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[bookmark: _Toc111246877]1.0 Introduction
Communication is the process that people use to exchange and express their thoughts and feelings with others by following a common and established manner and behaviour. Through communication people interact with each other and share personal, business or other perspectives, information, needs, experiences etc. and help them to connect with each other as it is considered the basis of coordination (Banwart, 2020). If the communication is effective, it makes the task smooth and easy. But some barriers to communication can reduce its effectiveness. As effective communication depends on effective listening and effective speaking through an effective medium or channel. So any default in these communication factors creates barriers to effective communication. If the communication becomes ineffective and poor, it facilitates the misinformation or misinterpretation of information and creates mistrust and misunderstanding which may lead to conflicts or missing opportunities.


[bookmark: _Toc111246878]2.0 Models of Communication
The communication models provide an overall knowledge and understanding of the communication structure or the system so that the communication process can be understood by all and it may provide a positive outcome (Gibson, 2002). There are some communication methods which are illustrated below:
[bookmark: _Toc111246879]2.1 Shannon and Weaver Model
In 1948, this model of communication was developed which was designed to provide an effective communication strategy and structure between the sender and the receiver using an encoding and decoding structure of the message and the effect of noise in the communication process while encoding or decoding the massage (Al-Fedaghi, 2012). The noise represents the disturbance that has been created when the massage is being communicated from the sender to its receiver by a channel.
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Figure 1: Shannon and Weaver Communication Model
Author: (Al-Fedaghi, 2012)
The Shannon-Weaver communication model describes the application of effective communication and its basic barriers which can be seen in the case study of Maria and Pedro where the communication was been disturbed by the noise and the outcome of the communication was ineffective (Barker and Gaut, 2013). In the case study, it can be seen that Maria asked Pedro for chicken while coming home but because of the noise in the communication, Pedro did not get the message properly and listened kitchen instead of chicken thus the communication became ineffective.
This misunderstanding can be prevented by eradicating noise from the communication process at the time of encoding or decoding the massage (Barker and Gaut, 2013). Reducing noise makes communication effective. Once in my workplace, I was entitled to a task and was instructed by one of my reporting supervisors. During his giving instruction, there was so much noise in the office as the construction of our building was going on. Thus I could not hear the instruction properly and I could not perform the task in the most effective way.
[bookmark: _Toc111246880]2.2 Schramm Model
This communication method was established by Wilbur Schramm and focuses on three communication factors; the massage, the source of the message and the destination of it (Bhasin, 2022). This model demonstrates that there is a two-way process in the communication where the messages are being communicated by both in turns. This model can be used to determine the effectiveness of communication in order to exchange ideas, cultures and information. 
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Figure 2: Schramm Communication Model
Author: (Bhasin, 2022)
But the misunderstanding could be prevented if the receiver asked properly whether Maria said about the kitchen or not and this feedback can reduce the communication ineffectiveness. Once I also fall into such a situation where my reporting supervisor phoned me and asked to get a file named Cossy but I heard that he wanted me to get coffee for him. I was quite surprised to hear that and I called him after a while to make sure his statement and then I got to understand that I was asked to get Cossey’s file not coffee for him.
[bookmark: _Toc111246881]2.3 Berlo Model
In 1960, the SMCR model was established by David Berlo as an extension of the linear communication method of Bell (Gibson, 2002). It indicates the communication process that includes sender, message, channel and receiver. It states that all these factors facilitate an effective communication process where the sender and receiver have to be enough knowledgeable of the structure and its effectiveness. 
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Figure 3: Berlo Communication Model
Author: (Mehta, 2022)
The basic difference of the Berlo model from others is that this model does not consider feedback into account and states that the noise of the communication can occur after the massage has been sent and for this, the receiver may get a partial massage or less information than the message that has been sent from the source (Gibson, 2002). The noise that has been stated in this model is not as same as the Schramm or Shannon and Weaver model as here it occurs from the participants’ side because of their lacking of communication skills such as language difference, attitude when they do not have the mood to listen carefully and knowledge such as less understanding of massage clearly because of some difficult words (Banwart, 2020). On the other hand, the noise that is stated in the Schramm or Shannon and Weaver model of communication has occurred from the external sources of medium such as when the person is on a phone call and he does not get the signals or can not hear because of outside knowledge and it does not occur because of the participants.
In the professor and villagers' case study, it can be seen that the ineffectiveness in their communication occurs because of the language barriers and as the villagers did not understand what the professor said to them, they could not take action about the fire. The noise that occurred here was not because of the fault or noise in the channel of this communication rather it occurred because of the language difficulties of the participants (Banwart, 2020). As the professor used such language which the villagers did not understand, the communication became ineffective.
Once in my workplace, one of my newly joined colleagues greeted me during our first meeting in Spanish language and as I do not know Spanish, I had a misconception about him that he might not like me. But when another colleague of mine cleared the thing that he was not telling me something bad about me rather he was just giving greetings to me. Then I talked to him and find him really a good person. 


