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[bookmark: _Toc120919889]1. Introduction 
Communication involves sending and receiving messages. Relationship building, whether inside or outside of an organisation, relies heavily on effective communication (Horila, 2019). Managers need to be able to effectively communicate with one another in order to effectively plan, organise, lead, and control the organisation. When trying to communicate effectively, people often run into the same problems. Some barriers to effective message sharing include using jargon, psychological barriers and taboos, inadequate attention, enthusiasm, distractions, or relevancy on the part of the receiver, or a combination of these factors (Mikkola and Valkonen, 2019). Even language, perspective, and accent differences make communication difficult. In noisy environments, the chances of successful information transmission from sender to receiver are reduced once more. Organizations must minimise communication barriers to allow open information flow and effective staff communication (Vedantu, 2022). A company's bottom line will take a hit if its members can't resolve their differences and work together productively. This report will discuss different communication models and advantages and disadvantages of communication technology. 














[bookmark: _Toc120919890]2. Models of Communication 
[bookmark: _Toc120919891]2.1 Shannon and Weaver (1948/49)
Numerous ideas and models have been created to explain the process of communicating. The Shannon-Weaver model is widely regarded as one of the most influential theoretical frameworks in the field of communication (Gavi, 2020). Weaver and Shannon created their model in 1948. They created a mathematical theory of communication to explain the interaction between a receiver and a sender. The original plan was for it to be a linear model, showing how a message flows from sender to recipient (Al-Fedaghi, 2017).
According to the model, the communication process always begins with a sender, who is also the primary information provider (Al-Fedaghi, 2017). From there, a signal is sent from the brain to the mouth, conveying the necessary information. This signal has to go through a lot of other noises and interruptions before it can be picked up.
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Figure 1: Shannon and Weaver Model, (Gavi, 2020). 
As demonstrated in the "Maria and Pedro" case study, noise can alter information that is sent through an encoder and decoded on the other end following a linear theory. Over the phone, Maria asked Pedro to bring home some chicken, but Pedro misheard her request and heard kitchen. Here, Pedro's construction site noises might have distorted Maria's words.
According to this concept, responses are less important than the main message the sender is trying to communicate. The approach treats conversation as a measurable entity (Al-Fedaghi, 2017). However, this misleads readers because human communication is not mathematics. Since Pedro works on a construction site, Maria should have given careful consideration to what she said to him before she said it, and he should have paid attention to what was being said and how it was delivered. If Pedro had been curious, he would have inquired as to Maria's reasons for calling him into the kitchen.
Many things can interfere with a person's capacity to grasp what another is saying (Gavi, 2020). When the supervisor at my office was away on a business trip but there were pressing issues that needed to be addressed, he called a virtual meeting. His secretary was instructed to give a call to all employees on the premises at 11 a.m. (because of the different time zones). However, the line disconnected before he could finish. As usual, the secretary scheduled the meeting for 10 a.m., but the supervisor didn't appear. A half-hour of productive time has been lost as everyone waited. Nobody knew what was going on. Here, as with Maria and Pedro, the misunderstanding was caused by background noise in the lines of communication. Feedback would have prevented the misunderstanding that occurred (Gavi, 2020).
[bookmark: _Toc120919892]2.2 Schramm (1954) 
Schramm's model of communication is cyclical and includes all the foundations of the discipline. When it comes to explaining and analysing communication, the Schramm Communication Model is a well-known and trusted approach. It has the potential to figure out how effectively two individuals can communicate their thoughts, feelings, and intentions to one another (Schramm model, 2021).
The cyclical communication model assumes two-way communication. At the very least, this creates a sender and a receiver. In addition to the model, there is the message
(Schramm model, 2021). However, the Schramm Communication Model suggests that the sender and the receiver of a message may be the same person. Someone encodes a communication and sends it to another person, or even to the same person. The receiver is responsible for decoding the message, understanding its meaning, and re-encoding it for delivery to a third party.
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Figure 2: Schramm Model, (Schramm model, 2021). 

The Shannon-Weaver model provided the inspiration for Schramm's Model of Communication, which was proposed in 1954 (Schramm model, 2021). This approach relies on mutual understanding between the sender and the recipient. In contrast, the S&W theory does not account for such phenomena. The approach stresses the importance of receiving feedback from the recipient as a necessary part of any communication.
In the same way as in the previous case, Pedro might have called back to check with Maria and make sure that's what she meant by "kitchen." This would have helped avoid the misunderstanding. My workplace is not exempt from this sort of miscommunication. After our discussion with the supervisor last week, a few of the employees asked for clarification after realising they hadn't truly understood the instructions. The manager repeated his explanation and then asked, "Are there any doubts?" With this approach, it would be possible to reduce the number of miscommunications that occur.

[bookmark: _Toc120919893]2.3 Berlo (1964) 
In 1960, American communication theorist David Berlo developed the SMCR model by breaking down the components of the Shannon-Weaver model. Berlo's SMCR model is a one-way or linear communications framework that focuses on the Shannon-Weaver model of communication (SMCR Model, 2019).
In line with the majority of communication models, Berlo's SMCR model proposes that synchronisation between the sender and the receiver is necessary for successful communication. When the sender delivers their message clearly and concisely, and the receiver actively listens to and understands it, synchronisation occurs (SMCR Model, 2019). Thus, for Berlo, communication was a linear process that was optimised when the abilities of the recipient matched or complemented those of the sender.
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Figure 3: Berlo's SMCR model, (SMCR Model, 2019). 

