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Excitative summary
This report has been discussing the different models and theories of communication skills. The case studies have discussed to analysed different parts of communication. The use of technology in the communication process has been analysed here. The advantage and disadvantage of communication technology have been discussed in this report. 
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[bookmark: _Toc111049211]1.0 Introduction
This report will discuss the core understanding of the model of communication. The three models of communication will be highlighted in this report. Communication is the process of exchanging information between individuals. Effective communication in a workplace helps to boost productivity. Besides this, effective communication enhances employee morale, satisfaction and engagement as well. The effect of poor communication leaves confusion in the workplace. The employees feel demotivated due to poor communication which decreases the rate of productivity. The types of communication skills such as verbal communication and non-verbal communication will be highlighted in this report. Further, the advantages and disadvantages of technology in communication will be highlighted in this report. 
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The models of communication refer to the process of providing the visual representation that helps to show the various aspects of the communication process. The models explain communication in detail and help the students to serve effective purposes. It helps the students to understand the way communication functions. The three models of communication will be discussed below.
2.1. Shannon and Weaver ( 1948/49) 
The mathematical theory of communication was invented by Shannon who was an American mathematician and Weaver who was an American scientist. The aim of the model is specially designed to build effective communication between the senders as well as the receivers. They have found a factor that affects communication broadly is "Noise". This model deals with various concepts such as the source of the information, noise, transmitter, channel, receivers, decoding and encoding. The main aim of this model is to explain the way messages can be mixed up and it is misinterpreted in between making the communication effectively (Brychkov, and Savischenko, 2020).
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Source: (Brychkov, 2020)
Maria and Pedro are hardworking people who live on the border of the United States. Pedro is the husband of Maria who works at the building site. One day, suddenly Maria called Pedro to find out the timing of when her husband was coming home. On the phone, she was asking if he could get a chicken for her or not. Pedro hung on the phone and said okay. When Pedro retired home, Maria asked about the chicken. Due to the noise of the building site Maria's messages have been distorted. Maria was saying chicken and due to the noises, Pedro heard Maria saying chicken. 
The lack of knowledge could lead to poor communication. The miscommunication can be avoided by being clear as well as concise by excluding irrelevant details. Based on the above case study digital miscommunication happens most as there is no access to non-verbal cues such as facial expressions, and body language. Besides this, it is necessary to listen to what is said and the way it is said. During communication over the phone, to avoid the noises it is needed to talk to the person where there is no noise (Maneerutt, 2021, pp.155-166).
It has been seen in any workplace when a supervisor calk, for the meeting. The supervisor is English and she speaks very quickly. This is the reason why nurses face a lot of confusion while treating their patients effectively. This overall model is the linear model as it describes that communication is a one-way process.
2.2. Scharam (1954)
The information is useless when it is not even carefully put into the words and conveyed to another person effectively. Encoding plays a big role here as it is the initiation process of communication.
The Communication model of Schramm also referred to as the cyclical communication model consists of all the principles of communication (Davis, and Tafvelin, 2019). This model of communication believes that communication is the two-way approach that refers to the fact that there is one sender and the other is the recipient. The other element is also contained in this model: this is the message itself. This communication model is very different from Shannon and Weaver's model. This model follows the traditional approaches whereas the other one contains various aspects. Shannon and Weaver's model has given the emphasis on the role of noises. On the other hand, Scharam's model gave emphasis on semantic noises (Kinsey, 2019).
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Source: (Davis, 2019)
The case study of Maria and Pedro is showing that due to the role of noise, Pedro hears Kitchen instead of chicken the miscommunication could be avoided if Pedro could have called one again for clarification of what Maria was actually meaning (Silva, and Malalage, 2021).
The other case study by Robinson and Robinson (1982) that the misunderstanding could be avoided by asking questions about the confusion to the supervisor. This model is also known by the interactive as the two-way process of communication.
2.3. Berlo (1964)
Another communication model is Berlo's SMCR model. This model describes the variety of communication that refers to the basic process of communication. This model consists of the three aspects of the communication such as the subject, the speaker and the person who receives that message. Berlo believed that the listener already determines the meaning of any message (Muyanga, 2021). 
[image: ]
Source: (Muyanga, 2021)
The model also includes a number of factors such as the source from which the messages have originated. 
Communication skills: Communication skills are the way an individual communicates such as reading, writing, and listening. 
