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Introduction
Human life necessitates daily communication as communication is an inseparable part of multiple activities. As such, it is important to derive a good understanding of communication in order to be able to effectively use it. In achieving that, one would benefit in multiple ways and would expand his opportunities for prosperity and progress. 

Communication has been given different definitions which, however, do not differ majorly. For instance, Lenard Brown defined it as “the transmission and interchange of facts, ideas, feelings or course of action” (Brown, 1959). Similarly, Keith Davis described it as “ a process of passing information and understanding from one another” (Davis, 1953).

Communication is also a vital component in business environments.
 
Firstly, as effective communication can positively impact the attitudes of people, it can be used to motivate employees, attract clients and create good professional relationships. 

Moreover, good communication practices are required to be able to establish highly productive and trouble-free employee co-work, with effective teamwork communication facilitating the development of respect and trust amongst staff members and building a steady support network. 

Communication is also crucial for smooth business management and leadership, in order for higher positioned individuals to be able to effectively convey their ideas, provide feedback, plan, coordinate, organise and direct lower positioned employees.

In view of the importance of communication in business, it is to be considered that bad communication practices can have a negative impact on a company’s progress and prosperity. 

As previously mentioned, good communication can facilitate better business management, leadership and employee stimulation. Therefore, non-effective communication manners can result in impeded management, leadership and employee motivation and engagement. 

Unproductive communication can also lead to misunderstandings and even conflicts between the employees and reduce a company’s productivity due to decreased teamwork efficiency. Moreover, it can cause higher staff dissatisfaction and employee turnover.

Further, bad communication can hamper decision-making, as effective communication is vital for the efficacious transmission of information that is to be used when considering the business’ current state and the best decisions for its future. 

Lastly, bad communication can harm a business image, as it can lead to its misrepresentation in a negative manner that might repel clients, investors and business partners. 

Communication can be hindered by various factors. For instance, people’s emotions can have a negative influence on their communication practices as they can lead to them being overly emotional and potentially offending other people. 

Moreover, different views, cultures and standpoints, as well as biases and prejudices can also impede communication between people.

Physical problems such as hearing or speaking impediments and language differences can also be recognised as a barrier to effective communication.

Models of Communication
In an attempt to develop a better understanding of communication, various models of communication have been developed. 

1. [bookmark: _Hlk110275736]Shannon and Weaver (Shannon and Weaver, 1949; Al-Fedaghi, 2012; Verdü, 1998)
The model developed by the two mathematicians depicts communication as going through five components in a linear manner: 

1.      It commences with a sender which can be a person, object or anything else that is a source of information. The sender begins the communication process by choosing the information, its receiver and the channel that would be used for the information process. Subsequently, he sends that information.

Example: 
A person decides to send an SMS to his friend to inform him that he would be late for a meeting. 

0. Following the sending of the information, an encoder which can be a machine or a person converts it into signals via a process called “encoding”.
Example: 
The encoder can be a telephone, which converts people’s voice signals that are sent via mobile network lines.

0. In the next stage of the model, the concept of noise can disturb the information while it is being transferred between the different participants in the communication.
Example: 
A frequently encountered communication noise nowadays is internet connection problems.

0. According to the model, another entity that can again be a person, a machine or anything else capable of executing the task, “decodes” the previously “encoded” information into a comprehensible by the receiver form. 
Example: 
An example of machines that can act as decoders are computers that translate sent messages into pixels on their screens.

0. In the last step of the Shannon Weaver model, a receiver gets delivered the information sent by the sender which marks the end of the communication process. 
Example:  
A person reads an email sent to him by his employer. 

0. [bookmark: _Hlk110276067]Schramm (Schramm, 1954; Griffin, 2000; Volkmer et al., 2009)
An alternative model that conceptualises communication as a circular model, instead of a linear one is the one proposed by Schramm. Schramm develops the model from the theories of another theorist called Osgood, which is why the model is often referred to as the Osgood and Schramm Model of Communication. 

According to the model, a person is both a sender and a receiver in communication practices and communication is executed in more than one direction. In that way, the model features the concept of feedback. 

As per Schramm, there are five components in communication:

1.         Sender/encoder – the party that sends an information message. For a message to be accurately comprehended by the receiving correspondent, the sender should send a message that is clear, relevant, precise and properly structured. 

0. Receiver/decoder – the receiving party that decodes the received message by using its reading, listening and interpretive skills. 

0. Message – the information transmitted from the sender to the receiver that can have various forms (e.g., text, audio, video, body language).

