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[bookmark: _Toc112251639]Introduction 
Communication is the root of all teamwork as well as personal quality development. Better communication makes a process easier and misunderstanding in communication can make a thing worse. Some skills need to be developed for proper communication. Verbal and non-verbal both are important in communication (Simmons and Tenzek, 2015). Sometimes body language is a medium for communication. So, it is important to know how to communicate non-verbally if needed. Good communication in the workplace can make a good position. It is also important to communicate in an institution for better understanding (Yeo, Wang and Castro, 2013). Listening to the speaker makes it easier to have a good command of the topics they are discussing.


[bookmark: _Toc112251640]3 Models of Communication
Communication is the medium of transmitting thought, writing, or expressing an opinion. Information sharing can be done through communication. Communication can be done in many ways and some of the important mediums for communication are listening or communication through body language, and written communication. Communication can be verbal or nonverbal. Listening is the most common way of communication and it is the active form of communication. It is important both in the academic and professional sectors and the daily percentage of listening time for an adult is about 29.5 percent. 3 important models for communication are described below,
[bookmark: _Toc112251641]Shannon and Weaver’s Model of Communication
This is an important model for communication. This is the model of communication between who has sent the message and who has received the message for communicating. This model applies both to traditional communication systems and also to the technological communication system. So, the sender and receiver are both parts of this model. The sender sends a message through a medium and the message is converted to signals (Rai and Rai, 2014). Messages are sent in this model as binary data such as when we make a phone call it gets converted into binary signals. After sending a message the receiver gets the message and they give feedback if they have understood the message. In this system, the messages or signals can be interrupted by noise such as road noises, crowds, or physical noise. This model is about how to manage these noises during a conversation. If any noise is present in the conversation, then the receiver will not get the exact information and the feedback will be delayed.
Example of Shannon and Weaver model of communication:
In this story we will talk about how was my first day at my job.Where I work is situated a very big and noisy machine.
During work my husband called me and asked to buy him from the shop a diet cola drink.
When I arrived home he asked me if I bought him the diet cola drink,and I replied to him that I understand that he wants just a cola drink.
SUMMARISING:
Because of the noise I could not understand my husband,in stead of he wanted to buy for him I bought a wrong item.

[bookmark: _Toc112251642]Schramm Model of Communication
This model of communication is cyclic and it is a communication system where listening, sharing ideas, or information sharing. Good listening also develops skills. Listening can be a good way for adapting to new opportunities. Active listening improves the quality of concentration. Active listening also needs availability and attention from both people. When a person is talking then the listener should motivate the speaker or give a reflection. Hearing is also a skill in the listening part (Rai and Rai, 2014). Hearing is known as the physical ability of a person but listening is not. Interruption in listening can make a person demotivate. Listening plays an important part in teamwork and teamwork makes a company productive and successful. Someone can just hear what another one is saying and this is not good listening. Listening can be interrupted by noises and it will make an effect on listening. Sometimes listening is done for only understanding and sometimes for making a decision. A barrier in communication disrupts the communication system.
Example of Schramm model of communication:
I am going to tell you about how I managed to take my holidays ,and how I tried to speak with the lady that is responsible with my working hours.
The conversation started yesterday in the morning when I sent her a text message.
Me: Hello,how are you?It is possible to take my holidays from September 13 until 21 september?
Lady: hi,hope you are well.Yes it is ok to take your holidays from 13 september until 21 september.
After that I was so relived that she answered me and I could make my plans for my holidays.
SUMMARISING:
Because of the good reception and good communication I managed to make plans and enjoy my holydays.

