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[bookmark: _Toc89295311]Introduction: 
Communication is the process of transferring information from one person to another person. The process of communication can take place between two or more entities. In every aspect of our life communication is essential. It is present both in our personal life and professional life. Effective and accurate communication helps an organization to practice proper organizational manner and leads to achieving its goals and objectives. To make communication effective and fruitful there are different models of communication developed in previous years. These models provide guidelines to develop a proper communication process. 
[bookmark: _Toc89295312]Defining Communication: 
The word ‘communication’ is derived from the Latin word ‘communis’. The meaning of communis indicates common or general (Luhmann, 1992). Communication is the process of exchanging ideas, views, feelings, emotions, and expression of thinking and thoughts. When one entity. transmits or sends any information to other entities, they receive information and ensured by feedback is termed as communication (Dance, 1970). Different types of communication are, verbal, nonverbal, written, and visual. These four types of communication are used commonly around the world.
Verbal 
· Confident speaking
· Active listening
· Strong voice
Written
· Take time to prepare
· Most constructive 
· Most reliable
· Used as future document
Visual 
· Consider audience
· Clear and easy to understand.
· Video, image, animation etc.
Nonverbal
· Notice physically
· Be intentional
· Gesture, Intimation, pointing etc.










[bookmark: _Toc89295313]Defining communication model:
The communication model is a systematic and scientific representation of the process which helps understanding how communication works can be executed. Communication models are a set of tools and guidelines. It is a process of structural building of a communication system. The purpose of communication is to identify and understand the components and relationships or connections of the communication process study. Communication models help to plan effective communication systems (Gerbner, 2020).
Communication skill:
For effective communication, communication skills are needed. The quality of output for any activity depends on the quality of the communication skill. Communication skill refers to the ability to listen, speak, observe, and emphasize. It is very helpful to understand the difference in how to communicate through face-to-face interactions, phone conversation, digital and electronic communication, and social media (JR T., 2015)
Various essential Communication skills are,
· Listening: Listening properly or active listening helps to understand the message properly and it  helps to prevent miscommunication.
· Use of proper communication model: Communicator should understand which, where, and how to use communication models and methods.
· Easy to understand: Communication should be easy to understand.
· Sharing feedback: It is an important quality of the receiver to provide required feedback to the sender of the message.
· Volume and clarity: While communicating via audio call or video call the volume of speaking should be loud and clear.
· Responsiveness: An irresponsible attitude can hinder the purpose of any communication.
Understanding Shannon and Weaver Model of Communication:
‘’A Mathematical Theory of Communication’’ also called ‘’Shannon Weaver model of communication was developed by Shannon; an American mathematician along with Weaver; an American scientist in 1948. This model has a unique design to develop effective communication between sender and receiver. Developers also find the factors that affect the communication process that is called ‘’Noise’’. This model deals with various concepts. Like information source, transmitter, noise, channel, message, receiver, information destination, encode, and decode. 
Here, 
Sender is the originator of the message or the information source creator.
 Encoder is the transmitter that converts the message into signals. 
Decoder is the receipt place of the signal which converts the signals into the message. 
Receiver  is the destination of the message from the sender. 
 During the passing of channel the message may be distracted or affected by physical noise like sounds, thunder, and crowd noise or encoded signals may distract the channel during the transmission process (Ritchie, 1986).
[image: ]
Figure: Shannon-Weaver Communication Model (Gharaveis et al., 2018)
Examples From the case of Pedro and Maria:
In the given case study of Pedro and Maria, we find them in the case of communicating over the telephone. Here Maria called Pedro so, Maria is the sender of the message. Pedro is the receiver. Their communication channel while talking on the phone is the network system. The phone they are using for communication is the encoder and decoder. In the case study of Pedro and Maria, Maria asked Pedro about the “kitchen”. Instead of hearing Kitchen, Pedro heard “Chicken”. This created a miscommunication and misunderstanding of communication between them. Here Pedro misunderstood Maria because of the problem or disturbance generated from the network. This is the noise of their communication. 
Examples from my workplace:
A few months back I used to work in a reputed restaurant in my locality. I used to provide service to our special guests. I had the responsibility to appoint waiters for specific tables. I was used to directing our employees through phones for which table to go and give service. One day I appointed one of our waiters to go to table number 96. Instead of going to 96, he went to 69. So, guests of table 96 had to wait a long time to receive service. This happened because he did not hear me properly. So, a miscommunication between me and my subordinate took place. This misunderstanding and miscommunication took place because of the noise of the communication.
[bookmark: _Toc89295314][bookmark: _Hlk88503314]Understanding Schramm’s Model of Communication:
Schramm’s model of communication was developed in 1954. It is an updated version of the Shannon-weaver model of communication. This model suggests that communication is a two-way path. This model of communication suggests that the message should be understood between the sender and the receiver. It is an experience that involves a sender, who encodes a message, and a recipient, who decodes it. The encoder is the person or entity who prepares the message. The encoder starts the communication process. The decoder is the entity that receives the message. The decoder is responsible to provide feedback (Schramm, 1962).
[image: ]
Figure: Communication Model of Schramm (Khanna, 2020)

