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[bookmark: _Toc111246562]1.0 Introduction
Communication is the transmission of information from one individual to another (Quintanilla & Wahl, 2018). The act of conveying information to people, from within and outside of an organisation, using methods that promote trust and mutual respect is known as communication (Stanton, 2009). He also added that, communication is essential in all sectors of life, but particularly in the workplace, where it promotes employee morale, engagement, productivity, and job satisfaction. Communication is also essential for improved teamwork and collaboration. Effective workplace communication ultimately contributes to improved outcomes for individuals, teams, and businesses. However, several communication hurdles might have an impact on the message, including semantic barriers, psychological barriers, organisational barriers, cultural barriers, physical barriers, physiological barriers etc. (Sypher et al., 1989). All of these hurdles result in poor communication, which can lead to a high degree of stress in the office, the disintegration of relationships, employee mistrust, low morale, absenteeism, and low engagement, and ultimately reduces workplace productivity.
[bookmark: _Toc78498655][bookmark: _Toc111246563]2.0 Models of Communication
Models of communication are logical representations of the process that illuminate its inner workings. Models of communication can not always adequately reflect the richness of human interaction, and they might encourage restricted stereotypical thought (Cobley and Schulz, 2013). Some of the types of communication models will be discussed here.
[bookmark: _Toc111246564]2.1 Shannon-Weaver’s Model of Communication
Five major aspects support the linear framework of Shannon and Weaver's model of communication (Kobiruzzaman, 2021). When a user makes a request, the source selects a random message from a pool of potential responses. The message is transformed into a signal and transmitted via the contact channel to the receiver (Kobiruzzaman, 2021). The receiver can be thought of as a reverse transmitter because it is responsible for decoding the received signal and transforming it back into a message. Then the message's intended recipient is alerted. Every time a data packet is transmitted through a network, additional noise is injected into the signal (Cobley and Schulz, 2013). This noise could originate from either within or without. The internal or external noise can influence the impact of the message.
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Fig: Shannon and Weaver Model (Kobiruzzaman, 2021)
This technique can be used to determine why Pedro misconstrued Maria's comments, according to the case study of Maria and Pedro. Pedro mistook Maria's allusion to chicken for a reference to the kitchen because he works on a construction site with a lot of background noise. The surrounding noise made it impossible for them to hear and understand the actual information.
The correct technique to avoid misunderstanding is to clarify any confusion by asking questions, as opposed to simply repeating what you think you heard and asking whether it is accurate (Kobiruzzaman, 2021).
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Fig: Implementing Shannon and Weaver Model (Cobley and Schulz, 2013)
Example from the workplace: One day at my workplace, a co-worker named Laura requested some files from another colleague, David. When she requested those papers, David was engaged in a conversation with customers. And due to the noise around David, he misinterpreted and emailed Laura the incorrect documents. This incident could have been avoided through proper communication.
[bookmark: _Toc111246565]2.2 Schramm’s Model of Communication
In expanding on Shannon and Weaver's theory, Wilbur Schramm concluded that encoding and decoding occur concurrently on both ends (McLuhan and McLuhan, 2011). Consequently, he conceived of a system in which the input principle and output result interacted in both directions. In addition, he used the term knowledge domain to define what he was discussing (Cobley and Schulz, 2013). Schramm developed a communication model in which a sender communicates with a receiver through a medium (McLuhan and McLuhan, 2011). Using the right verbal and visual symbols, the message is stored and conveyed. Once the communication has been decrypted, the recipient will confirm delivery by communicating with the sender (Leong, 2011). The system is a closed loop and Schramm spoke on expertise, disruption, and ambient noise.









Fig: Implementing Schramm Communication Model (Cobley and Schulz, 2013)
The problem might have been prevented if Maria could make Pedro understand the whole sentence by cross-checking or asking. This framework might have been utilised to determine the significance of what Maria was trying to say to Pedro if they had been conversing back and forth. The confusion may have been avoided by just asking Pedro if he comprehended the right information.
Example: Team leaders from my company met to explore the future potential for the company. Mike, who is the manager, proposed a solution to improve the results and the other team leaders nodded in affirmative. But then he took the feedback of each of their understandings to make sure that all of them understood the idea through information exchange.
[bookmark: _Toc111246566]2.3 Berlo’s Model of Communication
[bookmark: _Hlk111232270]Berlo's model consists of four components which are the source, message, channel, and the recipient (McLuhan and McLuhan, 2011). A distinguishing characteristic of Berlo is its step-by-step examination of the major components affecting message clarity. These are:
1. Source: Elements of the sender's communication style, personality, and social circle all contribute to the source.
1. Message: Text, layout, and programming are all parts of a message.
1. Channel: Elements of the channel include the senses of hearing, sight, touch, taste, and smell.
1. Recipient: Personality, life history, and social circle are all aspects of the receiver.
Fig: Implementing Berlo's Model of communication (McQuail, 2017)
The villagers’ inability to comprehend the professor's language prevented him from communicating with them about his burning home. The case study of the professor and the villagers illustrates the professor's difficulty in getting the villagers to understand what was going on due to his use of new terminology due to their lack of exposure to Western culture and poor communication skills. If the professor had been able to communicate with the natives, he might have been able to avert the misfortune he encountered.