Berol’s Model of Communication
This is the model of communication where social system, interpersonal skills, and knowledge can change the system in communication. Some skills develop communication and some skills interrupt communication (Bolotova, 2013). This model is applicable both for personal and professional communication. Sometimes people can communicate in the way that is allowed in society. Religious belief can interrupt a person’s communication. Culture is a big issue between sender and receiver.
Example of Berlo”s model of communication:
This story starts with two brothers.One is Tony and the other one is Sam.
Tony study a lot and became a brilliant doctor and Sam became a cleaner in a sales store.
One day Sam had a very powerful headache and his brother noticed he did not feel good.
Tony: I think you should take an M.R.I. or C.T. scan.
Sam looked at him and did not say anything.After one week Sam went to the hospital to find out that he has a bleading in his head.
Tony was very sad when he found out and asked his brother:
Why you did not go to take a M.R.I when I asked you to do it?
Sam replied: Because I did not understand what you mean by that.
SUMMARASING:
Because Sam does not have enough studies he could not understand his brother and end up to the emergency room.

[bookmark: _Toc112251643]Communication Skills
This skill means how to share things and convey people through communication. The way of communication can be different at times (Vijayavalsalan, 2012). Good communication skills improve a person and also help in personal skill development. Some of the important ones are briefly discussed below,
[bookmark: _Toc112251644]Communication Skills in Literature
Literature skill is a must in the institution and it should maintain scholarly material. Scholarly materials should be used if accurate reference is available. References should be from governmental or academic sources and textbooks or journals (Ternes, 2019). Some articles from proper resources are also applicable. Reliable books and journals are most important but using website links is not always advisable. So, website links can be used sparingly for academic purposes. But every source that is used for academic purposes must be recent such as using references published in the last five years. Intext citation is also needed in a writing procedure in the main body of the work. But it requires a lot of research to have a good knowledge overwriting skill. Referencing is different for the different word counts and one has to follow the rule of reference. Different writing wants different types of referencing styles such as APA, Harvard style, etc. Literature skills are not important in only reading or writing but also in communicating formally.
[bookmark: _Toc112251645]Communication Skills in Understanding
Communication skill is a must in understanding. But this understanding needs proper analysis and also needs reflection. If a person does not understand how to communicate or what to communicate it will be difficult to understand. Understanding is developed by communication with different people. Understanding will develop the knowledge of students (Rai and Rai, 2014). It is also applicable to job sectors. Proper understanding is done when two people can communicate well with each other. But understanding what a person is trying to tell needs to have a purpose and context. Communication helps in expressing the thoughts of every people. Value is also created by understanding. So, the way of communication is necessary to understand the thoughts of others. It is necessary to understand others’ points of view.
Conceptual Skills of Communication
This skill is cognitive communication skills. This type of skill includes skills in concentration without distraction. Lacking this skill can affect communication because emotions are related to this type of skill. Cognitive communication varies from person to person because some people can not communicate easily in all situations. Some people get nervous or can not manage the sequence of a topic while speaking (Noble, 2014). So, the personal ability to speak is a must in the communication process. Proper attention in communication is the key to understanding the value of others. Cognitive development is necessary for developing personal skills. It is also important to understand for planning any strategy in the course plan or any organization.
Choosing a Medium 
Communication skills need the right medium for interacting. Confidential matters should be discussed in person. Sometimes communication through emails or messages is a solution for this. Generally, every conversation needs a different medium because formal and informal medium is important in all aspects of communication. Body language is a skill in communication because sometimes speaking is not needed. Communication through facial expressions is important (Harlow and Webb, 2013). Also understanding others’ opinions when they don’t tell is important in communication skills development.
[bookmark: _Toc112251646]Case Study and Recommendation
Giving feedback is the skill of communication. Feedback is something that will improve the capacity of communication. For example- once I called my friend for the date of assignment submission and she told me the time was 10 am but I heard it was 10 pm because of some noises over the phone. It was a miscommunication that had happened to me. From that experience, I understood what any medium can do in a communication system. So, avoiding noises during conversation or rechecking the information through phone can be a solution to avoid miscommunication. Any interference must be avoided to have a proper communication between  the speaker and listener.
