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      INTRODUCTION
Communication is a process of interchanging information in form of oral, written or in some other form. There are two types of communication- Verbal and Non-Verbal. Communication skills play a very vital role in business development because it processes all the important information and communicates it to the people (Grant, 2018). 
The vision of this report is to understand the communication, process, and importance of communication. The mission is to understand the models of communication and the advantages and disadvantage of communication technologies. Communication is the key to effective management, and this can be understood from the case study of Barry and Communication Barriers: Effective Communication as a Motivator. In this case study, Barry a safety food officer has been appointed to make sure the safety standards of a restaurant and due to communication barriers, he couldn’t have done so (Daub, 2022).
So, taking into consideration of Barry and Communication Barriers case study, the vision and mission of these reports will be analysed and noted to understand the process of communication more efficiently as well as the models of communication, communication skills and pros and cons of communication technologies has been analysed and discussed.



[bookmark: _Toc107587221]       MODELS OF COMMUNICATION
Communication is a process which needs to be analysed and understand to find an effective chain of information processing and the right channel can be identified from the study of communication models which an organisation can follow in this report, Barry and communication barriers have been taken into consideration to find an appropriate model that he could have used (van der Vleuten et al., 2019).
[bookmark: _Toc107587222]Shannon and Weaver’s Model of Communication (1948/49)
Shannon and Weaver’s model of communication was the first model of communication which included feedback as a process of communication. In this model of communication, there are seven factors involved, which can affect the quality and effectiveness of the communication (van der Vleuten et al., 2019). Those factors are-
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Sender- Sender is a person or source who selects and sends the information that is needed to communicate. The quality and selection of relevant information have been communicated by Sender in any mean like verbal, non-verbal or other means (van der Vleuten et al., 2019).
Encoder- An encoder is a machine or a person who encrypts the data which needed to be sent to the receiver. Earlier, the encoder used to be radio waves or transcripts but with time technology evolved and now it can be smartphones or laptops. Human encoders are like a person who can communicate in different languages (Kuznar and Yager, 2020).
Channel- Channel also known as the medium of communication, through which communication will be sent. It can be internet, television, radio, newspaper or in-person communication.
Noise- Noise in the interruption creates a barrier to communication. Noise creates a communication gap between sender and receiver by reducing the quality of the message. Noise can be a loss of signal in the case of technology, sounds other than messages, or interruption in between in-person communication (Kuznar and Yager, 2020).
Decoder- A decoder is also a form of machine or a person who decrypts the message, sent by the sender. It works the same as the encoder.
Receiver- The receiver is the person or a machine who answers the message and processes the information communicated by the sender.
Feedback- Feedback is the process, in which the receiver, asks the doubt or communicates the effectiveness of the communication to the sender by sharing the results of information shared by the sender (Kuznar and Yager, 2020).
In the case study of Barry and the communication barrier, Barry was the sender, the encoder was the process in which training and development of employee have been conducted, verbal channel and written channel of communication, the noise was rush into training, the decoder was the same as encoder and employee was the receiver. There was no feedback process in their communication channel (van der Vleuten et al., 2019).


[bookmark: _Toc107587223]Schramm’s Model of Communication (1954) 
In Schramm’s Model of Communication, there are 4 factors which affect the quality of communication. This model is as same as Shannon and Weaver’s Model of Communication, the only differences are there is no noise in this communication channel and the role of individuals is categorised under communicator and recipient. According to Schramm’s Model, the process of communication is circular (Elleström, 2018).
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Communicator- Communicators include an encoder, interpreter, and decoder. The person who sends the message is called the communicator, the role of the communicator is to encrypt the information and send it through an appropriate communication channel (Webb, 2019).
Message- The data or the information, which needs to be communicated is called a message. It can be communicated through words, symbols, characters, or numbers.
Recipient- The recipient is the person who receives the information, decrypts it and uses it for the purpose it has been sent. The role of the recipient is to process the information and use it effectively for expected results (Webb, 2019).
Feedback- Feedback is the process to acknowledge the information received and communicating the results back. Therefore, feedback is a measure to analyse the quality of the communication and information sent.
From the Case study of Barry and communication barriers, it has been seen that the role of Barry was to communicate the information about the food and safety measures to the employees and new joiners he followed all the processes except taking feedback from the employees. This leads to misinterpretation and misunderstanding of the communication and employees couldn’t follow the guidelines because of the ambiguity of the communication. As well as the presence of barriers in the form, of inadequate training and development (Elleström, 2018).


