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Introduction
	Scholars have produced a few models to try to understand the social process of communication. Linear, Interactional, and Transactional models are the three most well-known communication models. Each model gives information on the development of communication, but stresses distinct components of the communication process, as West and Turner (2007) describe. The models depict complex interactions in the form of visuals or visual representations. They're useful since they simplify communication's basic structure and can help us understand it visually as well as vocally. They also act as a form of map to highlight how different portions of the communication process are interrelated.
	In this report, I will describe three models, discuss the importance of Communication skills and the advantages and disadvantages of communication technology.
		1.1 Shannon and WEAVER Model
Originally developed by Shannon & Weaver in 1948, this model describes communication as a linear process.  This model describes how a sender, or speaker, transmits a message to a receiver, or listener. More specifically, the sender is the source of the message. A message may consist of the sounds, words, or behaviours in a communication interaction. The message itself is transmitted through a channel, the pathway or route for communication, to a receiver, who is the target or recipient of the message. There may be obstacles in the communication process, or noise. Noise refers to any interference in the channel or distortion of the message. This is a simple model in which a message is simply passed from sender to receiver. In the case study the noise affects the phone and create a misunderstanding between Maria and Petro. 
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When you consider the views about communication, or assumptions, made in this model, you can easily identify its limits. For starters, this approach implies that communication is only one-way. A person can be a sender or a receiver in this case, but not both. Because communication in action is more dynamic than the linear model predicts, this is an issue. 


1.2 Wilbur Schramm (1954)
Wilbur Schramm, a well-known communication theorist, created a clear communications model. Schramm, like Aristotle, demonstrated in the model that communication always requires three elements: the source, the message, and the destination. In an ideal world, the source encodes a message and sends it via some channels to its destination, where it is received and decoded. Wilbur Schramm proposed Schramm's Model of Communication in 1954, claiming that communication is a two-way process in which the sender and receiver alternate sending and receiving messages. 
Information is useless unless it is carefully written down and communicated to others. Encoding is crucial since it starts the communication process by transforming the thought into material. The Schramm Communication Model takes a traditional method to communication and explains it. 
For example, it is possible that the source does not have adequate or clear information, or that the message is not encoded fully, accurately, and effectively in transmittable signs. Despite interference and competition, those messages are not transmitted quickly and accurately enough to the intended receiver. Those that are not in a pattern that corresponds to the encoding, and finally, if the destination is unable to handle the decoded message to produce the desired response, then the system is clearly not operating at peak efficiency. When we consider that all these steps must be completed with relative efficiency if any communication is to be successful, the seemingly insignificant act of explaining something to strangers or writing a letter appears to be a minor miracle. In the preceding case study, Pedro should have contacted Maria to inquire whether she meant 'chicken' or 'kitchen.' According to Schramm, only then would communication be complete.
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1.3 Berlo
This model develops ideas about communication first voiced by Aristotle over 2,300 years ago. It was Aristotle who observed that it is the receiver who holds the key to whether the communication is effective. Berlo’s model doesn’t include feedback, but it is always useful for the source and receiver to swap places, replay the message in the opposite direction and confirm understanding. 
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There are five elements that must be considered for each of these four components. The source and receiver are essentially treated the same way. To study either, we must consider their communication skills (speaking and writing for the source and listening and reading for the receiver), attitudes, knowledge, the social system in which they live, and the culture in which they operate. The message is made up of elements and structure, which can be further subdivided into content, treatment, and code. Berlo lists the five senses for the channel, emphasising that messages can be sent and received by any or all of the senses.
Berlo, more than the others, emphasised the concept of communication as a process, as well as the notion that "meanings are in people, not words....' His model reinforced a shift away from communication perspectives that emphasised information transmission and toward perspectives that emphasised information interpretation. 'People can have similar meanings only to the extent that they have had similar experiences,' writes Berlo. Berlo also believed that human communication had a goal: "our basic purpose in communication is to become an affecting agent, to affect others, our physical environment, and ourselves." We communicate with the intent to influence—to affect.
2.0 Communication Skills 
	The abilities you utilise when offering and receiving various types of information are known as communication skills. New ideas, sentiments, or even an update on your project are some examples of what you could say. Listening, speaking, watching, and empathising are all aspects of communication. Understanding the contrasts between face-to-face contacts, phone discussions, and digital communications such as email, and social media is also beneficial.
To become a more effective communicator, you can acquire and practise a variety of communication skills. Because many of these abilities interact, it's critical to practise them in a variety of settings whenever feasible. 
	Communication is a science and an art. It includes non-verbal language, sign language, codes conveyed electronically (e.g., Morse code), and physically (touch; hormones; muscles, tendons, nerves), as well as messages exchanged through music and other ways. 
	The communication process involves understanding, sharing, and meaning, and it consists of eight essential elements: source, message, channel, receiver, feedback, environment, context, and interference.
	2.1 Verbal communication
	Verbal communication is the use of words to share information with other people. It can include both spoken and written communication. However, many people use the term to describe only spoken communication. The verbal element of communication is all about the words that you choose, and how they are heard and interpreted.
· Clarity-Clear speech is especially important for people who have hearing loss because it prevents misunderstandings. However, it benefits everyone. It’s easy to mumble or speak without looking at the person to whom you’re speaking. This may make it more difficult to understand what you’re saying.
· Empathy-Empathy allows people to "walk a mile in another person's shoes," so to speak. It enables people to comprehend the emotions that others are experiencing. Many people find it incomprehensible to see another person in pain and respond with indifference, if not outright hostility.
· Sincerity-It's easy to harden your heart and forget everything you feel in a world full of distractions. With your honesty, transparency, and vulnerability, you open your heart when you speak your truth. It's one way to open your heart to others and remind them that life isn't always harsh and cold.
· Keeping eye-contact-Making eye contact helps both people focus on the conversation and read facial expressions. This can improve understanding. And improving understanding can significantly improve communication between two people.
	2.2 Non-verbal communication 
Non-verbal communication includes facial expressions, the tone and pitch of the voice, gestures, body language and the physical distance between the communicators.  
The many different types of nonverbal communication or body language include:
1. Facial expressions.
2. Body movement and posture.
3. Gestures.
4. Eye contact.
5. Touch
6. Space
7. Voice.
2.3 Listening
The ability to accurately receive and interpret messages during the communication process is referred to as listening. Listening is essential for all forms of effective communication. Messages are easily misunderstood when people lack the ability to listen effectively.
	Being an effective communicator at work is critical for a business leader. Investing in amazing communication tools is one of the best ways to improve communication within your company. Cloud-based communication and collaboration software is included.
	The right software can help your employees communicate more quickly and effectively, especially if they work from home. As you can see, video conferencing and phone calls can keep you connected no matter where you are. This, combined with a great office communication strategy, can help you be an effective communicator with both clients and colleagues.