Similar to the external noise in the Shannon and Weaver model, internal noise can be created by environmental factors such as background noise in a phone call. Dissimilarities in reading, listening, and speaking abilities between the sender and the receiver may increase internal noise (Vedantu, 2022). There may be a language barrier between the sender and the receiver, or the recipient may be too bored, uninterested, or careless to listen.
When there are gaps in understanding between the sender and the recipient, the message may be sent in a language that is not understood. Misunderstandings, like the one between the professor and the villagers, can arise for a variety of reasons (Vedantu, 2022). Because of this knowledge gap, the villagers ignored the professor when he asked for help using professional terminology.
If the professor had used simpler language when speaking to the people, they might not have misunderstood him. A simple, "My house is on fire; please help me," would have been enough for the people to understand and respond to the professor's situation.
In my office, the supervisor is known for speaking very quickly and using a complex vocabulary, making it difficult for our foreign employees to follow his conversations. They frequently express their confusion and offer suggestions intended to clarify. The manager is now more cautious when employing complex language. In this way, the professor in the case study may have avoided any misunderstanding.
[bookmark: _Toc120919894]3.0 Communication skills 
Being able to communicate effectively allows one to both comprehend and be understood by others. These abilities cover a wide range of ground, from listening and speaking to observing and empathising (Carson, 2021). Communicating verbally involves using either written or spoken language. In comparison to verbal communication, which takes place through spoken words, nonverbal communication takes place through nonverbal means such as body language, gestures, and silence.
3.1 Verbal: Every day at work requires regular use of your verbal communication skills. The ability to effectively report progress, discuss findings with stakeholders, and update a team is essential in any profession. Furthermore, they are used when replying to others, whether to provide comments or ask for clarification. In the eyes of potential employers, candidates with these abilities make for better team members who work well together.
3.2 Non-Verbal: One's attentiveness to the other person's words and thoughts can be judged through their own nonverbal gestures, such as how they look at people, how people move, and how individuals react.
3.3 Listening: Effective communication relies on attentive listening. Misunderstandings occur frequently because people lack the listening skills necessary to fully comprehend what others are saying (Zohari, 2022). Due to this interruption in communication, the sender may become dissatisfied or irritated. A person who is actively listening to a speaker is not doing anything else while they are talking, such as reading, fixing nails, making assumptions, or finishing sentences (Zohari, 2022). Furthermore, an empathic listener is one who actively attempts to understand the speaker's perspective. In the case of "Max the Multitasker," Max ruined the celebration by not paying enough attention to Tamara. This is not how a business should treat its clients, and Max should have handled it better as the owner of an event planning company.
[bookmark: _Toc120919895]4.0 The advantages and disadvantages of technology in communication 
The term "information and communication technology" (ICT) refers to a wide range of electronic tools, software programmes, networks, and service options for exchanging and receiving data and messages. The evolution of means of instantaneous communication has had a profound impact on our daily routines. People and organisations alike rely on various forms of electronic communication to fulfil their needs. There are, however, drawbacks to this. Voicemail, email, teleconferences, and virtual reality are examples of organisational communication technologies. 
[bookmark: _Toc120919896]Advantages of communication technology in an organization 
The transmission and transformation of information are enhanced by ICT. Faster transmission of information both inside and outside of the company is made possible by communication technology tools such as electronic mail and text messaging systems (Mikkola and Valkonen, 2019). With the support of modern means of communication, businesses can foster a culture of openness and collaboration by providing employees with a common knowledge base. As a result of advancements in communication technology, workers within an organisation can quickly share information with one another, analyse it, and reach a conclusion (McGee, 2022). As a result, workers are more engaged in the organization's operations, as they each have a clear role to play that can be tracked and evaluated from afar. Everything has its proper place thanks to modern means of communication.
[bookmark: _Toc120919897]Disadvantages of communication technology in an organization: 
As a replacement for in-person communication, ICT is insufficient. Workers' dependency on electronic means of communication has reduced opportunities for social interaction within the workplace (McGee, 2022). The effect has been an increase in unhealthy relationships at work. An additional cost associated with implementing a new communication technology system is the cost of training the staff to make the most of it (McGee, 2022). Updating communication technology in large organisations can be a time-consuming and costly process. Because of the database's central location, even employees with bad intentions can now access sensitive company data.
[bookmark: _Toc120919898]5.0 Conclusion 
The importance of communication, one of the most fundamental needs for a successful personal and professional life, is difficult to express in words. To fully understand the modern significance of information transfer as well as the underlying communication frameworks, the ability to communicate effectively is important not only in the workplace but in all aspects of life (Zohari, 2022). Because of technological advancement, a wide variety of equipment and devices are now available for fluent communication. However, things were rather different back when everything was analog. One must realise the significance of communication in today's world.
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