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1. [bookmark: _Toc100431993]INTRODUCTION

Communication is a way of interacting with various people to transfer information. Just one person cannot communicate; it involves more than one person; they can exchange anything from greetings to confidential information. (Roman et al. 2019).
Communication includes a sender, a recipient and a method or process, which can be a letter or any mode of communication. Communication is essential in every moment of life; it is the only way people can get to know or understand others' needs. For any company or organisation, communication is a must; it is one of the business pillars. Excellent communication skills are an essential quality not only for managers but also for employees (Kharouf et al., 2020). Society is standing upon communication; every aspect of life needs communication. The world cannot work without communication. The lack of communication hinders any work. Poor communication in organisations and companies often leads to employee dissatisfaction, which disrupts the company's growth. Disloyalty between employees toward the company, misconduct between businesses, disruption of teamwork, and making bad decisions can be the outcome of poor communication (Sthapit and Jiménez-Barreto, 2019). Understanding consumers and manufacturing products according to their satisfying needs and poor communication also hinder the relationship between organisations and their consumers.

2. [bookmark: _Toc100431994]MODELS OF COMMUNICATION 
[bookmark: _Toc100431995]2.1 Shannon and Weaver (1948/49)

[bookmark: _Toc100431996]The model of Shannon and Weaver was introduced in 1948, and the model's name was the "Shannon-Weaver Model of communication". The model base includes many concepts such as Decode, Encore Channel, Message, Information destination, Receiver, Transmitter information and Noise. Here, the messages sent by the senders are converted into binary data and transmitted to the receiver through cable or satellite. (Seguin et al., 2020) This conversation is called "Encoding", and while the receiver receives the message in its original format, that is called "Decoding". Throughout this process, noise can impact the flow of communication.
 
Case study: A call was given to Pedro from Maria; over the telephone, they wished to work together. In this situation, Maria was considered the sender. The telephone played the role of the encoder, and the aforesaid "Channel" became the telephone cable. Again, the reception was the telephone set by Pedro, and finally, Pedro was considered the receiver. (Kubota, 2019) There was a presence of noise which interrupted the communication. Therefore, Pedro was unable to listen to Maria the whole way. 
 
Feedback: This communication model shares an overall good experience. Only noise needs to be eradicated from the communication process to have a proper solution.  

2.2 Schramm (1954) 

The Schramm model was initiated in 1954, formerly named the Osgood-Schramm model. The suggested two-way communication process is linked between the sender and the receiver. Encoding and decoding here play an essential role as an initiator of the communication process, transforming the entire words into technological content (Mitra et al., 2020). Several components are also available in this communication model, such as Decoder, Sender, Interpreter, Encoder, Receiver, Message, Noise  and Feedback.

Case study: As per this model, Maria called Pedro to get some chicken for home while returning from his site. This is called the example of Maria in the position of the sender. The telephone technology worked as an encoder to divide the message into binary codes. After the flow of communication, the decoder works when the message is about to be received by Pedro. The telephone receiver works as the interpreter. Pedro is considered the receiver of the message. Telephone cable worked in the part of the channel or medium. Unfortunately, Pedro could not understand the whole message of Maria because of the noise and did not bring the chicken.

Feedback: The overall feedback of this communication is not satisfactory because of the presence of noise. Therefore, the receiver's acknowledgement and suggestive action plan were not correct. 

2.3 [bookmark: _Toc100431997]Berlo (1964)
David Berlo invented this model of communication in 1960. It is also referred to as the SMCR model, which means the inclusion of the sender, message, channel and receiver. This message is also enforced on decoding and encoding technology to establish effective communication. The existence of noise has been eradicated in this model (Kalogiannidis and Papaevangelou, 2020). Instead, disruptive communication has been caused by the inefficiency of the message sending. This communication model is based on both the sender and receiver's communication skills, attitude, social system, knowledge, and cultural background. 

