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[bookmark: _Toc116759729]1.0 Introduction
Communication basically refers to the process of exchanging information among people using a shared set of signs, behaviors, or symbols. In daily life, communication enables people to connect with others, and share their day-to-day experiences as well as needs which results in strong bonding among themselves (Ludlow, 2016). Maintaining open channels of communication in the workplace may be beneficial to the pleasure of employees as well as their production, spirit, and devotion. Improving one's communication skills may also lead to enhanced levels of teamwork, collaboration, and cooperation. The ultimate outcome of effectively constructed lines of communication among workers is improved performance at all levels, including individual, team, and organisational levels. To put it another way, having strong communication skills on the job is very necessary. However, there can be several barriers while communicating with others such as psychological barriers, language barriers, attitudinal barriers, physiological barriers, and emotional and cultural barriers. These further leads to issues like stereotyping, jumping conclusion, lack of trust and interest, differences in perception etc. The consequences of these issues involve friction and arguments among individuals, unnecessary conflicts, missed opportunities, the grapevine effect, low morale etc.
[bookmark: _Toc116759730]2.0 Models of Communication
[bookmark: _Toc116759731]2.1 Shannon & Weaver (1948)
Both Shannon and Weaver theorised that this approach was developed to improve the transmission and reception of information. In addition, they pinpointed environmental noise as the root cause of communication breakdowns (Gillespie and Schiffman, 2018). Some of the many topics addressed by the model are the receiver, sender, destination, message, encode, channels, and decode. In this paradigm, the transmitter uses an encoder to transmit data, which is subsequently decoded by the receiver (who may experience distortion from background noise) (Corman et al., 2017). Here is the diagram of the model – 




[image: Communication Cycle model by Shannon and Weaver | Effective ...]Figure 01: Shannon-Weaver model of communication
In the case study of Maria and Pedro, the full demonstration of the Shannon-Weaver model of communication can be noticed. Since Pedro works on a building site, there was a lot of physical noise from his side which resulted in him not hearing Maria’s words properly. When Maria said “see if you can get me a chicken”, Pedro heard that he will see her in the kitchen. 
To avoid this kind of misunderstanding, the noise needs to be reduced. in this regard, the noise's source should be located. When it comes to Pedro, he may go to a specific place where the outside noise is lessened. Again, the speaker can louden his voice if he feels that there are chances of miscommunication. The listener also needs to listen actively in this type of situation.
Yes, I have a similar example in my workplace. Our supervisor, an English woman, calls a meeting every morning with all the staff and she talks about the staff’s tasks on that day. However, due to her English accent, the staff, who are foreigners, had a hard time completely understanding her instructions. If the supervisor had taken feedback from the staff, this miscommunication would never have occurred, just like in the case study of Maria and Pedro.
[bookmark: _Toc116759732]2.2 Schramm (1954)
This model was coined by Wilber Schramm in 1954. Schramm underlines that a message is not complete until the sender has heard back about any sort of feedback from the recipient (Communication Theory, 2022). According to Schramm, communication genuinely involves both parties. Here is a diagram of the model to get a clearer idea:
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Figure 02: Schramm’s Model of Communication
The ways of avoiding miscommunication in the context of Maria and Pedro have been described earlier. However, exchanging feedback can also be included in that list. It must be acknowledged by both the sender and the receiver that a video conference or phone call or face-to-face conversation may be necessary at times (Rutcova and Pavenkov, 2021). Advanced digital technology has made the process much easier in current days, but it may be desirable to use more personal channels when discussing difficult, sensitive, or time-critical topics that call for instant feedback. Pedro could have simply asked for clarification from Maria if she really was talking about the kitchen.
It can also be incorporated in a similar example of my workplace. The supervisor could have simply signed off from the meeting with a sentence saying, “Let me know about your thoughts”. This method accomplishes a useful task by establishing the presumption for a continuing conversation and facilitating such feedback. However, it also has related benefits. The speaker's concern for the other person's viewpoint and want to be aware of it can be seen in the query and request.
[bookmark: _Toc116759733]2.3 Berlo (1964)
Berlo’s model of communication focuses on the sensitive component of the message. The SMCR model serves as the foundation for Berlo's communication model. SMCR stands for source, message, channel, and receiver. Although the SMCR model has quite some similarities to the other models, it is linear and devoid of feedback, just like Shannon and Weaver's models (Narula, 2006). Again, this model does not mention the necessity of exchanging feedback at all and that is where the difference between this model and Schramm’s model lies. The diagram for Berlo’s model of communication is shown below – 
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Figure 03: Berlo’s Model of Communication
It is also indicated in this model that noise can be of two types – external or internal. The external noise refers to the background which happened in the case study of Maria and Pedro. Internal noise can occur due to differences in knowledge, negative attitudes and poor communication skills such as reading, speaking, and listening.
In the case of the professor and the village people, the demonstration of miscommunication due to internal noise can be seen. When the professor’s house caught fire, he rushed to the village and notified the village people about the incident saying “The edifice is being consumed by a great conflagration!” these were indeed some difficult words. On top of that, a large portion of the village people was uneducated. So, there was a huge difference between the knowledge of those two parties. To avoid misunderstanding, the professor should have used easy and simple words. Again, the village people could have also paid heed to the anxious professor (Cobley and Schulz, 2013).