[bookmark: _Toc111246882]3.0 Communication Skills
People need to communicate whether it is personal or professional life so that they can exchange information with others (Sudweeks and Herring, 2001). Having good communication skills enables a person to transmit thoughts and information to another and the massage can be understandable to the receiver (Barker and Gaut, 2013). Communication can be done in different ways such as vocally, written, visually or non-verbally or a combination of several of these forms. So different skills are needed to make the communication effective which are given below:
[bookmark: _Toc111246883]3.1 Verbal Communication Skills
Verbal communication is the production of spoken or written language that is used to exchange a massage from the sender to the receiver. Verbal communication is the most common way of communication and to make verbal communication effective the sender and the receiver both have to attain some skills (Kuo, 2011). The sender has to choose a concise or easy language which is easier for the receiver to understand. Also, the receiver or the audience has to be understood by the speaker or the writer and has to deliver the massage as per what the audience wants (Coffelt, Grauman and Smith, 2019). The tone that is being used should be mindful and well-mannered so that the receiver can be engaged in the process of communication. Also, the sender of the message should be confident about what he is saying and should make the audience trust and feel more about his massage. Also asking for feedback could make the verbal communication effective because it can clear if any confusion occurs from the communication.
[bookmark: _Toc111246884]3.2 Non-Verbal Communication Skills
Non-verbal communication refers to the exchange of information without verbally being said or written through facial expressions, body language, postures, gestures and so on (Sudweeks and Herring, 2001). Non-verbal communication methods express the way of moving, responding or listening to the participants of the communication (Gibson, 2002). It expresses truthfulness, honesty and responses and it increases clarity, trust and rapport in the communication. To make the communication effective, the sender and receiver have to make sure the proper use of non-verbal communication cues such as body language, eye contact, gesture of communication and facial expression (Gardner and Ettlinger, 2012). It should facilitate a better understanding of the massage. These non-verbal cues must reflect the motive and feelings of the massage appropriately. If it can be ensured, the communication will be more effective and the message would be delivered to the receiver appropriately.
[bookmark: _Toc111246885]3.3 Listening  
Listening is an important factor in the effective communication process which is the ability of a person in receiving any information and interpreting it (Sudweeks and Herring, 2001). If effective listening will be missing in the communication process, the receiver can not receive the message and interpret it. Thus, the communication process will be ineffective and the people who are speaking may become bored. So, to listen properly, the listener should also engage in the conversation and make a conscious effort to it by hearing the massage as well as by understanding the feeling and motive behind the massage (Barker and Gaut, 2013). Proper listening improves the understanding as well as makes the speaking experience in the communication process more enjoyable. There are two listening types which can help effective communication which are:
Active Listening: Active listener listens to the sender’s message carefully and keeps himself engaged in the conversation positively. It involves the person only in the conversation rather than doing other work during the time of conversation such as using mobile or internet browsing.
Empathetic Listening: Empathetic listeners not only listen to the speaker actively but also participate in the conversation and fully engage in the transformation of the massage (Isabayeva, 2022). This is the practice of the listeners to be responsive and attentive in providing their input during communication. Empathetic listening generates an emotional connection between the speaker and listeners and makes the conversation interactive and sincere. It is also called reflective listening which requires to be considered the input of both. 
In the case study of Maria and Pedro, there was lacking of active listening which causes the misunderstanding between them. If Pedro listened actively or interact with Maria alongside, this miscommunication would not have happened.
Once in my workplace, an instructor was taking a session in a seminar with all the employees where he advised a lot of things to be more productive and effective for the company. We all were permitted to participate in the conversation and the program was so interactive which resulted in great efficiency in the workplace.


[bookmark: _Toc111246886]4.0 The Advantages and Disadvantages of Technology in Communication
Communication technology consists of all the programs and equipment that people use to process any information and communicate it with others (Mehta, 2022). This is also known as information technology which consists of the technical services and programs of communication. 
Advantages of technology in communication are given below:
· It makes communication more effective, easier and faster.
· In the time of emergency when communication should be done faster, technological tools of communication help to communicate fast without being present face to face (Isabayeva, 2022).
· It effectively facilitates one-to-one or group conversations though having long distances and maybe the participants are from different corners of the world.
· Technology makes the process easier so that the message can be smoothly and effectively exchanged with less stress and cost (Kuo, 2011).
Disadvantages of technology in communication are given below:
· Technological tools of communication are harder to use for the older generations (Sudweeks and Herring, 2001).
· Crimes such as unauthorized stalking and cyberbullying can be occurred by using these communication technologies (Gardner and Ettlinger, 2012).
· Communication technology cannot be reliable all the time.
· Sometimes these tools make communication public rather than making personal.
· Sometimes the participants cannot make sure to whom they are communicating (Sudweeks and Herring, 2001).
· 

[bookmark: _Toc111246887]5.0 Conclusion
Communication is important in both personal and professional life. So the process must be effective by making it smooth, clear and noise free. Technology in communication influences the process of communication by making it more efficient. This allows the participants to provide a better experience of communication. Also to make sure effective communication, one should follow the communication model where the process of effective communication is illustrated.
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