[bookmark: _Toc107587224]Berlo’s Model of Communication (1964) 
Berlo’s Model of Communication is based upon 4 stages of communication which are Source, Message, Channel, and Receiver. This model is also denoted as the S-M-C-R model of communication. Berlo’s model includes components described as the communication process.
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Source- Source also known as the sender is the person who communicates the relevant information. According to this model, a sender needs to have communication skills, attitude, knowledge about the information and knowledge of social system and culture. He encodes the information in the form of a message to be sent to the receiver (Puspitawati et al., 2021).
Message- Message includes content, element, treatment, structure and code which needs to be communicated to the receiver. A message is a precisely drafted form of information to ensure the quality and clarity of the communication (Puspitawati et al., 2021).
Channel- Channel means a form of the process through which a message will be sent. It can be verbal and non-verbal, and the medium can be oral, written, seen, touched, smelled or tasted. Channel ensures the flow of the information, and the effective channel selection ensures communication without barriers to maintain the clarity of the information sent (Webb, 2019).
Receiver- The receiver is the person who received the message and uses the information for the purpose it has been communicated. It is important for a receiver too, to have communication skills for the right interpretation of the information, attitude, knowledge about the information and knowledge of social system and culture because he decodes the information as per his understanding (Webb, 2019).
From the case study of Barry and communication barriers, it can be seen that he didn’t follow any of the models and which leads to inadequacy and inefficiency of the communication and failure of the process and couldn’t get the results expected. Instead of this, Barry could have selected one communication model, most likely Schramm’s Model of Communication, for better output and results (Puspitawati et al., 2021).

[bookmark: _Toc107587225]      COMMUNICATION SKILLS
Communication skills are the deciding factors of the efficiency and clarity of the communication to get desired results. Communication skills are art as well as science because they can be inherited, or it can be learnt. Communication skills determine the long-term success of an individual and an organisation.
[bookmark: _Toc107587226]Verbal
Verbal communication means to say or speak the information orally. In verbal communication, the message is sent in spoken language form to convey the message to the receiver. Here sender gives words to his thoughts, ideas, feelings and emotions and conveys them to the receiver. Verbal communication is considered usually a formal form of communication because there is proof of whether the information has been communicated or not and in the case of formal communication, it is a must to have the proof of information sent and received to both sender and receiver (Lawson et al., 2019). Verbal communication is fast, and feedback can be received immediately. Verbal communication can be oral or written where the words and language are used to convey the message, information, feelings and data. Verbal communication can be done on the phone, laptop, email or personal form. It could be both formal and informal but formal communication always uses verbal forms of communication to communicate the information effectively (Lawson et al., 2019).
In the case study of Barry and the communication barrier, he communicated the information about the health and safety process and do’s and don’ts verbally, both in form of spoken communication and written communication yet he was unable to make his employee understand the vision of the training sometimes because of the insufficiency of the time and also he couldn’t manage to conduct the training for employees to understand to the procedure to follow to achieve the guidelines of the health and safety department (Daub, 2022). Which became the major reason for the failure of the mission to establish health and safety norms in the organisation. Even choosing the right form of communication method would not ensure the success of the event because the information wasn’t enough to clarify the expectations and it is important to have communication skills. In the case of Barry, some employees didn’t understand the language and Barry didn’t try to find another method to convey the message (Daub, 2022).