The type of internal noise that hampered proper communication in my workplace is differences in speaking skills, considering the staffs were foreigners and the supervisor was English.
[bookmark: _Toc116759734]3.0 Communication Skills
[bookmark: _Toc116759735]3.1 Verbal Communication
Verbal communication is the act of people expressing themselves through words in front of others. Thus, it encompasses both spoken and written communication (Miller, 2005). The former takes place when people directly use words through their mouths to speak to others. And in the latter one, people write in order to express their thoughts and feelings.
It is very important to understand when it comes to effective speech communication - body language, tone, pitch, and facial emotions etc. cannot be completely neglected. The process of oral or verbal communication will be aided by speaking clearly, maintaining silence and concentration, acting politely, and generally behaving. Again, the choice of words while verbally communicating with someone needs to be enriched so that the other party does not get hurt, or offended and properly reciprocates to the first party (Ludlow, 2016). Here are some of the qualities of effective verbal communication –
· Clarity: It involves talking steadily and clearly, using precise words and verifying the transmission of the message.
· Empathy: It enables people to be friendly and gentle to others. The tone, pitch and facial expressions is very important while communicating.
· Sincerity: The sender must be kind, natural and respectful towards the receiver. Slang must be avoided.
· Eye Contact: It is important to establish a sense of connectivity and truthfulness.
In the case study, Barry uses both spoken and written verbal communication in order to get the employees to handle the food safely to the customers. But here, the clarity, sincerity and clarity of Barry’s training delivery puts a huge impact on how the employees are receiving the training. Barry must not be too violent or aggressive while training them, otherwise, the core objective will not be achieved.
[bookmark: _Toc116759736]3.2 Non-Verbal Communication
Non-verbal communication refers to any kind of contact between individuals that do not use spoken language. This may or may not involve the use of facial movements, hand gestures, body language, and glances to emphasise a point, as well as other nonverbal cues like physical proximity, eye contact, and others (Craig, 2013). Even silence can be included in the list. Individuals respond to plenty of non-verbal behaviours as well as cues on a daily basis. From shaking hands with one another to styling hair, people portray how they are as human beings and how they like to relate to other individuals.
From the case study, it can be seen that the whole point of providing training to the employee is to establish a better impression in front of the customers and be safe from being thrown out of business. Here, the appearance of the employees before the customers matters to a great extent, which falls under the category of non-verbal communication.
[bookmark: _Toc116759737]3.3 Listening Skill
Listening is another type of communication skill which is all about the ability of a person to properly receive information while communicating with people (Funk, 2019). It is one of the most crucial parts of effective communication in the world of work. An individual should develop enriched listening habits in order to make sure his/her words have been transmitted accurately. However, while receiving information from others, people need to keep two types of listening skills in mind – active listening and empathetic listening.
Active listening is when people genuinely pay attention to what the speaker is saying. At this time, the listener does not do any other distracting things like filing nails, checking the phone, staring somewhere else etc. (Eddie and Goret, 2013). Nor does the listener allow himself to lose focus on what the speaker is saying. Active listening requires commitment, availability and attention. Again, empathetic listening is feeling a sense of empathy while listening to someone. It needs patience and deep concentration.
As far as the case study of “Max the Multitasker” is concerned, there was a lack of active listening in the scenario. Since Max was on another phone with another client, he should have been aware of his concentration curve. There was an absence of availability in this case. Again, Max could have used some useful techniques such as reflecting back, clarifying, and checking to avoid this miscommunication.
[bookmark: _Toc116759738]4.0 The Advantages & Disadvantages of Technology in Communication
Communication technology is basically the usage of technology to transport information from one party to another party (Novak, 2019). Needless to say, there are myriads of advantages of communication technologies that people are enjoying in current days –
· Employment Creation: Thousands of well-paying professions in the technology industry as well as remote work have been made possible by the internet.
· Address Mapping: The internet makes it possible to navigate via unfamiliar locations using GPS technology and locating physical features and landmarks.
· Access to Information: People are able to consume vast information on literally any topic with a single click via search engines.
· E-commerce: Now anyone can purchase any sort of product using just a smartphone or computer. There are also scopes for market efficiency.
· Entertainment: people can now watch or stream movies, series, documentaries, and sports online. Keep track of them. Playing online games is another advantage of communication technology.
There are two sides to every coin. Similarly, communication technology also has its setbacks –
· Reduced Offline Communication: Due to people's fixation on their phones, language has become slack and interpersonal interactions have lost their appeal. It can lead to depression, poor posture and eye-strain etc.
· Privacy Breach: The amount of information being stolen through communication technology on a daily basis is too scary. It is resulting in financial loss and decreased quality of life.  
· Cyber-bulling: Modern communication technology has given bullies a brand-new platform from which to act. Due to their ability to set up fictitious identities and pose as someone else, cyberbullies have increased to a great extent (Ahmad, 2016).
[bookmark: _Toc116759739]

Conclusion
The report heavily focuses on three models of communication. While the second model actively emphasizes the necessity of feedback exchange for effective communication, the other two do not mention it at all. However, all three of them specifically identify noise as the cause of miscommunication. Each case study was of great help to portray the concepts. While many people think that verbal communication is only about spoken communication, it is not the actual case. For effective listening skills, the listener must be both active and empathetic. Even though communication technologies have been very useful to individuals in several aspects of daily life, it has also had some disadvantages which must be immediately avoided to prevent undesirable consequences.
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