Case study: In this case study of the Professor and the village people, the intellectual Professor felt unable to communicate with his nearby villagers because of mismatched culture. Unfortunately, the Professor's house was set on fire one day at midnight, and the Professor had to go to the villagers for help. Unfortunately, he screamed for help with some unfamiliar words to the villagers. Therefore, they could not understand the situation. From the scenario, it has been understood that as much as the complicated content is shared in the communication medium, the more it is difficult to decode. As a result, misinterpretation of the message occurs, and the purpose is also not solved. 

Feedback: The Berlo communication model has limitations in understanding and fitting in all situations. Therefore, the choice of the social system and the cultural background is essential in this model 
 
[bookmark: _Toc100431998]3. COMMUNICATION SKILLS 
[bookmark: _Toc100431999]3.1 Verbal

Written communication transfers information and ideas with the help of written language. Spoken communication provides ideas and information with the support of spoken language. Choice of words refers to how something will be expressed in words to give a clear understanding. In verbal communication, the choice of words is essential. 



Feedback on the case study 'A Day with the Chief.' 

· If I were in Mark's position, I would have also taken this reward achieved from the company, including a free trip to California. 
· I do not think that he correctly evaluates how Mark behaves with Mrs Brown. He must have shown respect to Mrs Brown as his senior. 
· Good communication should be maintained with the CEO of the company. Conversely, poor communication negatively impacts the attitude of the CEO. 

[bookmark: _Toc100432000]3.2 Non-Verbal
Body language is a communication style where the information is expressed by the physical behaviours of a person. Body language includes behaviours of a person like body posture, facial expressions, facial expressions and gestures. Nonverbal communication refers to the style of communication that communicates with body language, facial expressions and gestures without using any verbal language. Nonverbal communication is the process of sharing information without using any verbal language. This type of communication is important because it provides valuable information about a person's feelings (Mendonça et al., 2022). Nonverbal communication supports the ability to effective communication with a person in different ways, such as it helps to convey the message, it shows the intention of expression of a person and so on. 
[bookmark: _Toc100432001]3.3 Active Listening

Active listening demands the listener to listen while paying attention to the speaker. Active listening is a beneficial skill for the development of any person. Active listening helps a person to understand the objectives of meetings and conversations. Like other communication skills, such as critical thinking skills and problem-solving skills,  active listening is a soft skill highly regarded by employers (Jonsdottir and Fridriksdottir, 2020). This communication skill redirects the focus of a person to the employer's perspective. The skills of active listening help lower a person's nervousness during an interview. Some active listening techniques will improve the impression of a candidate during an interview. This technique includes establishing a good bonding and building trust among the organisation members. 

[bookmark: _Toc100432002]3.4 Empathetic listening
Empathetic listening refers to a structure that determines the techniques of questioning and listening that allows a person to enhance and develop the bondings with the employer and all members of an organisation with a solid and adequate understanding of the conveyed message both emotionally and intellectually (Andolina and Conklin, 2021). To use empathetic listening skills, a candidate should listen to the instructor with patience. An empathetic listener listens to the speaker and works with him to get a defensive feeling. 

Feedback on the case study "Max the Multitasker." 

● Max cannot organise the event requested by Tamara for her parents' 50th wedding anniversary because Max's mother was ill, so he cannot manage to organise the event for the anniversary of Tamara's parents. Tamara did not want to understand Max's problem and got angry and cancelled the event. 
● This problem can be sorted out if Tamara understands Max's problem and is polite to him. 
● Unfortunately, the way of communication was not good. She was so rude to Max. 

[bookmark: _Toc100432003] 4. THE ADVANTAGES AND DISADVANTAGES OF COMMUNICATION TECHNOLOGY 
Advantages
● Communication technology is more efficient than other communication. It is used to create communication between groups or individuals. Examples of communication technology are radio, fax, telephone and emails (Latif et al., 2019). This type of communication can happen through social media also.
● Communication technology is much faster than other types of communication. Any person can communicate very quickly from anywhere in the world. The person needs not to visit anywhere to communicate with anyone. It is beneficial in the time of any emergencies.
● Communication technology allows communication between people who are present in the same place. Through communication technology, long-distance communication can happen (Alruwais, Wills and Wald, 2018). The two persons can communicate daily even if they are not present in the same place. They can be in two different regions in the world.
● Communication technology can make communication a lot easier. For example, many people can have shy and feel very nervous in social gatherings. Communication technology can help them to overcome their nervousness.
● A lot of money and time can be saved with communication technology. However, two persons have to spend a lot of money and time if they are not in the same place and want to communicate face to face.