0. Feedback – the information that can be verbal or non-verbal which the receiver sends back to the sender in response to the initially sent by the sender message. Upon the exchange of feedback, the sender and the receiver switch their roles, with this process of communication repeating until the end of the communication.

0. Semantic noise – disturbances of the communication process that hinder the effective transmission of the message. They can lead to a misinterpretation of the message. 

[bookmark: _Hlk110276112]3. Berlo (SMCR) (Berlo, 1964; Littlejohn and Foss, 2009)
In the SMCR model, Berlo depicts communication as a linear process that consists of multiple aspects that correspond to the abbreviation SMCR. 

In the model: 
S– Stands for Source or Sender. 
This is the entity that commences the communication process by sending a message that holds information. 

There are some factors that pertain to the sender that need to be considered as they might affect the communication quality: 
0. Communication Skills
Such skills concern the skills that are needed to communicate such as speaking, writing, listening, etc. Deficits in the communication skills of the sender may cause misunderstandings and therefore, hinder effective communication. 
0. Attitude
The sender’s attitude towards the message, the receiver and the environment can have an impact on the meaning and effect of the information that is being transmitted.
0. Knowledge
The language abilities of the sender can have a significant impact on the message and the ability of the receiver to comprehend it. Furthermore, a sender’s good understanding of the content of the information that is being sent would facilitate the effectiveness of the message. 
0. Social systems
The social systems of the sender that pertain to not only his/hers values, beliefs, etc. but also the norms and laws of his/hers social environment can have an influence on the message that is being transmitted. 

0. Culture
Different cultures can also have an effect on how a message is structured.

M – comprises the Message
The message is the aspect that pertains to the information that is being transmitted via the communication process. It can have different formats (e.g., text, video, voice)

The key aspects of the message are:
0. Content
This aspect concerns the substance of the information that is being exchanged. 

0. Elements
The “elements” components of the communication comprise the non-verbal expressions that the source of the information utilises. Such can include posture, gestures, body language and others.
0. Treatment
Treatment is defined as the attitude to the information that the sender expressed when sending the message. 
0. Structure
The structure of the message regards its word order, vocabulary and grammar. 
0. Code
Code concerns the format in which the message is sent which can be of various types ranging from audio to text, video, and many others. 

C – pertains to the Channel
This aspect constitutes the medium that is used to send the information from the sender to the receiver. 

Real-life communication can involve all human senses in the acquisition of information process:
0. Hearing- The message is heard through the hearing sense
0. Seeing- The sender sends non-verbal messages (e.g body language) that are seen and reflected by the receiver. 
0. Touching- Non-verbal information can also be transmitted by touching.
0. Smelling- Information from different smells can be gathered (e.g., sweat signifying that a person is hot).
0. Tasting- Taste can also provide information (e.g., mouldy tasting food is too old).

R – Receiver
This feature refers to the receiving party of exchange via communication processes information. 

The model accentuates the importance of the characteristics of the receiver to be in sync with the ones of the sender, in order to establish effective communication.

Therefore, the features that are of importance for the communication corresponding to the ones identified for the sender: 
0. Communication skills
The successful effective perception of the conveyed information relies on the abilities of the receiver to hear, see or read it.
0. Attitude
The attitude of the receiver can have an influence on the way that he perceives the content of the message. 
0. Knowledge
Similar language and content knowledge between the sender and the receiver are a prerequisite for the ability of the receiver to correctly and effectively acquire the information that the sender sends.
0. Social Systems
Significant differences in the social environments of the sender and the receiver may cause the receiver’s confusion and misinterpretation or impede him from receiving the message (e.g. by laws). 
0. Culture
The culture of the receiver may result in him perceiving a message in a way that is different from the one aimed by the sender. 

[bookmark: _Hlk110276203]Examples from own experiences
1. Nowadays, many companies have very wide operational scopes that encompass multiple countries that speak different languages. In my experience, I had communication issues when I was once tasked to collaborate with colleagues from China who had limited English capabilities. For that reason, we had some issues in the organization process and the distribution of different tasks and schedules. Nevertheless, I and one other worker from my department submitted a request to the company’s management to implement strategies for coping with the setbacks that we were experiencing. My workplace’s managers took our feedback into consideration and provided us with a subscription to an online tool that automatically translates the messages that were sent between my department and the one in China. This experience highlights the importance of feedback in business communication and also outlines that innovative communication techniques can be utilised to facilitate communication processes. 

