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The process of transmitting data, messages, or any other information from one person or location to another is called communication. Effective communication is transferring ideas and views from the sender to the receiver in a manner that leaves no room for misunderstanding (Alberta, 2019). Even though communication is a part of everyday life, moving information from one organisation to another is challenging. Therefore, it is crucial to carefully consider the barriers to successful communication and work to reduce their harmful effects on our personal and professional lives (Wiyono et al., 2019). This report has addressed the three models of communication. The report has also assessed different communication skills with case studies and examples. Finally, the report has evaluated the advantages and disadvantages of communication technology. 
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Models of communication
Shannon and Waver
Warren Waver and Claude Shannon devised the Shannon and Waver Model of communication in 1948, and it has since been influential in the field (Penrod and Hartman, 2020). According to the Model, all communication must begin at its source or origin. The source might be a person or organisation with a reason to convey something to another individual or group. This could act as the driving force for communication. Once it is known who will be the communications' origin, the function of the encoder becomes important (Mcquail and Win dahl, 2016). The message is the data that is transmitted from the transmitter to the receiver. A communication channel transfers the message from the transmitter to the receiver. A suitable communication channel must be selected for a message to reach its target audience. Communication takes a route to get to its objective, which may be visual, text, digital, spoken, aural, etc. (Al-Fedaghi, 2018). As the communication travels through a channel, noise, disruption, or even a deformation enters the picture. This noise might impact the message being communicated by the transmitters or senders so that it is misinterpreted.
Example of Shannon and Waver Model: Maria And Pedro
Maria called Pedro and asked him if he could get some chicken on the way home because he was working at a building site and there was a lot of noise. He misunderstood the message. This could be explained by model Shannon and waver, meaning people did not communicate effectively. 
Example from the workplace
One day my supervisor told me to check the pallet of strawberries from dispatch because the lorry would come to take the order. Still, because there was so much noise from all those machines in the packhouse, I misunderstood her, and after that, I checked the pallets inside.
Berlo’s Model of Communication
Berlo's SMCR Model of Communication describes the elements that comprise the fundamental process of communication from 1960. This communication tool may be utilised more effectively since it also focuses on coding and decoding the message (Anderson, 2019). Encoding and decoding, which occur before and after a message is delivered and received, are also highlighted in the paradigm. Berlo's Model contains four parts explaining the communication process (Zhang and Zhang, 2019). They play the roles of both the message's originator and intermediary. In all cases, the sender is considered the source of the information or communication. The information is sent from sender to receiver through the original sender. What the sender says won't change after it reaches the receiver (Wiyono et al., 2019). Communication may occur verbally, in writing, in audio or visual, or in any combination. Regardless of what is being sent, the medium itself remains the channel. Mobile phones and the internet are examples of technological devices that may be used as conduits for spreading information and other forms of communication. However, the human being's five senses act as a conduit for the flow of communication through conversation, and their efficacy is impacted. The person who gets the message transmitted throughout the procedure is known as the receiver. According to this Model, the sender's thinking pattern and the other elements mentioned above must be balanced for communications to be successful (Cobley and Schulz, 2013).
Example of Berlo’s Model of Communication
The communication model may be seen in action when watching television news. The news anchor gathers her information and relays it to viewers. It's easy to think of the news as the message, TV as the conduit, and viewers as the recipients.
Schramm’s Model of Communication
The Schramm Model of Communication offers a tried-and-true method for comprehending communication and analysing its operation (Ghosh, 2021). It may be used to gauge the effectiveness of two people's conversations anytime they exchange knowledge, ideas, or attitudes. A communication model may be used to do this. According to the Schramm Communication Model, communication will always be a two-way street where the same person may transmit and receive a message. Before being sent, either to the same person or to a different person altogether, the message is encrypted. The communication recipient is still responsible for decrypting it, ascertaining its meaning, and re-encoding it before sending it to a third party (Diaz et al., 2012). The message's source is the sender or the entity that conveyed the communication. Every time a message is sent, the sender must be explicit about their goals and be able to convince the recipient of the importance of reading communications. As a result, it is the sender's responsibility to make sure the information he sends is correct as well as relevant and beneficial (Gholami and Jowkar, 2020).
Example of Schramm’s Model of Communication
People say they'll get back to each other quickly after they hang up. Unknowingly, they have been using the Schramm communication model, which allows for two-way exchanges.

