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Introduction               
Communication is when one person tells another person something. Communication is the process of sharing information with people inside and outside of an organisation to build understanding and friendship (Al-Fedaghi, 2012). Strong communication skills, both verbal and written, are a plus in every field. From a business point of view, all deals are made after talking. If you want to get information across quickly and clearly, whether to yourself or to someone else, you'll need good communication skills. Different points of view, cultures, and other things make it hard to talk to each other. There could be problems with language, thoughts, feelings, bodies, cultures, etc. Missed chances to connect with others can lead to frustration, tension, and a lack of humour, which can speed up the pace of life and make it feel overwhelming. Worry and stress make it hard to get things done, and bad or no communication is the best way to learn who you are.
















[bookmark: _Toc120236062]Models of Communication
A communication model is a diagram, chart, etc. that shows how people talk to each other, what they say, how they think, and what they believe. They can be seen as logical pictures of the process that show the different ways that people can talk to each other (ASLAN, 2021).
[bookmark: _Toc120236063]Shannon and Weaver’s Model of Communications
The Shannon-Weaver model of communication dates to 1948, when Claude Elwood Shannon and Warren Weaver published "A Mathematical Theory of Communication" in the Bell System Technical Journal (Braunmüller, 2013). Weaver's scientific work is different from that of the American mathematician Claude Shannon. After that, the math theory became known as the "mother of all models" or the "Shannon-Weaver model of communication." This method of linear modelling is much more up to date than the ones that have been used in the past. Here are some of the main ideas behind the Shannon-Weaver Model.
Sender (Information source) -– The creator, or sender, of a communication is the one responsible for its creation, transmission, and channel selection.
Encoder (Transmitter)- The sender is the encoder if they use a machine to turn text into signals or binary data. This phrase could also be used to talk about the machine itself (Chendroyaperumal, 2013).
Channel - The word "channel" means "means of communication.
Decoder (Receiver)- A decoder is a device that turns binary data or signals into a message that can be read. A decoder is also the person who receives and understands these transmissions (Damanhouri, 2018).
Receiver (Destination)- "Receiver" is the word for the person or group that the transmission is meant for. The person who receives the information responds based on what was sent.
Noise-Noise is any outside thing, like a busy reception area or another person, that makes it harder for the intended message to get through.
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                 Figure 1: The Shannon-Weaver Mathematical Model (Hawkins, 2019).

What the case study is about: The Shannon-Weaver model of communication is a linear theory in which a sender sends a message through an encoder and a receiver decodes it to understand what was sent. However, noise can change the message, as in the case study "Maria and Pedro," where Maria's message may have been distorted and Pedro may have heard "kitchen" instead of "chicken" because of the construction noise (Hawkins, 2019).

A simple but effective corporate communication strategy is to have the employee repeat the message, either word for word or point by point, to make sure it was understood (L Arnold, 2014). Make sure she gets a point. If you don't want to seem condescending, try to ask questions that don't make you seem too smart. The point is to get information across, not to show off how smart you are.




[bookmark: _Toc120236064]Schramm’s Model of Communication
Schramm's model of communication builds on the Shannon-Weaver model and should be read after the Shannon-Weaver model has been fully understood. In 1954, Wilber S. Schramm was the first to present a communication model. (Porterfield, 2016). Information is useless if it can't be put into words and shared with others. Encoding is important because it is the first step in every type of communication. It turns abstract ideas into concrete information. It's up to the person who gets the message to figure out what the sender meant. If the person who gets the message can't figure out what it says, it's useless for both. Since people can't share information until it has been encoded and then decoded, encoding and decoding are important parts of every communication system. The idea is also the basis for Schramm's idea. Schramm came up with a model for effective communication that uses both coding and decoding.
He also talks about how important the recipient's response is, saying that the sender's part in the conversation isn't complete without it (Reddy, 2016). Consider a person venting to a friend and receiving no response. Schramm thought that communication was a two-way street between the person who starts the conversation and the person who hears it.
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     Figure 2: Schramm’s Model (Reddy, 2016).




Schramm thought that someone's education, experience, and cultural background all had something to do with how well they could communicate (Shah, 2017). People from different cultures, religions, and socioeconomic backgrounds might understand the message in different ways.
In this way of communicating, it's up to the receiver to give the sender the feedback or answer he wants based on how he understands the information he gets from the sender (Spitzberg, 2018). When the person you're talking to doesn't respond, your message isn't finished or doesn't work.
[bookmark: _Toc120236065]Berlo’s Model of Communications
David Berlo invented the Sender-Message-Channel-Receiver (SMCR) model in 1949. It was based on Shannon Weaver's Paradigm of Communication, which came out in 1960. (Stead, 2012). He went into more detail about the things that affected the different parts of the communication, which in the end made it more effective. Encoding and decoding, which happen before the sender sends the message and before the receiver gets it, are also very important parts of the concept. Berlo's Model of Communication is basically made up of four parts. A message has a sender, a channel, and a receiver. Each part is affected by a lot of different things.
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Figure 3: Berlo’s Model of Communication. (Stead, 2012)





