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Part 1
Models of Communication 
Communication proves to be a complex process. Communication models simplify the process of communication by offering a visual representation of the aspects involved in communication to facilitate the comprehension of the communication process. There are three communication process models, which include linear, transactional, and interactive (Narula, 2006). Each of these models provides different perspectives regarding the communication process.
Linear Communication Model
The linear communication model, also referred to as the transmission model, views communication as a linear, or one-way, a process where the sender transmits information intentionally to a receiver (Cobley & Schulz, 2013). This communication model focuses on the message and the sender in a communication encounter. Although it also includes the receiver, the receiver is perceived as more of an endpoint or a target and not part of the ongoing communication process. This model presumes that the receiver can receive and understand or not. The scholars who came up with this communication model advanced on the linear model proposed during the era of Aristotle, which entailed a hearer, message, and speaker. Also, they were influenced by the emergence and spread of new communication technologies such as radio and telegraphy (Cobley & Schulz, 2013). Despite the linear communication model appearing as a simple or underdeveloped model, the creation of this communication model enabled scholars to examine the process of communication in new ways, leading to more complex theories and models associated with the communication process.
Interactive Communication Model
The interactive communication model perceives communication as a process where the participants shift roles as receiver and sender and create meaning by sending information and getting feedback within psychological and physical contexts (Narula, 2006). Rather than viewing communication as a one-way process, like the linear communication model, the interactive communication model entails feedback that makes communication more interactive by making it a two-way process. Feedback entails messages that are sent while responding to other messages. For example, when one asks someone a question and the receiver answers the initial sender. Including a feedback loop also results in a more complex comprehension of the roles of the people participating in a communication encounter. Rather than one message, one sender, and one receiver, the interactive communication model views the participants as both senders and receivers who exchange a number of messages. The participants alternate roles and keep the communication going (McQuail & Windahl, 2015). Despite appearing to be a deliberate and perceptible process, people tend to alternate between these roles so quickly that one may not be aware.
This communication model is less focused on the message and mainly concentrates on the interaction within a communication process. Unlike the linear communication model, which focuses on the transmission of a message, the interactive communication model is more focused on the process of communication itself. It acknowledges that there are plenty of messages that are sent at an instant, that most of them may not even have an impact on the communication process, while others can also be sent unintentionally (Narula, 2006). The effectiveness of communication in this model is based on whether or not a message was transmitted and received successfully.
Additionally, the interactive communication model considers the psychological and physical context of the communication encounter. The physical context entails the environmental aspects of a communication encounter. The temperature, size, lighting, and layout of a place impact communication. The psychological context entails the emotional and mental factors within a communication encounter, such as emotions, anxiety, and stress, that influence communication (Grunig & Grunig, 2013). Context and feedback assist in making the interaction communication model a more insightful illustration of the process of communication.
Transaction Communication Model
The transaction communication model views communication as a process where people who are communicating come up with social realities within cultural, relational, and social contexts. In this communication model, people not only communicate to exchange information or messages but also communicate to build relationships, shape personal concepts, create intercultural alliances and engage with people in dialogue to build communities (Grunig & Grunig, 2013). In the transaction communication model, the roles of receiver and sender significantly differ as compared to the other communication models. Rather than referring to communication participants as receivers and senders, the participants in a communication encounter are regarded as communicators. This model differs from the interactive model in that instead of communicating, participants alternate roles as receiver and sender. The participants are simultaneously regarded as both receivers and senders (McQuail & Windahl, 2015). This addition provides insights into how people are able to adapt to the communication process, such as when one is sending a message while communicating, he or she is able to simultaneously receive messages from the other person.
The transaction communication model also entails a complex comprehension of context. This model illustrates context as psychological and physical influences that impede or enhance communication (Cobley & Schulz, 2013). These contexts prove to be important in that they focus on the transmission and reception of a message. Since the transaction communication model perceives communication as an aspect that shapes realities before and after the occurrence of interaction, it should account for influences of context that are not within a single interaction (Narula, 2006). To achieve this, this communication model considers the way cultural, relational, and social contexts influence and frame communication encounters.

Communication Skills
Communication is defined as the process of transferring information to create greater understanding. It can be conducted through verbal exchanges, written media, such as magazines, websites, and books, visually, by using maps, charts, and graphs, or non-verbally, through gestures, body language, tone, and pitch of the voice (Tongue et al., 2005). Communication is a critical aspect of life that helps us to create the way people perceive an individual depending on a person’s usability of communication (Maguire & Pitceathly, 2002). Communication skills are among the essential skills that enable us to communicate successfully with other people. Therefore, it is critical that one acquires proper communication skills to communicate properly and effectively.
