given her assurance that this will be in strict confidence, and no one will be known by that. I became active listener, shown empathy & given sympathy of the whole scenario about how her son was diagnosed by that disease, how her life was impacted by that trauma and how she is worried with the treatment plan e.tc. Though I did not have the knowledge about the cancer trail phase and not in the position to give advice. But my empathetic approach and kind words helped to heal a little sorrow from the patient. I felt satisfied to help her emotionally. 

4.0 THE ADVANTAGES and DISADVANTAGES of TECHNOLOGY in communication
Definition: Communications technology, also recognized as an IT technology, refers to all equipment and programs that are used to process and communicate information. The internet which is revolutionary changed the world significantly. The internet offers several advantages such as access to information, communication, e-commerce, entertainment, and global socialization. However, there are various advantages as well as disadvantages of technology in communication.
The advantages of technology in communication are listed below: 
1.Access to the Information: A prime example of search engines such as Google, Yahoo, Bing and so on where within a click any individual can get access to the information ranging from politics to health and nutrition. This is such an easy access including personal research as well as for academic purposes.
2.Communication: The robust communication methods such as emails, videoconferencing, fax, chatrooms, and voice over internet protocol are the milestone over the internet. the internet has enabled faster communication between people in various parts of the world. The speed and convenience of sending messages instantly has contributed to the expansion of businesses and trade.
3.social media:  This is 21st century where the internet has captivated the world by the growth of social media. Any sophisticated topics, breaking news all spread out like a wildfire through social network before the mainstream media such as YouTube, Facebook, Twitter, Instagram also via WhatsApp. By the advantage of technology such as the internet; people are enabled to stay in touch with friends, relatives, and loved ones to the wider world. 
4. E-commerce: The advantage of technology such as internet also facilitated online businesses by linking potential buyers to sellers. By using a computer or smartphone, a buyer can search for a particular product, viewing reviews, availability, paying and ordering online. This is the convenience options for both buyer and seller and contributes to market efficiency.
5. Entertainment: By the grace of internet, entertainment is within our easy reach. Internet users can watch movies, stream live events, listen to music and play online games from anywhere in the world. 
6. Digital mapping:  The GPS technology enables navigation through unfamiliar areas. This technology helps to give directions, and pinpoint landmarks and physical features.
7. Formation of employment: The internet has created thousands of high paying jobs in the technology sector. People can work remotely from their computer. During the Pandemic, people worked from home that was convenience and cost effective due to the grace of internet. with the help of internet, the company can recruit qualified employee from across the globe. 
Disadvantages of technology 
1.Invasion of privacy: This is the disadvantages of the technology where people’s various personal data can be stolen or breached. The personal data such as address, phone no, bank details can be hacked by a hacker or online malicious company. It is also monitored that the system can easily be targeted by online Virus which leads to financial losses and loss to personal life (Ahmad, 2016). 
2. Social disconnect: It is proven that people have increasing tendency to interact and communicate via digital devices rather than real-life connection. This can easily lead to people is social disconnect and isolation.
3. Crime and terrorism:  This is the disadvantage of the internet where criminals use a safe tool. An example, terrorists using social media to promote themselves; drug dealers use the dark web for trading.  Crime like Cyberbullies use this method to threaten people anonymously.  
The other disadvantaged facts of technology can lead to physical and psychological problems such as depression and anxiety, lack of confidence, eye strain and poor posture (Johnson, 2020). 

5.0 CONCLUSION
It is suggested that Communication is a process that satisfies basic human needs. We, human use communication as a process of exchanging information and ideas beyond a familiar language/ way.   For effective communication we need to understand the elements, principles, and barriers that have influenced in the process. We need to identify the ways to develop strategies of understanding each other without any barriers. I conclude to state that a successful communication occurs when there is a mix of both verbal and non-verbal. (Lisa Collum, OCT 2015) 
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