[bookmark: _Toc120236066]Components of Berlo’s Model of Communication
The person who sent the message is called the "sender." From the sender to the receiver, the message is sent (Stead, 2012). The information below applies to both the sender and the person who is receiving the message.
Communication Skills: One thing that can affect how people talk to each other is how well they speak that language. If the sender knows how to talk to people, the message will get through better than if he doesn't. In the same way, communication fails if the person who is supposed to get the message doesn't fully understand it. Communication skills are things like being able to read, write, speak, listen, and understand (Wentao, 2017).
Attitude: The way the sender and the receiver think affects the message, which each person decodes in his or her own way. How a person feels about themselves, the other person, and their surroundings affects how they communicate and what that communication means.
Knowledge: When the person receiving a message knows more about the subject being discussed, the message has more of an effect on them (Spitzberg, 2018). How well someone can get their message across depends on how much they know about the subject.
A well-known Welsh-English professor lived in a big house near a quiet Welsh town. Since he didn't have anything in common with the mostly unskilled and manual workers in the village, he never went there to shop. Instead, he went to the town near the university (Reddy, 2016). When the professor dropped his pipe on the carpet while he was sleeping, it started a fire. When the professor woke up, he saw that his house was on fire. He ran into town and yelled, "The edifice is being burned by a gigantic blaze!"  The people in the village looked at him and then went back to their work. When the professor got home from work, his house was in bad shape. He fell to the ground and started to cry. In this case, the villagers didn't know what the professors were shouting because they didn't know what the word "conflagration" meant. If the professor wanted to know how to say "fire" instead of "inflagration," he could have asked. Since the two people involved in this failed communication have different levels of education, Berlo's model of communication is a good way to explain what happened. The professor has a lot of education, while most of the people in the village don't know much and work in the fields.






[bookmark: _Toc120236067]Communication skills
People with good communication skills can send and receive information in many different situations (Stead, 2012). On the job, you may be expected to have these skills, but being able to communicate clearly, effectively, and efficiently is a unique and valuable skill.
Verbal
Verbal interaction is any kind of communication where words are used to send a message. Oral communication is a broad term that includes everything from casual conversations to formal interviews, speeches, and debates. This type of written communication includes things like letters and emails.
Non-verbal
Nonverbal communication includes things like body language, posture, tone of voice, eye contact, and facial expressions (Hwang, 2021).
Facial expressions:  Faces can show feelings that aren't spoken in a lot of different ways. Face expressions are a form of nonverbal communication that everyone can understand. All people feel happiness, sadness, anger, surprise, fear, and contempt (Hwang, 2021).
Body movement and posture: Think about how a person's posture can change how you feel about them. The way someone walks and how they stand say a lot about them. Some examples of nonverbal communication are posture, bearing, stance, and small gestures.
Gestures: Gestures are something we do all the time. When someone is passionately arguing a point or in the middle of a heated debate, he may not even realise he is gesturing (ASLAN, 2021). Different cultures have different ideas about what certain hand movements mean. Handmade versions of the "OK" sign are offensive in Germany, Russia, and Brazil, so people should be careful when using someone else's gestures to avoid misunderstandings.
Eye contact: Most people's main way of processing information is visually, so eye contact is an important nonverbal cue (Reddy, 2016). No one knows what kind of interest, love, hate, or attractiveness someone else's eyes are showing. During a conversation, it's important to maintain and read the other person's eye contact.
Touch: Physical contact can say a lot about a person. Different things can be said with a weak handshake, a warm bear hug, a condescending pat on the head, or a strong-arm hold (Stead, 2012).
Listening: One of the most important soft skills is the ability to listen carefully. It shows how well a person understands and uses the information that is sent to them (Lamanauskas, 2021). "Active listening" means being able to listen carefully, think about what was said, and respond with thought. Engaged listening, as opposed to passive listening, which is hearing someone talk but not remembering what they say, is a highly valued interpersonal communication skill that helps people remember specific facts without having to hear them repeatedly.