Communication styles tend to differ from person to person. While communicating, an individual can invoke various modes or channels, or methods to pass a message. However, the communication process does not only rely on the production and transmission of information (Tongue et al., 2005). It equally relies on the communication skills of the source that determines whether the message being transmitted is well-understood or perceived by the receiver.
The skills of communication are essential to be developed so that you are able to interact with people. And able to share your thoughts and reach out to them. Proper communication can assist one in solving various issues and resolving problems. Having proper communication skills, such as listening, empathy, and clarity, among others, enables us to be effective communicators and also create a good reputation for ourselves (Maguire & Pitceathly, 2002). The use of non-verbal cues and body language, or lack of it, also highlights the negative and positive aspects of our communication skills, styles, and effectiveness that we experience while communicating. Therefore, it is essential to have proper communication skills.
Advantages and Disadvantages of Technology in Communication
Advancements in technology have provided great breakthroughs in terms of communication. The emergence of communication technology, such as mobile phones, emails, and social networking websites, has transformed communication as it was once known. Communication technology has affected the process of communication in both positive and negative ways. However, it is undeniable that these technologies have improved communication by a huge margin. 
One of the key benefits of technology in communication is increased speed and efficiency in communication. People can send messages fast and can receive instant feedback from the other end by making calls or sending text messages (Fulk, 2017). Consequently, technology has made communication to be more reliable and efficient, both socially and business-oriented communication. Also, the Internet has enabled people to communicate face-to-face across varying locations by offering facilities like social networks, Skype, and video conferencing (Diaz et al., 2012). These facilities have also made communication to be cheaper as compared to using other means to communicate. 
Another benefit of technology in communication is globalization. Communication technologies offer proper ways of not only communicating across borders but also assisting in understanding other diverse languages. Therefore, communication technology has assisted in breaking down both geographical and language barriers across the globe, leading to unity among countries and people, in turn, making business and trade easier across borders (Fulk, 2017). Barriers associated with culture have also been done away with as individuals with varying cultural backgrounds can communicate easily. This has led to the transformation of the global economy into an interdependent system, leading to globalization.
Technology in communication has also facilitated online undertakings and transactions, leading to online business ventures, online learning, and flexible employment. People can now shop commodities regardless of their location in the globe, and the purchased commodities are delivered to the person within a considerable time without being forced to travel physically to the retail stores (Diaz et al., 2012). Communication technology has also enabled students to pursue their studies through the Internet. Students are able to enroll in a school through online school platforms as well as access learning materials through these platforms (Harris & Rea, 2009). Also, employees are able to coordinate with their employees through the Internet regardless of their respective locations, making employment more flexible.
Regardless of the many advantages that technology in communication offers, there are also setbacks. One of the key disadvantages of technology in communication is the loss of personal contact. Most communication technologies do not offer the chance to read vocal notation, facial expressions, and body language. Personal contact proves to be crucial in reinforcing messages and learning about each other (Harris & Rea, 2009). Therefore, there is a huge probability of miscommunication, especially in terms of the severity of a message. Another disadvantage is the risk of security as fraudsters can hack one’s information, which can result in loss of money and property or taint one’s reputation. Additionally, according to Balakrishnan & Griffiths (2017), social networks have been proven to lead to addiction among people.
Despite these setbacks, technology in communication proves to hold far much greater advantages. Technology has enhanced communication between people by great means, making the entire world accessible without having to travel physically to pass a message. Without technology in communication, most of the progress that is witnessed today could have never come to be.







Part 2
The Sagatec Software Inc. case study on the instruction manual that scared customers away is one of the most insightful cases regarding the cost of poor communication. Despite coming up with a mind-blowing innovation, the company created a bulk manual that scared customers away. They could not understand the details of the manual because of poor communication. This case study made me understand that proper communication entails going straight to the point as well as understanding the context as well as the audience that the communication is directed.
In my workplace, the manager usually physically communicates any important issues to the department supervisors, who then communicate the information to their respective teams at work. This form of communication is generally referred to as top-down communication. On the other hand, when an employee has any issue to raise with the managerial sector, one has to communicate first to the department supervisor, who will then forward the issue to the manager. This communication process is referred to as bottom-up communication. However, these communication processes are conducted through physical communication making it inefficient as the manager is usually busy and leaves his office earlier than other workers. Therefore, the communication strategy proves to be poor and ineffective, especially in terms of workers communicating their issues.
To improve communication within the workplace, it is advisable that the organization adopts advanced technologies in which the employees can directly raise their concerns to the manager without having to meet in person. According to Fulk (2017), technology in communication has enabled people to send messages fast and can receive instant feedback from the other end by making calls or sending text messages. These technologies do not require physical contact to communicate. Therefore, technologies such as emails can prove to be very effective in fostering such communication.
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