Attitude: The attitudes refer to the attitudes towards the subjects, audiences and to oneself. Knowledge: Another component is knowledge as it refers to that through communication the person must be knowledgeable enough about the subject.  
The misunderstanding could be avoided by following these models effectively.  The model does not give emphasis on the noises whereas the other two models emphasise the role of noises. The misunderstanding can be avoided if the receiver and the source stay at the same level. Effective communication can be possible if the source and the receiver are on the same level which will help to encode and decode the messages properly (Houlis, 2022).
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Communication skills are the different skills that help a person to share and get different kinds of information. Mainly there are two types of communication skills present: verbal and nonverbal communication skills (Brown, 2020).
3.1 Verbal communication 
Verbal communication skills are related to the spoken and written language. These kinds of communication are also related to the tone and pitch of the person at the time of talking. 
3.2 Non-verbal communication 
Non-verbal communication is not related to talking and is related to body language, facial expression and gestures (VOSS, 2022) (Walton, 2019). This kind of communication is related to body language and through this part, the person can share information in a better way. 
3.3
 "A Day with the chief" is a case study that analyses the various parts of communication. The communication with the chief can elaborate on the factors of the communication skills. At the start of the day, staff wish “good morning" to the chief and talk about the work condition and the positions of the employees. All the situations listen to by the chief with clam, this part of the case study refers to verbal communication. The chief act as an active listener in this case. The choice of words and tone is polite and low to provide respect to the chief. After knowing all the parts of the working situation, the chief order for the next work. This part of the verbal conversation refers that the chief using a high and polite voice to provide the order. Whenever the staff share about the mistakes of the labours, the staff describe the mistakes with shaikh the hands and use various kinds of body language. This part of the communication is related to nonverbal communication. As per the explanation of the staff the chief wrote the main is denotes the written verbal communication.  
"Max the multitasker" is the case study where the various parts of the communication has describe. Being a multitasker, he has various kinds of experience in various works. During the time of training in the working sector, he acts as an active listener and tries to connect himself with the work. After the lecture, Max ask various questions related to the work as a sign of being an active listener. In the time of training, he likes to switch off his phone to avoid disturbance. The work time is very vital for Max as he tries to learn various works during the time work. Their time management skill of Max is very good for that reason he likes to do other work on time of work. Whenever Max does a mistake confess it to the boss. During the time of confession, Max listens about the importance of the work and tries to put his words in front of the boss, that related to empathetic listening. 
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Advantage 
The main advantage of communication technology is that technology made communication easier. The invention of communication technology is more efficient than traditional methods for this reason the use of technology in communication is most useful (Applegate, 2019). In the case of long-distance communication, the use of technology is the best way and using technology is time-consuming. The use of technology in communication is useful for emergency cases. Using technology in the communication process human can communicate with the whole world.  In a time of emergency, humans can run their work without difficulties, through this part the use of technology in the communication influence the human for the video call or voice call. Not only call short message service also take an important part in the communication. Through this kind of communication, humans can send a short message in time of emergency (Ramey, 2022). Globalisation is another use of technological communication. Technological communication takes an important part to run communication throughout the world. Using globalised communication humans can do various kinds of work by phone or video call. Using technology in communication is help the communication organisation for their economic development. 
Disadvantages 
The use of technology in communication also has disadvantages in some cases. For the old or illiterate people, the use of technology is difficult for this reason they face difficulties to use technology in communication. There is some area where the network issue has to face by the people. The people of that place cannot call any time of the day for the network issue. The phone call scam and bullying on skype is the popular disadvantage of communication technology (Goss, 2022). The main disadvantage of communication technology is it makes communication less personal. Communicating with people within a minute is indicated by the lack of privacy. Through this part, the people are habituated to phone calls, for this reason, they are distracted from real life. Sometimes the phone call is not enough to reduce the c communication gap and, in some cases, due to the phone call, the communication gap will start (Storm, 2022). Using technology in communication is not always good as through technological communication students cannot learn the correct use of grammar and spelling. In the case of business communication, the technology does not work efficiently all the time. 



[bookmark: _Toc111049215]5.0 Conclusion 
This report has demonstrated the models of communication and communication skills. This report has discussed the model and theories of communication. Moreover, the use and the trend of communication and communication skills have been discussed in this report. On the other hand, the advantage and disadvantage of technology in communication has also been presented in this report. This report has analysed the problems of poor communication with examples. The recommendation for the improvement of communication and related theories has been discussed in this report. Further, the theories of communication skills have been presented to describe the different kinds of communication. 
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