[bookmark: _Toc120236068]The advantages and disadvantages of technology
Technology can help us communicate more effectively and efficiently (L Arnold, 2014). The benefits of technology for communication are:
Allow Remote Communication: Technology makes it possible to talk to people far away. It's a worldwide language that lets us talk to anyone. It's easier to talk to someone when you don't have to travel. Technology makes communication faster and better. Anyone can be reached anywhere. A business presentation can be given anywhere in the world.
More Pervasive: The workplaces of today are more tech-savvy. It lets us talk to people nearby and far away. Technology makes communication possible at any time and in any place.
Elimination of Wires and Cables: Wires and cables are no longer needed because of technology. Everyone wants the office to have no wires (Porterfield, 2016). Because of this, many people will use technology to talk to each other. With technology, you can talk without a wire.
Technology improves communication: It has made it easier to communicate, which speeds up the process of making decisions. This makes what we do easier and quicker (Reddy, 2016). The speed and ease of use of technology have made communication better. It makes things easier to understand.
More Efficient and Effective: This makes it easier to trust communication in dangerous situations. Technology makes it possible to communicate without interruptions or mistakes.
Technology improves communication: Technology and the Internet have made it easier to talk to people. Technology helps people talk to each other better (Reddy, 2016). Technology has made it easier and cheaper to talk to people. It saves time and money and lets people talk to each other. Technology has made it easier to talk to each other. People have been arguing about how technology affects communication for a long time. It is important to investigate how technology affects communication and how it can be used in the future.
But there are some things that can get in the way of communication, and technology can also get in the way. Concerns about privacy There is no privacy in communication technology, which is a big problem (Wentao, 2017). The average cell phone can be used to track someone and has a two-way camera and microphone. Most phones have GPS that can be used to find someone. It makes things more distracting, and most people are always distracted when they are online, whether they are surfing or reading email. Even when they need to focus, technology keeps sending them a lot of information that takes their attention away. People are busier now than they were 10 or 5 years ago. With more information, ways to communicate with people, and people to communicate with, it's difficult not to be concerned. 
Miscommunication in the Workplace: Common Causes and How to Avoid Them  (Hurley Write,ING,no date.)

What is miscommunication in the workplace:
Workplace miscommunication refers to misunderstandings that happen when people on a team don't talk to each other well and their listeners don't understand what they mean. Miscommunication at work can, of course, mess up business and cost a lot. It can lead to unhappy employees, high turnover rates, and missed deadlines, which can be very expensive.
On the other hand, good communication is a must for a productive and happy workplace. It makes it easier for your team to do a better job and helps your business' bottom line.
 So, don't let problems with communication at work slow you down. Learn the most common reasons why people don't understand each other at work and how to avoid them.
How to solve miscommunication in the workplace: example strategies
1. Don't assume anything.
This is the most common reason why people don't understand each other at work. It can be especially troublesome to assume that someone knows the same technical terms, knows what to do in each situation, knows that a certain need is obvious, or knows that others see a problem the same way you do. Those things may or may not be true. Do you really know? Don't guess.
Solution: Never take anything for granted. Sometimes you may feel like you're stating the obvious, but it's much easier to be clear from the start than to figure out what went wrong.
2: Don't send mixed signals with your body language.
The University of Texas at Permian Basin says that between 60% and 90% of all communication is done without words. In other words, non-verbal communication makes up a big part of what you say. Sometimes your body language, facial expressions, posture, and tone of voice can say more than the words you use. This can be a problem if your body language is unclear, doesn't match what you're saying, or isn't there at all (like when you're writing), because then the audience doesn't have access to important information.
Leaders with good communication skills always pay attention to their body language. You can't let personal thoughts or upcoming events take your mind off this. Eye contact, open body language, and a positive tone can help you avoid sending the wrong message with your body language. If you're not going to be there when something is written, make sure it can stand on its own.
3: Don't stop at just the basic needs.
You might save time if you only tell your employees the most important things, but then there are two things that could happen. First, workers who are paying attention to you may interrupt you by asking questions you could have answered from the start. Second, workers who don't put in as much effort may just keep going, but the work they do may not be as good. In either case, there is a chance that there will be more miscommunication at work.
Solution: Give your team all the information they need up front to make sure they get the best results possible and save time on making changes.
4: Avoid Typing Mistakes
Dates and times that don't match, broken links, and misspelt names in emails can be confusing and even hurtful. When incorrect information spreads, it takes time and money to clear things up. Simple mistakes cause the most stupid misunderstandings and should be avoided at all costs.
Solution: Always check your written work twice before sending it, submitting it, or publishing it.
5: Think carefully about how you talk to people.
Miscommunication at work occurs when we do not consider the consequences of what we say or write, and the results are unexpected. To fix this kind of misunderstanding, you need to be able to think critically, which means you need to be able to gather information, analyse the situation, and think logically.
Solution: When writing, ask the right important questions

[bookmark: _Toc120236069]Conclusion
It's important to talk to other people. It's a proven way to get things done, and more and more people and teams are using it (Porterfield, 2016). Communication is all about being able to share and understand information in spoken, written, and nonverbal ways. Positive communication in the workplace has been shown to boost morale, participation, productivity, and job satisfaction. To improve teamwork and cooperation, you also need to talk to each other more. Strong lines of communication in the workplace lead to better results for individuals, groups, and companies.
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