Disadvantages
[bookmark: _Toc100432004]The different forms of modern communication are not only harmful to people's health. Instead, they can harm personal life and their personal information of people. Email, Facebook, and text messages are considered the modern communication form of social life (Umah and Nwokike, 2018). Though these are new normals, there are several downsides to using these technological forms of communication.

Diversion from real life: When a person uses any technological tools for having a conversation, like a message box or anything, the person who sits beside him or her can feel lonely and left out. People become highly engrossed in their gadgets when they use these communication tools. This also harms the job responsibilities and can neglect relationships with friends and family.

Lack of privacy: People think using text messages or instant messages can provide more privacy in the place of phone calls. Though it is a correct perspective, sometimes there is also a chance of misusing that (Hassan et al., 2018). The recipient can share personal messages with other people. When it happens, the sender cannot deny the fact, which can create embarrassment, and sometimes it also proves to be damaging.
Along with these, there are more disadvantages of using technological communication. Those are the potential for misunderstanding losing the art of having a conversation, constant disruption, etc.


5. CONCLUSION 

From the above topic, it can be concluded that communication is vital in daily life and every perspective of business and society. In this report, different models of communication are discussed. The first model discussed is the Shannon and Weaver model of communication. This model has many base concepts, including Decode, Encore Channel, Message, Information destination, Receiver, Transmitter information and Noise. The method converts the sender's message into binary data transmitted through satellite or cable. Then the Schramm model is discussed in the report. This model also has some concepts, including Sender, Encoder, Decoder, Interpreter, Receiver, Message, Feedback, Medium and Noise. This model is similar to the Shannon and Weaver model but slightly different; the message decodes after reaching the receiver. The last discussed model is the Berlo model; it includes concepts like sender, message, channel and receiver. It is an expansion of the Shannon and Weaver model. Discussion about communication skills like verbal communication, non-verbal communication and listening skills, including active listening and empathetic listening, is also in the report following the case study. The advantages of using communication technology and disadvantages of communication technology are also discussed.
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Appendix 1 
ACTIVITIES DID IN CLASS

Using formal and informal language.

Activity 1
1. That film was awesome! INFORMAL
2. I regret to inform you that the shopping centre is now closed. FORMAL
3. Wanna go to the chippy? INFORMAL
4. We were just hanging out at Em’s house. INFORMAL
5. The manager requests that everyone arrives for the meeting at 9am prompt. FORMAL
6. That was very amusing. I laughed out loud. INFORMAL

Activity 2
Hello Niky, you asked me to write what I did the last weekend. So, I went to my grandparents’ city. It was an amazing day. In fact, I saw places that I’ve never seen before. I would like one day to come here with you and our friends. We can do a lot of thing here like a picnic, play volleyball or football. I’m waiting now for your message, what did you do the last Sunday?
Kisses, Andreea!

Activity 3
Dear tutor, 
As you required a short paragraph about that we enjoy doing, I will write as well one.  I enjoy spending my free time with my family and if a have possibility on the weekends I often love to fly in a new city to discover new cultures and countries. Also, I like to pass all the sunniest days discovering nature with my sisters.

Communication in workplace

Errors in the letter: 

· The author has written a lot of contractions like ‘I’m’, I’ve instead he should write “I am” or “I have”.
· He didn’t use a formal language, he used informal words like ‘cool’
· He didn’t end the letter with ‘Yours faithfully’ or ‘your sincerely’

Written communication
Dear customer, 

You are contacted by Meraki LTD, the supplier of materials for your bags produced by your brand.

We sincerely apologise for this inconvenience. Due to the high number of orders your requested pink velvet material at the moment is out of stock.
We will let you know when it comes available by email. 

For any question, don’t hesitate to contact us.

Thank you!
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