	
Advantages of technology communication:
	In a variety of ways, technology has altered the way we communicate. It has also influenced how individuals do business and how we live our personal and social lives. Through a link, we can simply text, speak, and email anyone in the globe. In fact, it is now feasible to practically travel to any area of the globe. Education has also advanced greatly, as it is now feasible to obtain a degree from any university in the globe if you have access to a computer and the internet. 
  	Speed and time- Time and money are saved by using the internet to communicate. This is because transferring data is significantly cheaper and faster.
	Job creation- One major advantage of internet communication is the creation of new and exciting jobs. System analysts, computer programmers, web designers, and plenty of other new professions have emerged as a result of advances in information and communication technology.
	More business opportunities- Businesses can now be automated, allowing customers to reach them 24 hours a day, seven days a week, thanks to information and communication technology (ICT). This means that a business may be started anywhere, at any time, and clients can shop from all over the world.
	Disadvantages of technology communication:
	Privacy-While the internet has made communication easier, faster, and more convenient, it has also created privacy concerns. From email hacking to phone signal interception, people are becoming increasingly concerned about their personal information.
	Unemployment- Although the internet has helped several areas, outsourcing, downsizing, and redundancies have resulted in job losses. A factory, for example, can replace skilled workers with robots that can work faster and for longer periods of time. 

Conclusion 
	One of the most important life skills to learn is effective communication. Communication is defined as the transfer of information to produce greater understanding.
	Having strong communication skills benefits all aspects of life, from professional to personal to everything in between. All business transactions are the result of communication. Good communication skills are required to enable others and yourself to comprehend information more accurately and quickly. Poor communication skills, on the other hand, result in frequent misunderstandings and frustration.
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