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[bookmark: _Toc111318385]Introduction 
Communication is connecting with two parties for sharing information. So communication is the method of interconnecting between sender and receiver with a medium for sharing ideas, transforming information, and building relationships (Pardillo, 2019). Communication is important all over the world. It is important for business, regular communication, interaction, and others. it is important for solving the problem, organizing workflow, making the decision, etc. But the problem of the channel can make barriers to the communication process. Poor communication skills, misunderstandings, or language problems can make the communication problem. the entire report is about communication. In the initial part, the author discussed the various model related to communication. After that various types of communication skills are explained by analyzing the case and the pros and cons of communication technology are discussed in the next part.


[bookmark: _Toc111318386]Models for communication 
The communication model is a Method of knowing about how communication works and the human communication process. It is a systematic process that is expressed by symbols and metaphorically. The communication method makes the communication process simple from complex and up-to-date (Gerson, Gerson and Shwom, 2018). It has the potential to promote traditional assumptions and contribute to generalizations.
A different theory of communication model gives a different assumption. Here major three models of communication models of Shannon-Weaver, Berlo's model, and Schramm’s model are discussed below:
[bookmark: _Toc111318387]Shannon and Weaver’s model
Shannon was an American mathematician and Weaver a scientist. In 1948, they publish a journal titled “A mathematical theory of communication” (Kuznar and Yager, 2020). In this journal, they described their model of communication, which is now known as the Shannon-Weaver model of communication. This model was created to improve technical communication and has since become a field (Breen, 2021). The model includes various communication-related factors or parties, such as the sender or source of information who encodes and transmits it, and the receiver or final destination who decodes it. Noise affects communication (Guffey, Loewy, and Griffin, 2019). The component of the Shannon-Weaver model is discussed below:
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Figure 1: Shannon-Weaver’s communication model
Source: (Guffey, Loewy, and Griffin, 2019)
Sender: Sender initially transfers the information source which can be in verbal form or writing or any other body language. The communication process begins with the sender.
Encoder: The next factor is the encoder which converts the sender information into a signal to a channel (Hunter, 2014). It is mostly used when communicating with the telephone or computer because they do not understand the human language.
Channel: Channel is the medium of sender and receiver who receive information from the sender and send it to the receiver (Williams, 2020).
Noise: Noise is one kind of problem in communication because it interrupts the channel in two ways either internal or external way (Gerson, Gerson and Shwom, 2018). Internal noise occurs during a time of encoding and decoding, and external noise is when the transmission process is started from the medium.
Decoder: It is the opposite of encoding (Long, 2017). It converts the machine language or changed information to the human language.
Receiver: The receiver is the final destination of the information. They received the information as an encoding form from the medium or channel.
Feedback: Feedback is the last step of communication as well as it started the communication again. Initially, in 1948 the step was not developed gradually it is developed by Norbert Weiner (MEANS, 2018).
Description of the case (Maria and Pedro): Maria is calling Pedro for a piece of chicken. Pedro may not be listening to construction noise. So, Maria and Pedro misunderstand because they did not listen. The active listening model is related to this case. Maria and Pedro became confused due to inactive listening. In every model of communication, there must be a sender, channel, and receiver (Breen, 2021). If the listener ignores or does not act on the sender's information, confusion results. Maria and Pedro have a listening problem. If Pardo listens, asks for clarification, or paraphrases, he can solve this communication problem (Williams, 2020. There are some recommendations for being an active listener who does not interrupt the time of communication, does not jump to a conclusion before completing the communication, takes notes or gives interest, asks repeated questions gives more attention, etc. Also when Maria gives the information Pedro should focus on Maria speaking and understanding the situation and remembering the fact after that he should evaluate the information and give feedback (MEANS, 2018).
At my workplace, for example, one day our boss called a staff who is not very much proficient in English and told him to pass on important information to me. The boss was in hurry specks so fast, so the staff does not clearly understand the Information and passed me the wrong information. As a result of this miscommunication, I could not get clear information and it was not helpful to me. Miscommunication sometimes hampers our work and create dispute among coworkers.
[bookmark: _Toc111318388]Schramm’s model
In 1954 Wilber Schramm developed the model of communication. This model is a little modification of the Shannon-weaver model (Rocci and Louis De Saussure, 2016). This model employs a conventional process to describe the process of communication. It implies that communication is a continuous two-way transmission of messages between sender and recipient (Kuznar and Yager, 2020).
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Figure 2: Schramm’s model of communication
Source: (Rocci and Louis De Saussure, 2016)



