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[bookmark: _Toc113282946]Introduction

Communication plays a significant role in the lives of different people. In the current modern world, effective communication skills are necessary for every sector or industry to achieve better results. Having the ability to fully communicate and share information with others, we can express our knowledge and ideas with others, which is advantageous both at work and in daily life. Different communication theories will be discussed in this report, and to help readers better understand the concepts, case study scenarios have been integrated. This report provides a brief explanation of the three models of communication. Communication has become simpler because of technological advances, but this benefit comes with the requirement that these tools be used ethically. Therefore, this report will cover both the advantages and disadvantages of technology.

















[bookmark: _Toc113282947]Shannon and Weaver
This communication model is quite scientific in its approach. This theory, which was developed in 1948, initially served to make the information noise free. Weaver developed this model by extending and applying Shannon's theory for various kinds of communication (Communication Theory, 2022).
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Image no 1: Shannon and Weaver’s Model of communication
Source :( Gaughan, 2010)

The case study of Maria and Pedro rightly fits in this communication model. Where Sender is Maria, mobile phone is Encoder, Channel is a cable. The Noise was construction noise; the Reception is a mobile phone and the Receiver is Pedro. In the Maria and Pedro story, there is a failure of communication that causes confusion between the two people. This could have been prevented by asking the sender to repeat the message more clearly. Shannon-Weaver model explains this kind of misunderstanding because of internal or external disturbances or noise. Personally, I work on a construction site where there are frequently loud noises, and occasionally when I need to speak on the phone, I must repeatedly ask the other person what they said to avoid misunderstandings.


[bookmark: _Toc113282948]Schramm Model of Effective Communication
Any information is useless unless it is expressed in clear, understandable terms to others. The Schramm model specifically suggests that communication may not be useful until the recipient has been able to analyse the message fully. This model is closely related to Shannon’s model of communication where Schramm has given attention to feedback and noise which is an integral part of communication. The concepts of encoding and decoding are essential to the Schramm model of communication. It is the second party's responsibility to understand and decode the message when information is passed to them. Encoding is the process of creating the message that will be transmitted, and decoding is the process of translating the encoded message into a form that can be understood by the receiver (Blythe, 2022). In his model, Schramm also highlights the importance of the recipient's response after receiving the message. Until then, the communication process still becomes incomplete.
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Image no 2: Schramm’s Model
Source: (Blythe, 2022)

The conversation between two people is represented in the model above. In this conversation, the feedback of the other person is extremely important as this tells the source about the information being perceived and interpreted in the destination.

[bookmark: _Toc113282949]Berlo’s Communication Model
David Berlo developed the Berlo model of communication in 1960. His Model of Communication takes the emotional aspect of the message as the principal idea. It works on the concept of the SMCR model which is depicted in image 3(Bhasin, 2021). The sender plays the role of the Source. With the aid of communication skills, knowledge, abilities, perception, attitude, culture, and social environment, the method or process by which the source transmits the information is analysed. The message is represented by the M in SMCR. A message is created by translating the idea into words. The letters C and R in the model stand for Channel, the medium through which information is transmitted, and Receiver, the person for whom the message was destined.
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Image no. 3: Berlo’s Model of Communication
Source: ( Bussinesstopia, 2018)

In our case study of the teacher and the village people, when his house burned down, in shock, he asked for help. But the villagers would not understand what he was shouting. Because he used overly complex words that they could not understand him. Therefore, his message was not understood by the recipients or villagers in our case. Consequently, he was unable to be assisted in saving his home from the flames because he fails to send the message.


[bookmark: _Toc113282950]Communication Skills
Perhaps one of the most vital life skills in any area is effective communication. Communication skills refer to the person's ability to receive and send feelings and ideas to other people or groups of individuals. Having an excellent communication process improves your understanding of what others are saying and your ability to work with others in a team. The types of communication can be categorized into three categories which are Verbal, Nonverbal, and Listening.