Example: I once assigned a certain task to a junior employee who was a new hire at the time. I was using professional terminology to communicate with him, but he did not comprehend what I wanted him to do, and he ultimately failed to complete the assignment. It could have been avoided if I had used familiar language with him.
[bookmark: _Toc111246567]3.0 Communication Skills
In all aspects of life, the ability to communicate clearly and effectively is one of the most fundamental skills. Communication is defined as the interchange of ideas and information, that facilitates comprehension (Ellis, 2013). Superior communication skills are advantageous in all aspects of life, including employment, personal relationships etc. (Ellis, 2013).
[bookmark: _Toc111246568]3.1 Verbal Skills
Competence with words verbal communication occurs when two parties exchange information through the use of spoken language (Ellis, 2013). Therefore, it includes both spoken and written communication. However, it can also refer to any type of verbal exchange. The core of verbal communication is what is said and how it is received. There are three essential components to effective communication and these are the words people choose, the method they deliver, and the impact they make in contexts other than verbal ones (Rocci and de Saussure, 2016). All of these variables affect how the message is presented and what the intended audience learns from it. It is very important to consider carefully the words anyone uses. It is usual to need to modify the language when discussing the same issue in different contexts (Ellis, 2013). What people might say to a close co-worker may differ slightly from what they would say at a large conference. 
Voice and pace, tone and pitch are fundamental aspects of communication. These, like other types of verbal communication, transmit vital information to the listeners, such as a person’s interest in what he is saying or his anxiety about their response (Ellis, 2013). So, improving them will result in better communication skills.
[bookmark: _Toc111246569]3.2 Non-Verbal Skills
The use of nonverbal indications facilitates the ability to communicate effectively, develop meaningful connections, and maintain strong relationships in everyday life (Sabbagh, 2010). A greater comprehension of this kind of engagement could lead to stronger relationships with others. Consequently, the same nonverbal cues can have dramatically diverse meanings to different persons, especially when cultural differences are considered (Sabbagh, 2010). The absence of such nonverbal indicators can also be significant and serve as a means of nonverbal communication, just as their presence does (Leong, 2011). Pose changes, eye movements, limb movements, and facial expressions are only a few of how the human body communicates with others (Sabbagh, 2010). This may be subtle or blatant, and even contradictory at times.
As it can be observed in the case study of the professor and the village people, the gesture and posture of the professor could have helped him to let the village people know about his danger as they were unable to understand what he was saying to them. It could have delivered the message to the village people and they could have helped him to stop the fire in his house.
Nonverbal indications are more accurate representations of an individual's true emotions because they are always current and often impossible to fake (Leong, 2011). They can be developed by practising gestures and postures during communication.
[bookmark: _Toc111246570]3.3 Listening Skills
[bookmark: _Hlk111232458]Listening is a crucial communication skill which is particularly important in a business environment where it is important to value others' ideas and opinions (Leong, 2011). Every business management and growth greatly rely on its leaders' capacity to hear and understand the viewpoints of their subordinates (Sabbagh, 2010). The manager at my previous place of employment constantly discussed meetings and impending tasks. The manager did not listen to others and frequently interrupted them when they were speaking. Additionally, that behaviour kept our questions from being answered. If the manager had engaged in sympathetic listening and thoughtful consideration of others' arguments, his standing among the staff would rise (Leong, 2011).
A successful communicator and listener can understand what others are saying and react appropriately. It can be observed in the case study that, Pedro did not understand what Maria said to him over the phone due to noise. As listening is the issue here, according to the case study, Maria could have asked Pedro to repeat what she had said to him to ensure proper listening and Pedro needed to develop his listening skill as well.  
[bookmark: _Toc111246571]4.0 The Advantages and Disadvantages of Technology in Communication
[bookmark: _Toc111246572]Advantages
The speed with which messages can be conveyed and responses received is one of the benefits of current communication methods (Croucher, 2015). The contribution of communication technologies to globalisation is another favourable outcome (Cantoni and Danowski, 2015). Thanks to advances in ICT, barriers to international trade and business have been eliminated, allowing for the development of a globally integrated economic system. Consumers may now communicate and shop from anywhere in the world and have their items delivered to their doorsteps within a few days. Interacting and conducting business with people from many cultural backgrounds is now much easy, significantly diminishing the impact of earlier hurdles (Cantoni and Danowski, 2015).
[bookmark: _Toc111246573]Disadvantages
The extensive use of ICT has several advantages, but it also has certain disadvantages. The lack of human interaction is a major disadvantage (Croucher, 2015). No one can interpret the nonverbal indications of others and face-to-face communication is essential for ensuring the other party comprehends the message and learn more about them (McQuail, 2017). Since the intended tone or significance of the message may be misinterpreted, misunderstandings are possible. Identity theft is an additional disadvantage that can result in financial and reputational harm (McQuail, 2017). Additionally, the language and abbreviations employed in online communities might result in compulsive behaviour and educational stagnation.
[bookmark: _Toc111246574]5.0 Conclusion
Communication barriers are a significant factor in how organisations function and how people live their everyday lives, but they may be removed by putting different models and tactics into practice. A person's capacity may be impacted by several factors, including poor communication, better understanding etc. So, it is desirable to lower communication obstacles. Ineffective communication may cause misunderstandings and ignorance of the situation. The case studies show how miscommunication can cause issues across a range of industries. The communication models can be utilised to effectively establish communication with others. One can communicate more effectively using these abilities in both personal and professional settings.
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