Elements of Schramm models are:
1. Sources: This element is a beginner of the information that starts the communication (Gerson, Gerson and Shwom, 2018).
2. Receiver: It is the opposite party of the sender who receives the information.
3. Message: The message, which can be text, sound recording, live stream, or a mixture of the three, is the communication's central idea. The information that is sent from the source to the destination is known as the message (Worth, 2019). Every communication model depends critically on the message's message content.
4. Feedback: Feedback is sent from receiver to sender for any extra information (Gerson, Gerson and Shwom, 2018).
5. Semantic Noise: This element disturbs the communication process.
If giving attention, hearing properly, asking a second time, or paraphrases the information, the problem of misunderstanding can be solved. As an example- in the previous example if staff gives feedback to the officer or boss that he cannot understand the problem it will not be a miscommunication.
[bookmark: _Toc111318389]Berlo’s model
Berlo's model is also an Extention form of the Shannon-weaver model. In 1960, David Berlo developed the model which is also known as the SMCR model (Kuznar and Yager, 2020). SMCR indicates sender, message, channel, and receiver. The element of these four-factor is discussed in the following part.
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Figure 3: Berlo’s communication model
Source: (Sinha, 2012)
Sender: Sender sends the information source by using some factors which are:
· Communication skills affected the communication system directly.
· Attitudes of the sender also affect the message and environment.
· Information is created by the knowledge of the sender. Because sender is 
· The sender's method of relaying is influenced by their principles, opinions, faith, regulations, standards, and a fundamental awareness of society (Sinha, 2012).
· It is the background of the sender about the culture.
Message: The factors for the message are-
· Content
· Element
· Treatment
· Structure
· Code
Channel: For general communication, the five senses of human nature work as a channel-
· Hearing
· Seeing
· Touching
· Smell
· Test
Receiver: For receiving good information receiver have to be a good listener or receiver of information. The factor affects the receiver information as same as the sender (Williams, 2020).
Description of the case (The professor and the village people):  Here the Professor was an English man. One day, his house catches fire, and he asks the villagers for help. Villagers do not speak English. When he wants help from the villagers, he speaks English, which they do not know. Villagers did not help the professor, even though they couldn't understand him. People communicate verbally and nonverbally. Non-verbal is body language, facial expression, gestures, etc. The villagers could not understand the Professor's verbal language, but he could use non-verbal language like gestures or fire signs (Gerson, Gerson and Shwom, 2018). Currently, Berlo's communication model can explain this. Four factors comprise Berlo's model. In the Channel factor, hearing, seeing, touching, smelling, and testing work. This helps Professor get the villager's help.

[bookmark: _Toc111318390]Communication skills
Communication skills indicate the ability of who sends the information and who receives the information to transfer data. Communication skills can be giving communication ideas, properly transferring data, observing the process, and others (Pardillo, 2019). Some important communication skills are verbal and non-verbal communication, listening, speaking, observing, writing, persuasion, etc. Some of the skills are broadly discussed below:
[bookmark: _Toc111318391]Verbal communication 
The communication process which happens in both written and spoken is known as verbal communication (Gerson, Gerson and Shwom, 2018). Someone assumed that Verbal communication is doing with only orally. Some important examples of verbal communication are listening actively by the receiver, asking for other clarification if it is not possible to understand, and communicating clearly and carefully, a good humour skill for catching the listener or audience (Rocci and Louis De Saussure, 2016). Verbal communication is important for a positive relationship between the communicators and good interaction. Verbal skills can be improved by thinking before what should be said or delivered in front of the audience, using good language and clear language, which is easy to understand by the audience, being careful about speaking, engaging with those who are active listeners, showing authentic information with confident increase the verbal communication skills (Worth, 2019).
[bookmark: _Toc111318392]Non-verbal communication
Non-verbal communication skills are the opposite of verbal communication skills (Gerson, Gerson and Shwom, 2018). Communication is committed by body gestures, silence, and body language is known as non-verbal communication (Sinha, 2012). There are different types of non-verbal communication like facial expression, gestures, posture, body language, territory, environment, proxemics, Paralinguistic, haptic, etc. non-verbal communication can be improved by giving attention to the sender and receiver's behaviours, understanding the audience, thinking before start acting, etc (Sinha, 2012).
[bookmark: _Toc111318393]Listening 
Ineffective communication, listening is the capacity to properly hear and understand communications (Gerson, Gerson and Shwom, 2018). To communicate effectively, one must first listen. Information is readily misconstrued if one lacks the skill to speak and listen. As an outcome, there is a communication breakdown, and the sender of the message may become upset or dissatisfied (Long, 2017). Listening is the one effective communication that should work to learn.in learning skills there are 5 stages which are receiving, understanding, remembering, evaluating, and giving feedback.
For example, one day my boss told me to send an important file to one of our sharers. But somehow, I was absent at that time, and I cannot catch the guideline. Then I make a big mistake by sending the wrong file. As a result, the file returned, and I had to resent the accurate file by myself.
[bookmark: _Toc111318394]The advantages and disadvantages of technology in communication 
Technology in communication means using technology or any other electronic device for communicating (Gerson, Gerson and Shwom, 2018). It gives the chance to communicate between the two parties when they are physically connected (Jolanta Kowal, Ostapiuk, and Miroslawa Wawrzak-Chodaczek, 2015). Technology in communication can be done by telephone, mobile, computer email, recording, audio, video, telex, etc.
Technology in communication facilities has some advantages and disadvantages which are:
Advantage
· Communication technology is more efficient when it is not possible to meet physically.
· It gives a faster form of communication
· Sender and receiver can communicate anywhere in the world
· Communication technology gives the chance to do long-distance communication (Hunter, 2014).
· By technology, communication is made easy and less costly.
Disadvantage
· Communication technology is difficult for old people who are not efficient in technology.
· Sometimes information is not accurately received for noise or other problems.
· Its method of communication is less personal
· It is not possible when the network is not available of interrupting (Breen, 2021).
· People sometimes face cyberbullying or any other crime.
· Data is sometimes manipulated for miscommunication.
[bookmark: _Toc111318395]

Conclusion 
Communication skills are very important for connecting or building relationships among different people. Without communication, it is not possible to sustain a society. People can communicate in both verbal and non-verbal forms which is comfortable for them. To understand more about a combination, the model of the famous inventor of the communication model is effective. Overall communication is useful for the organization as well as for regular life. In recent years technology systems in communication are keeping a very good benefit.
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