[bookmark: _Toc112251647]Benefits and Drawbacks of Technology in Communication
Technology is important in every aspect of life and most beneficial for any communication process. But technology has some disadvantages also. Technology has made it easier for corporate offices or businesses to communicate within less time (Kurtuma, Tulumović and Begić, 2021). It has developed new opportunities both for the organization and customers. Students are having many advantages of technology in communication. Some advantages are discussed briefly,
[bookmark: _Toc112251648]Benefits of Technology in Life Cycle Costs
In the slow system of communication such as sending letters, the way is cheap but it takes a lot of time to receive the information. So, an immediate transfer of information is a must to maintain productivity. Small businesses can use the slow way of communication through letters but the big organization must not use this way of communication. So, an immediate way is needed to maintain communication. So, location is not an issue for communicating through technology. Emailing and texting is the easiest and fastest way of communication. It can be sent through phone and other devices having an internet connection. So, anyone can communicate in real-time. It will give an outcome immediately. 
Technology has made the communication system much easier because any information can be saved through technology (Djenar, Mahboob and Cruickshank, 2015). Affordable storage is also available in this system and messages or emails can be retrieved. Messages can be archived also for later. This system is preferred nowadays because this saves time than the traditional communication process. Besides email or messages, the webcam is a true blessing from technology. Conferences or classes and video calls have made it easy to communicate with different countries. FAQ is also used for dealing with live answers to a question by a live adviser. It does great help in producing, maintaining, and storing information. Customer care service via phone or email is a great way of communication. Students can also transfer information through these communication systems.
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Information technology has lessened the cost for organizations as well as for students. The online system has decreased high-cost function and it is benefitting the economy. Also, it has increased communication among people. Interruption in communication has decreased. Customer services are getting better with time and cost is also reduced.
[bookmark: _Toc112251650]Administrating Human capital
In institutions and organizations, communication has made it easier to recruit through an online platform and also in screening new staff (Chan, 2013). So, it saves time, and productivity is increased through online communication.
[bookmark: _Toc112251651]Drawbacks of Technology in Communication
Communication through technology can have some disadvantages also and some of them include, cell phone which can interrupt work and workflow. Personal and professional calls are sometimes mispleaded and deadlines of work can be affected by overusing cell phones. So, it takes more time to finish work.
[bookmark: _Toc112251652]Monitoring Activities 
Doing calls or communication through a traditional system is much easier but attending calls and sending or receiving emails can sometimes make it hard. Monitoring all the emails is sometimes not possible to handle for a person (Carbaugh and Buzzanell, 2013). It can be missed several times.
[bookmark: _Toc112251653]Balancing Personal and Professional Life
Using the same device for the job or business and in personal life can lead to an interruption between them. Because personal messages and calls can create imbalance (Bolotova, 2013). So, maintaining both sometimes gets crucial. Calls take more time than messages.
[bookmark: _Toc112251654]Complexity in Email
Sometimes so many emails can make it difficult to handle and some important emails can be missed if not properly seen. Important emails can be sent to the wrong person accidentally so a security issue arrives in using emails. Also, jargons are difficult for some people to understand. Confidential information can be transferred within a second and this is a privacy concern.
[bookmark: _Toc112251655]Disadvantages of Social Media Communication
In social media, everyone is not connected in real life that’s why it is hard to find if the person is good or wrong (Barker and Gaut, 2013). Using short forms can make it tough who do not understand those such as LOL, LMAO, etc. complexity in communication occurs because of several communication mediums. 


[bookmark: _Toc112251656]Conclusion 
Amon all communication processes, maintenance is the main key, and also how to communicate in different situations is important. Technology has made communication easier but, in some cases, it has brought some unwanted issues also (Akagi et al., 2016). But with proper attention, these can be overcome also. Communication helps in developing interpersonal skills and development in an institution or organization. Communication is the key to every aspect of life. Besides traditional communication, technology plays an important role in all sectors. It has become so fast to communicate by calls, messages, and emails (Balibar, 2012). It can make it complex but using the terms properly can make it easier.
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