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1. Introduction
Communication 
A process by which information is exchanged between individuals through a common system of symbols, signs, or behaviour. A technique for expressing ideas effectively and the technology of the transmission of information, also is an act or instance of transmitting. 

2. Models of Communication
2.1 Shannon and Weaver Model of Communication
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The sender encodes the message and sends it to the receiver through a technological channel like telephone and telegraph. The sender converts the message into codes understandable to the machine. The message is sent in codes through a medium.
The receiver has to decode the message before understanding it and interpreting it. The receptor machine can also act as a decoder in some cases. The channel can have noise and the receiver might not have the capacity to decode which might cause problems in communication process.
Here, for instance, brain might be the sender, mouth might be the encoder which encodes to a particular language, air might be the channel, another person’s ear might be the receptor and his brain might be the decoder and receiver.
Similarly, air is the channel here, the noise present in his environment that disturbs them is the noise whereas his response is the feedback. There were only 5 components when the model was made. Noise was added later.
Considering the following sample, I will give an example of:
Maria and Pedro.
Pedro working on building site. His wife Maria was calling him and she asked him when he will come home, to buy a chicken. He didn’t understand her well because of the noise on the construction site and and he thought that she said that when he will get home, she will wait for him in the kitchen.
Considering the following sample, I will give an example of what happened to me at work.
At work, all of us have their work phones given by our manager, and because of the big distance sometimes we are not able to hear each other properly, and once because of that I cannot help one of me colleague and instead of ladder, I understood leather.

2.2 Schramm Communication Model 
The Schramm Communication Model is a cyclical communication model containing all basic principles of communication. The Schramm Communication Model offers a classic approach to and explanation of communication. It can be used to determine how communication between two people works when they’re exchanging information, ideas, or attitudes.
The cyclical communication model is based on the theory and belief that communication is a two-way street. This means there’s at least a sender and a recipient. The model contains at least one other element as well; the message itself. Usually communication takes places along the traditional path with a wasteful recipient and sender.
The recipient and sender can also be one and the same. This is called intra-personal communication. The former is called interpersonal communication. Where several other models and theories about communication are linear in nature, the Schramm Communication Model is circular. This means at least two parties are required to send and receive a message. Both the sender and the recipient have to encode and decode the message to interpret the message correctly.

2.3 Berlo Model of Communication
Although Berlo's SMCR model is similar to the others, it is linear and devoid of feedback, like Shannon and Weaver's models. After the communication has been transmitted, interference or "noise" may have been created. Because of the noise, the receiver only receives a portion of the message or none at all. The receiver is subject to the same factors that may affect the sender. Background noise during a phone call, for instance, may result in external noise, as in Shannon and Weaver's model. Differences between sender and listener may lead to internal noise in.
Reading, listening, and speaking abilities in communication language barriers
Mood: Bored, not paying attention, making assumptions.
Knowledge: Disparities between the sender and the receiver may cause the sender to employ words that the recipient does not understand, making it challenging for the recipient to comprehend the message.
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Considering the following sample, I will give an example of what happened to me at work.
Usually, at work every morning at 8 AM, we got meeting about the tasks we have to do today. Because is very early, almost nobody is listening, because all of us are sleepy, or not in good mood, after we to go all day and ask again and again what we have to do. I found it a problem of communication. We can fix that just if we will just talk about that, but I assume nobody is going to do that.

 3. COMMUNICATION SKILLS
3.1 Verbal – spoken and written, choice of words, tone and pitch.
The ability to communicate in writing is known as written communication. One of the main forms of corporate communication is writing, which is used to convey recommendations, information, and precise directions. These abilities enable you to compose long or intricate texts that all readers can read and comprehend.
3.2 Non-Verbal Communication 
Only 7% of the message we express is done so through words, making nonverbal communication all the more crucial. Body language is a crucial tool for communication. Your nonverbal cues should support what you say. You should also take into account things like your vocal pitch, your hand movements, and maintaining eye contact.
If you are unhurried and nice, someone will feel more inclined to open up to you. Pose yourself in an open stance with your arms and legs at your sides. In order to effectively communicate, it's crucial to maintain eye contact with the other person. However, avoid staring at them because it's awkward.
3.3 Active listening, hearing.
In order to show interest and understanding, active listening is paying great attention to what others are saying and clarifying questions. This helps us communicate effectively while also enabling us to be respectful of and develop relationships with the other person with whom we are interacting. Being a good listener is one of the most crucial components of effective communication. People dislike conversing with those who only want to hear what they want to hear and don't care about what you have to say. Practice active listening until it becomes ingrained in your brain for effective communication.
Empathetic listening – The capacity to comprehend and empathise with another person's experiences is known as empathy.
Even if you disagree with the person you're speaking with, it's crucial that you acknowledge and respect their point of view. You may show someone you've been listening to them and appreciate their viewpoint by simply responding, "I understand what you're saying."
For example.
At work, I had one guy in training, who wasn’t very happy about the work he will have to do, I could see that, but when I was asking him, if he like it, he always was saying – Yes. 
I could see his facial expression, gests and his tone of voice when he was saying that he like the work.
Then, at second day, he didn’t show up at work.