2. The importance of implementing innovative techniques in business has been frequently recognised (Håkansson and Waluszewski, 2007). Communication with employees can facilitate innovation (Berraies et al., 2014), as they can generate new ideas that the management has not yet considered. A few years ago I was working at a company that was experiencing setbacks due to decreased revenues and a high frequency of customer complaints. The managers of the business requested the employees to fill out a survey, reflect on the company’s current state, suggest possible fields for improvement and present ideas on how to do it. Upon reflecting on the replies to the survey, the management team developed effective strategies and succeeded in increasing the company’s earnings and improving customer satisfaction. This example also showcases the importance of managerial ability to use feedback (Hamidi and Barati, 2011). 

Communication skills
In recognition of the importance of effective communication, it is to be considered which skills are needed to be able to establish effective communication. 

Verbal - The ability to express oneself clearly and concisely is also to be identified as important for effective communication (Maguire and Pitceathly, 2002).

Non-Verbal - In addition, non-verbal communication skills are also important for effective information transfer (Phutela, 2015). 

Listening - First, listening has been outlined as of particular significance for effective communication (Celik, 2017). A good communicator should be able to both actively, as well as empathetically listen to his correspondent. 

Empathetic listening - Active speaking pertains to the payment of attention to the other person’s words without interrupting him/her. Meanwhile, empathetic listening comprises the ability to reflect on and show compassion for the other person’s feelings or experiences.

Lastly, an open-minded attitude is a prerequisite to not only being able to optimally perceive the information of communication participants but also to be able to accept potential differentiating view stands. 

Advantages and disadvantages of communication technology
As also identified in the above-presented example, communication technology can be very impactful on business. However, the role and applications of technical communication are not only limited to the workplace environment but concern multiple aspects of human life. 

Defined as any electronic system that is utilized for communication purposes, communication technology is an inevitable part of human life (Green, 2002).

Advantages
As an example of technology’s positive impacts on communication, it can be outlined that it facilitates connectivity between people as it permits them to communicate with each other regardless of their location or disabilities such as hearing ones. 

Moreover, communication technology allows for businesses to be able to have multiple locations around the globe and quickly establish contact between them. 

Further, it facilitates better organisational structures as it allows for a better systematisation of the tasks and schedules.

Lastly, it can be recognised as reducing costs as it decreases the need for frequent real-life meetings and permits remote work which leads to decreased office rental expenses. 

Disadvantages
Nonetheless, communication technology is also connected with some drawbacks. 

For instance, it has brought frequent cases of cyberbullying which can be defined as the exchange of negative, humiliating and harmful information about someone (Slonje et al., 2013). 

Moreover, it can lead to privacy disturbances, as people’s personal information can be exposed without their consent. 

Also to be considered is that it increases the opportunity for scams and frauds because it provides greater anonymity. 



Conclusion
Communication is a part of human life that is both essential as well as connected with multiple aspects that are to be taken into account. Therefore, explorations of the topic of effective communication are to be endorsed, in order to develop a comprehensive understanding of it (Buckman, 2002).









References
Al-Fedaghi, S. (2012) 'A conceptual foundation for the Shannon-Weaver model of communication', International journal of soft computing, 7(1), pp. 12-19.
Berraies, S., Chaher, M. and Yahia, K. B. (2014) 'Employee empowerment and its importance for trust, innovation and organizational performance', Business Management and Strategy, 5(2), pp. 82-103.
Buckman, R. 2002. Communications and emotions: Skills and effort are key. British Medical Journal Publishing Group.
Celik, O. (2017) 'The importance of listening in communication', Global Journal of Psychology Research: New Trends and Issues, 7(1), pp. 8-11.
Davis, K. (1953) 'A method of studying communication patterns in organizations', Personnel psychology, 6(3), pp. 301-312.
Green, L. (2002) Communication, technology and society. Sage.
Griffin, E. (2006) A first look at communication theory. McGraw-hill.
Hamidi, Y. and Barati, M. (2011) 'Communication skills of heads of departments: verbal, listening, and feedback skills'.
Kacperck, L. (1997) 'Non-verbal communication: the importance of listening', British Journal of Nursing, 6(5), pp. 275-279.
Phutela, D. (2015) 'The importance of non-verbal communication', IUP Journal of Soft Skills, 9(4), pp. 43.
Slonje, R., Smith, P. K. and Frisén, A. (2013) 'The nature of cyberbullying, and strategies for prevention', Computers in human behavior, 29(1), pp. 26-32.
Verdu, S. (1998) 'Fifty years of Shannon theory', IEEE Transactions on information theory, 44(6), pp. 2057-2078.
Volkmer, I., Littlejohn, S. W. and Foss, K. A. 2009. Encyclopedia of Communication Theory. California: Sage Publications.
2