[bookmark: _Toc123165436]Communication Skills
There are three types of communication skills (Cobley and Schulz, 2013). The three types of communication are detailed below:       
Verbal communication
Verbal communication abilities are more than simply speaking abilities; they show how people convey information orally and in writing. Instead of what people say, these talents are focused on how they interact. Consequently, people may use nonverbal cues like body language to enhance communication (Lehman, 2016). They include attentive listening, seeking clarification, using open-ended questions to elicit information, and observing and reacting to nonverbal cues.
Non-verbal communication
Nonverbal communication focuses on what is not said aloud. Nonverbal communication techniques include posture, body language, eye contact, tone of voice, gestures, and facial expressions (Lehman, 2016). 
Listening communication
Communicating by listening demonstrates genuine interest in the other person and guarantees individuals understand the other’s needs throughout a discussion. Consequently, developing connections and partnerships will be more straightforward (Najati et al., 2018). Improving one's listening abilities is crucial to professional development and advancement. For example, in Mark's study case, active and empathetic listening can be found. Mark has been rewarded with a free trip to meet Alana Brown. His co-workers said that she was a "Wicked Witch ". After arriving in California, he sees a different woman than the others describe. He started to feel too relaxed and spoke about things happening at his workplace. After Alana sees what kind of person he is, she asks him to leave.
[bookmark: _Toc123165437]Case study of poor communication in workplace
Barry the manager of a restaurant tries to keep up with food safety and he admits that is not easy. Due to his staff and the difference between the ages, and the fact that most of them don’t have the English as a first language of his workers he finds the job difficult and challenging. As a way for him to make his restaurant be a success first he should allow more time for himself and be more calculate and focuses on what really matters, finding a translator could be an option to help him with the staff. 


The mitigation process 
By effectively putting Schramm's communication model into practice, misunderstanding may be reduced. Schramm demonstrated in the Model how two-way communication can be successful and can be suggested to the organisation. He also made some suggestions on how to minimise and avoid sounds while communicating. The issue wouldn't have surfaced if the corporation had correctly and quietly heard. Different communication models may support the development of successful communication. 
[bookmark: _Toc123165438]Poor communication in the organisation
Poor communication is a problem today, particularly for businesses. There can be no progress if effective communication is not maintained. My place of employment may be used as an example of inadequate communication. My boss recently gave me instructions about some product research and analysis that needed to be done (Koptseva, Liia and Kirko, 2015). He was giving me phone call instructions, but I found it difficult to hear him well because of the outside noise. I raced to begin my investigation since I had to complete my assignment by a specific time. I went to show my manager the complete project after completing it.
Additionally, I omitted several crucial project details that I needed to mention due to poor communication. I had to work quickly to complete it correctly again. I had to put in the additional effort because of the delayed project submission caused by poor communication. By effectively putting Schramm's communication model into practice, misunderstanding may be reduced. Schramm demonstrated in the Model how two-way communication can be successful and can be suggested to the organisation. He also hinted at how to minimise and avoid sounds while speaking. The issue wouldn't have arisen if I had listened accurately and without background noise. Different communication models may support the development of successful communication.


[bookmark: _Toc123165439]Advantages and disadvantages of communication technology 
The term "technology" is used to describe the use of scientific knowledge in everyday life. Making products and services more valuable helps create a better world. It facilitates our efforts and aids us in several ways. As with anything, technology can be used for good and evil. Many individuals benefit from it, while others abuse it in ways that are harmful to others and the environment (Mcquail and Windahl, 2016). Technology also can have advantages and disadvantages. 
Advantages 
Communication technology can be helpful in an emergency and efficient. Using our phones, tablets, laptops etc., can help students/learners communicate worldwide. Students can access online lectures; they can use books online . Teens and young adults may benefit significantly from the possibilities presented by social media for expanding their digital literacy and creating a positive online identity. As a student, we can be benefitted from mobile phones by accessing the online library.
Disadvantages
The fact that communication technology is damaging is one of its flaws. The use of technology may be quite bothersome. Due to mobile devices and computers, we are constantly bombarded with social media activity, online conversations with pals, and messages from friends. This diversion may often be a waste of time, reducing productivity and cancelling any improvement in communication output provided by technological advancement. Second, as technology is designed to be quick and instantaneous and not meant to convey emotions and sentiments, it hampers human communication compared to face-to-face interaction. Poor posture can affect your health your body, sitting in one place all days is also an disadvantage.
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The discussion that has come before makes it clear that we should constantly work to remove obstacles to good communication to maximise its advantages. Care must be used while conveying a message to a particular individual. As a result, the sender of a message must plan to deliver the message as swiftly and effectively as possible, considering the receiver's varied personalities, physical barriers to communication, language issues, etc.
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