4. THE ADVANTAGES and DISADVANTAGES of Communication TECHNOLOGY

Communication of Technology: Advantages and Disadvantages
Communication Technology is: electronic systems used for communication between individuals or group. Communication technology facilitates communication between individuals or groups who are not physically present at the same location. Systems such as telephones, telex, fax, radio, television, and video are included, as well as more recent computer-based technologies, including electronic data interchange and e-mail. Advantages and disadvantages are listed below. Please comment based on your experience with communication technology.

Advantages of Communication Technology:

Its more efficient to communicate online because it’s a economy of time
Faster method of communication during emergencies, because you can send a message to a lot of the people instead of inform them personaly
Ability to communicate from anywhere in the world, because most of the country have internet.
Long distance communication is easier, when we have a lot of the application where you can talk online by video camera and see each other
Communication made easier, because some people are shy, and its easier for them to talk when they don’t see the people who they talk with.
Also, examples of advantages of communication technology in a organisation. 
Phones, laptops and internet improves a lot in the life of the students. It is very helpful for them to get the information faster, it just makes the life easier. Now students can have online curses by internet. They can have a online job and they can do most of the occupations online. Phones and laptops become that thing which changed day life of the most of the students population.
Information is sent more quickly thanks to communication technology solutions like email and text messaging services that facilitate internal and external communication. Because all data is retrieved from one central unit, or "Database," and is shared throughout many departments within the business, the usage of decentralised computing systems also makes information sharing within an organisation a priority.
Communication technology contributes to the development of a common information environment in a business, which improves internal communication. Information about the organisation is arranged in one central spot so that everyone can access it as needed. Additionally, low-level employees will be able to communicate with the manager via technologies like electronic mail without the need for a set time.
Decision-making in a business is sped up by communication technology, which also makes it easier for employees to consult one another, assess information quickly, and come to a decision. Additionally, by utilising (OLAP) Online Analytical Processing, employees can run database queries to retrieve information about a specific client or matter, and then quickly base a decision on that information.
Participation in organisational processes is increased because each employee will be given a specific task to complete, and the manager can keep an eye on everything from a distance. All parties will therefore be engaged because easy communication makes their work easier.
Eliminates the use of stereotypical labels: According to Urban Dictionary, the term "stereotypical" is used to group all members of a particular belief into a primarily negative category that might only represent a small portion of the racial demographics. Since there is no face-to-face conversation, all of this will be erased by communication technology. Employee stereotypes can lead to poor performance and a lack of self-esteem in workers, hence they are wrong.
gives those who otherwise wouldn't speak up in groups a voice: Since some people find it difficult to communicate face-to-face, using communication technology will enable them to do so at work. Some employees might be uncomfortable speaking in front of others, but they might still have useful suggestions or contributions.

Disadvantages of Communication Technology:

Its harder to use for people of older generations because they didn’t met it before
Very bad part of that is, cyber-bullying and cyber-skyping made possible
It is not always reliable.
It makes communication less personal, because people just text or call.
You are not always sure who you are communicating with because sometimes you cant see the people who you talking with.

Disclosing information via images, social media, and commercial websites also involves sharing personal information, which may lead to a number of issues. Passwords become less relevant as technology develops, and family photos with names and dates can be used to get beyond the elaborate security measures you have put in place to safeguard your data.




5. Conclusion.
In conclusion I want to say that in a team environment, effective communication may foster camaraderie, trust, and a sense of purpose for a common objective. Communication strengthens bonds between team members and creates stronger partnerships. Without effective communication, team members simply won't be aware of what is happening. Communcation skills are a very important part, of making good relations with other people and to improve our day-to-day life. I think this module was very helpful for me and improved a lot my personal skills.
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