[bookmark: _Toc107587227]Non-Verbal
Non-verbal communication is the transmission of messages and information in the form of expressions, body gestures, eye contact and posture. Non-verbal communication is important for a person to bond, engage, relate and understand to establish meaningful interaction in day-to-day life. Non-verbal communication is a skill because one sign or expression can mean different than the verbally spoken word (Ibrahim and Jebur, 2019). Sometimes verbal and non-verbal communication do not match with each other, and human tends to believe in non-verbal communication more. In this case study of Barry and the communication barrier, the biggest barrier was linguistic which could have been solved with non-verbal communication. Barry could have used his non-verbal communication skills to defend his verbal communication by using signs and gestures while communicating. The employees who didn’t understand English would have understood the non-verbal gesture and it could have improved the results for Barry and the restaurant to follow the procedure (Daub, 2022).
It is important to convey the message in such a way that the information should be intact with quality and clarity to define the purpose until it reaches the receiver, as well as a receiver, should have the same level of understanding to know the meaning of the information. The communication isn’t considered complete as long as the receiver recognises the information and informs the sender of his idea of information to clarify the communication process and message. With the help of these, the outputs and results can be better and understanding between sender and receiver can be developed. Verbal communication helps in faster processing of the communication channel, and it is considered the most important factor in team building (Ibrahim and Jebur, 2019).


[bookmark: _Toc107587228]Listening
Listening skills are part of effective communication skills because without effective listening skills the receiver would not be able to understand and correctly interpret the information and won’t be able to provide feedback as well. The productivity and output of a task are entirely dependent on the listening skills because no matter how effective the communication has been said or conveyed but if the receiver wasn’t paying attention, he would miss the details and which impacts the performance and results (Krivosheyeva et al., 2020).
In the case of Barry and the communication barrier, was another factor which leads to the failure of Barry’s duties to maintain the health and hygiene factors in the restaurants. The restaurant management didn’t give enough time to employees to listen and completes the training on health and safety practices and they have directly been sent to work. The employee didn’t listen or follow the instructions due to the lack of training and linguistic barriers and it led to failing to implications of the guidelines (Radovic Markovic and Salamzadeh, 2018).
[bookmark: _Toc107587229]Empathetic listening
Empathetic listening skills are the structured form of listening and questioning technique, in which a person can enhance and develop a relationship with each other by developing an understanding of what is the meaning behind the message, both emotionally and intellectually. This skill is very important in team building and team development phases of management as well as the time of training and development of an employee to allow him to listen carefully and ask doubts and submit his insights about the information to the informer (Krivosheyeva et al., 2020).
In the case of Barry and the communication barrier, both the parties, sender and receiver were not able to develop empathetic listening skills and which leads to the failure of communication of the information and ambiguity of the message (Kalogiannidis, 2020).


[bookmark: _Toc107587230] THE ADVANTAGES AND DISADVANTAGES OF COMMUNICATION     TECHNOLOGY 
In the current world, communication mostly relays on technology because it made the process convenient, time-efficient and cost-saving. The usage of mobile phones and laptops with the internet has brought a revolution in communication technology. There are so many ways in which communication technology can work such as calling, texting, social media, emailing, etc. (Puspitawati et al., 2021). but every innovation has its advantages and disadvantages and so does communication technology, such as-
Advantages of communication technology-
Convenient- Communication technology made communication easy and convenient, because it needs less effort to draw and send the information and can be done quickly and efficiently.
Fast- Communication technology made the process of communication fast and quick, where messages can be transferred quickly and feedback can be received almost instantly with the help of technology (Puspitawati et al., 2021).
Reliable- Communication technology provides reliability to the communication and source because the tracking is possible for the origin of data, and it can be checked for fraud or mischief alert.
Disadvantages of communication technology-
Security- Security is the major issue when it comes to communication technology, data theft, loss of information in transmission, cyber-bullying etc. are the drawbacks of communication technology (Golosova and Romanovs, 2018).
Complexity- Communication technology is sometimes tough to be understood and interpret, especially for people above a certain age. It becomes hard to learn technology due to the unavailability of knowledge, resources and lack of interest.
Poor Substitute- Communication technology is a poor substitute for in-person communication because face-to-face communication is used to develop understanding and empathy between sender and receiver, which is likely less possible in communication technology (Golosova and Romanovs, 2018).

[bookmark: _Toc107587231]     CONCLUSION 
From the above study, an understanding of communication, models, skills and advantages and disadvantages of communication technologies has been developed. From the case study of Barry and communication barriers, it becomes easy to understand the factors affecting the communication process and the importance of effective communication. The success or failure of a mission is most likely dependent upon communication skills. Barry could have succeeded if he could find the points that were lacking in his communication. Use of feedback, non-verbal communication and proper channel selection would have helped him in the successful implementation of policies in restaurants and employees would have understood him better.
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