[bookmark: _Toc113282951]Verbal and Written Communication Skills

The most obvious and easily understood mode of communication is Verbal Communication. It is the method of sharing information, expression of views, and ideas between one another as sound using words. To understand each other's information in verbal use one must know the language that is in use. With the help of effective verbal communication, good relations in the workspace, as well as at home, can be formed. Additionally important, is written communication. Thus, this type of communication uses language that conforms to grammatical rules, it is extremely important to use precise grammar and punctuation. So, we can use it in numerous formats, including letters, emails, or texts. (Reddy, n.d).                                                         Barry's example will be in the following case study. We can see from his example that he had several challenges when managing his team. He was limited by time and was unable to provide his staff with adequate instruction. Since most of his employees were not native English speakers, communication was the biggest issue. As he worked in the kitchen, where excellent communication is a key component of successful results, he was unable to cope due to lack of time and had to let the teamwork without proper training. The result was a very messy kitchen, which frustrated Barry because it should always be clean. To encourage the staff to maintain cleanliness and store food properly, he decided to write and post several signs throughout the entire kitchen. As a result, he was able to communicate by written method rather than verbal communication.
[bookmark: _Toc113282952]Non-Verbal Communication                                                                                                                                      
                                                                                                                                             There are times when the message can be communicated without the use of words. Nonverbal communication is often related to facial expressions, body posture, and gestures that are related to body language when they are involved in communication. Each day, thousands of nonverbal signals and actions are observed, including postures, facial expressions, eye contact, gestures, and voice tonality. Our nonverbal habits, which vary from handshakes to our mood, express who we are and have an impact on how we interact with others (Cherry, 2022). Non-verbal communication is sometimes very useful in communicating with people where there is a language barrier and often in communicating with people who do not speak the same language as we do. A Day with the chief is a case study, which illustrates how Mark's meeting with the CEO of the company where he worked caused him great anxiety quickly. However, following a polite and friendly exchange of ideas, he failed to respect the company's director through his body language. Mark started to untie his tie, cross his legs, and moan and complain about his supervisor. He was determined to prove that he is more capable than he appears to be. The CEO was offended by this body language, which negatively impacted their communication. This case teaches us how vital it is to pay attention to our nonverbal communication.

[bookmark: _Toc113282953]Listening

It is the ability to accurately perceive information and interpret the communication process's message. It essentially takes in the information, comprehends it, keeps it in mind, assesses it, and responds to it. The employees of today's corporate organisations receive listening skills training because being a good listener can result in maximum customer satisfaction and increase work productivity. People frequently confuse listening and hearing, but there is only a tiny difference between the two. Hearing is simply a procedure that exists by design. Listening involves actively analysing nonverbal messages from the other person in addition to carefully hearing what they are saying (Indeed, 2021). The importance of listening to the information is portrayed very effectively in the case of Max the Multitasker. Max, who was an event manager, was given the task of organising the 50th wedding anniversary of Tamara’s parents. While fixing the date for the anniversary on a phone call, Tamara and Max settled on a date and as Max was involved with some other client on the phone during this process, he forgot to mention the date of this event in his diary. When the day of the event came, Tamara was shocked to find another party to go to the event site. This case shows Max's negligence, as well as his habit of not actively listening to the information.


[bookmark: _Toc113282954]Advantages and disadvantages of technology in communication
Technology has significantly changed communication in a few ways. However, these come with both positive and negative aspects.
[bookmark: _Toc113282955]Advantages of technology in communication

Multitasking: Technological advancements have ushered in an era of multitasking and automation with people being able to communicate with others over the phone, internet, and messaging applications. Over the course of doing so, they can also engage in other tasks and activities. This has significantly enhanced and reduced the time required by people to communicate in person.
Real-time connection: Technology enables people to connect in real-time with the help of phones, messaging, emails, social media, and other platforms and communicate instantaneously. This further allows them to ask questions, gain feedback, and provide information regarding anything and saving a lot of time.
Increases speeds and reduced costs: Technology has sped up business processes and activities. People nowadays conduct meetings and seminars online through video conferencing applications such as Zoom and more. This significantly saves them the time to personally travel to faraway places and meet clients in person. This further allows businesses to become cost-effective by saving transportation costs and more. 

[bookmark: _Toc113282956]Disadvantages of technology in communication

Highly distracting: Technology can also tend to become highly distracting for individuals. As they are constantly engaged with computers and mobile phones, people can lose track of where they are and what they are doing. This can reduce productivity and result in mistakes and disruptions in business tasks

Highly impersonal: The communication taking place with the help of technology tends to be highly impersonal as the messages and video conferences are short and instant. These limited communications do not let people fully express their thoughts and feelings. In addition to that, the clarity of the messages also gets compromised as they are fast and instant.
Risk of privacy and security: One of the foremost disadvantages of technology in communication is the increasing risk of privacy and security. As the world is inclining toward the use of technology in almost every form of communication. This increases the risk of the data and personal information of the people such as financial details, health information, and more getting stolen. The increased use of technology has also led to people being scammed by others and the threat of fraud has also increased (Ramey, n.d). 



[bookmark: _Toc113282957]Conclusion
Having good communication skills is so crucial in day-to-day life for improving the personnel as well as professional life. No matter how talented or knowledgeable a person is, if one does not possess a good communication capability, then oftentimes one must face misunderstanding and frustration. It is a common misconception that communication is only related to speaking the language fluently and clearly. However, there are other factors such as hand movement, body postures, facial gestures, and eye contact that are needed to establish a bond between the speaker and the listener.  In order to perfect this skill, it is very important to focus on factors other than even verbal communication.
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