[bookmark: _Toc89295315]Examples from case studies:
Case of the professor: From the case of the professor, we learn a very important lesson regarding communication. The house of the professor did not receive any help from the villagers. It happened because the villagers did not understand what the professor was saying. The house of the professor was under fire. He went for help from the villagers. But he used such words to communicate with them was very uncommon and complex. Instead of using simple language, he approached with difficult words. So, the villagers did not understand him. It teaches us a very important lesson. One should always use simple language to communicate. It should be easy to understand for anybody. If the message communicated is not easy to understand, the communication will go in vain. Communication always should be simple, easy to understand, meaningful, and straight cut. The model of Schramm can explain this situation. In this model of communication, the communicators are directly connected. One is supposed to communicate directly by oneself.
A case study from my own experiencethat helped to understand the communication model:
I am going to discuss an event from my daily life experience which helped me to understand this model. My neighbor Thomas is a fitness lover. He needed some instruments for his training. He wanted to order these products from a line shop rather than visiting the shop physically. Visiting a shop physically kills more time and money. So, he wanted his products online so that he can receive these sitting at home. He ordered his products in an online shop. He ordered them through an email address.  He selected few item by names and few items by giving example. The shop received his order. After a few days, the online shop delivered all the products that Thomas ordered. Thomas saw that one product was missing from his desired list and another came which he did not want. This miscommunication took place because he did not specified his desired product. He should have clearly mentioned the all the product names.
[bookmark: _Toc89295316][bookmark: _Hlk88503347]Understanding Berlo’s SMCR Model of Communication:
David Berlo’s SMCR Model of communication represents the process of communication in a very simple form. Here, S stands for the sender, M stands for Message, C stands for Channel and R stands for Receiver (Turaga, 2016). Berlo’s communication model also emphasizes the coding and decoding of the message. This communication model is very easy to adopt for anyone. Anyone who needs a simple communication model for his/her daily activities in personal or professional life can adopt this model of communication. Written or verbal communication can take place through this model of communication.

[image: ]
Figure: Berol’s Model of Communication (Gharaveis et al., 2018)

[bookmark: _Toc89295317].Examples from case studies:
Case of Egg: 
In this case, ER did not understand the letter from the head office because it was not described properly. In the letter, the head office did not clear the fact that the eggs will be eggs of chocolate, not chicken eggs. It confuses ER. The communication model that can explain this situation is Berol’s SMCR model of communication. In this model, the message will be received via a channel. It could be heard, seen, or touched. Here ER has received a letter that she can see and touch. The miscommunication and misunderstood between ER and head office could be avoided if the head office has had clearly described the eggs they are talking about in the letter.
[bookmark: _Toc89295318]Poor communication examples in my friend’s workplace:
My friend Steve works in an advising company. As they are an advising company, they have to communicate with their clients regularly and very effectively. Communication and understanding their clients are very important for this kind of organization. But it is a matter of sad that they do not have any proper communication model. They do not follow any single communication model as a whole unit for their organization. All the employees use their preferred communication model while conducting sessions with their clients. This is not a good sign for their communication. They emphasize oral communication mostly. Besides electronic communication system is not properly set in their organization. They do not have training programs for the employees on the communication system. Employees are lacking good communication skills. Communication skills are not properly given priority here. No new training sessions for good communication skill is conducted. A regular monitoring system on the communication style of the organization does not exist.
[bookmark: _Toc89295319]Suggestions to improve:
· Develop their communication model in the organization.
· Develop their communication system and strategy for daily activities in the company.
· Include both written and verbal or oral communication methods for communicating with the clients.
· Increase facilities for electronic communication media. Like they can increase facilities for conducting communication through email.
· Today is the age of social media. A proper guideline for using social media as a communication tool should be developed.
· Developing communication skills should be given priority in the company.
· Training for employees on communication skills should be provided.
· The proper functioning of the communication model and system should be monitored.
· Proper monitoring will also help to reduce noise from the communication process.

[bookmark: _Toc89295320]Conclusion:
Today is the era of communication. It is not only important at the organizational level but also in personal life. Communication has become a very important topic for the globe since the last century. Many researchers developed many theories and models for understanding the communication system. These theories and models guide the development of a proper communication system that will help achieve organizational and personal objectives and goals. Any vision is not possible to reach without understanding the norms and conditions of the required communication style. It also brings in the necessity of good communication skills. Good communication skill is another vital thing in the communication process that can make a big difference in the level of success. From the given various case studies, it was easy to understand various models of communication. It helped to relate with various real-life examples. Also, we have different experiences in our workplaces and personal life. People around us also are examples of good communication and bad communication. One has to learn from this to develop good quality of communication and communication skills. These are very essential in today’s world to survive. 
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