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[bookmark: _vsrpnoyn5z35]Introduction
The purpose of this study is to highlight the importance of communication in workplaces. In this study, three important communication models have been discussed that help in understanding the communication process better. Communication is possible through various mediums and the process of communication is easy to understand. Communication has both advantages and disadvantages that are discussed in this study. Not only this study focuses on the importance of effective communication but also reveals the consequences of poor communication. This study sheds light on three important communication models and the benefits and challenges faced in communication.
[bookmark: _w0erbtorg2e8]Three models of communication
[bookmark: _kx9phcpgbhkr]Shannon and Weaver's communication model (1948/49)
Shannon and Weaver's communication model is one of the most effective communication models which is a mathematical theory of communication. This communication theory claims that Communication can be divided into six parts: sender, encoder, decoder, receiver, channel, and noise (Communication theory, 2022). These six parts are equally important and they all have important functions in communication.
· Sender
Sender refers to the source of the message from where the message originated.
· Encoder
The message that the sender wants to send they send in words or voice. These words are transmitted into signals or binary data that is known as the language of machines before reaching the receiver and this transmission of words or voices into signals is known as Encoder.
· Decoder
Once the messages reach the receiver again the signals or binary data are transmitted into words or voices that the receiver can easily understand. This process of transmitting signals into words or voices again is known as Decoder.
· Receiver
The receiver refers to the destination of the message. The sender is the source of the message who sends the messages to a person or a destination that is known as the receiver. The receiver receives the message that is sent to him or her and in return, there is a possibility that the receiver can now play the role of the sender if the receiver wants to respond to the messages from where it originates.
· Channel
Channel is the medium through which messages are sent from one place to another. After converting words into binary data or waves it goes through a channel and reaches its destination. For example, if the communication has been done through telephone then the channel is the cable. 
· Noise
Notice deals with the disturbance that occurs during communication. At the time of the journey of the messages from the encoder to the Decoder, those voices or messages can be intercepted through various physical noises such as thunder, horn sounds, and crowd. As a result of this disturbance, there is a possibility that the receiver may not receive the messages properly or may not receive the correct message. Though this model says about the disturbance or noise there is no recommendation or suggestions to avoid this disturbance.
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Figure 1: Shannon and Weaver communication model (1948/49)
Source: (Communication theory, 2022).
[bookmark: _y24a4tf6tfla]Schramm communication model (1954)
Wilbur Schramm in his Communication model theory which is known as the Schramm communication model says that Communication is mainly a two-way process and it mainly happens between sender and receiver turn by turn (Communication theory, 2022). It points towards the repeated messaging process or continuous communication between two persons. In comparison to Shannon and Weaver, this model is different as it focuses on more than the six parts of communication. In this model, Wilbur Schramm explains various parts of communication including:
· Sender
A sender is a person who sends a message to someone.
· Received 
The receiver is the person to whom the sender sends the message and the receiver receives the message (Elleström, 2018).
· Encoder 
An encoder refers to a person who turns the message into codes and arranges the words in such a way that it stands meaningful so the receiver can understand them easily and correctly.
· Decoder
After the correct codes are received by the receiver Decoder helps in forming those codes in language once again that is understandable to a person. Listening skills, reading skills, and many other skills are present in human beings which help to decode the message that will make sense to human beings.
· Interpreter
The messages which are sent by someone need to be analyzed and understood by someone and this responsibility has been done by the Interpreter. Every message goes through interpretation before reaching its destination (Lin and Lin, 2020).
· Message 
The message is the data or information that the sender sends to the receiver.
· Noise
Noise means the interruption that happens in the processing system of the data. Because of noise messages can be misunderstood by the receiver
· Feedback
Feedback is the acknowledgment process of the data or information that the receiver receives.
· Medium
Medium points towards the channel through which messages take their journey.
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Figure 2: Schramm communication model (1954)
Source: (Communication theory, 2022).
[bookmark: _3lpd7jgdeakq]Berlo communication model (1964)
Emotional aspects of messages are taken into concern in this Berlo communication model. SMCR model is operated in Berlo's model of communication. SMCR stands for Source, Message, Channel, and Receiver (Muwanga and Phiri, 2020). Source refers to the sender from where the messages originated and it includes Communication Skills, knowledge, attitude, culture, and social systems. The message refers to the encoding process which comprises content, treatment, code, element, and structure. Channel is the medium through which messages flow from one person to another and it includes five senses: hearing, tasting, touching, smelling, and seeing. The receiver is the destination and is also known as Decoder.
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Figure 3: Berlo communication model (1964)
Source: (Muwanga and Phiri, 2020).
[bookmark: _fw6di4ftej8u]The communication skills
Communication skills are necessary for the workplace as well as in educational institutions. Communication plays an important role in almost every field as it is with the help of communication people are able to understand each other, build healthy and friendly peaceful relationships, build trust among people, and gather knowledge from the discussion. Communication can be categorized into four parts: Verbal which includes spoken and written, tone and pitch, and choice of words; Non-Verbal includes Body language, gestures, and facial expressions; Active Listening and Empathetic Listening (Wahyuni, 2018).
In educational institutions, communication helps in the improvement of the performance of students. Teachers and professors communicate with students while they are involved in a discussion in their class. In the classroom sometimes the teaching process of teachers is through lectures only. In this lecture process as teachers only provide lectures and leave effective communication is not possible between teacher and students. As a result, students are sometimes left with uncertainty about their subjects (İhtiyaroğlu, 2019). On the contrary, there are some teachers who not only provide lectures to the students but at the end of lectures, they involve in a discussion with the students that enables them to understand how much students are able to understand and where the students lack. Also, the students can clear their queries by communicating with their teacher. It is an effective communication process in the classroom (Hongtao, 2020). 
Challenges I faced in my workplace regarding communication
The major challenges in communication that I faced in my organization are the conflicts between the workers and communication gap between upper and lower level hierarchies. During a construction project, the flow of communication got hampered which resulted in project delay and increased cost. Depending on the communication workplace communication plays an important role as through communication employees in workplaces are able to understand themselves, avoid misunderstanding, create a healthy environment, employees are able to help each other also a team leader or manager is able to communicate with his employees that helps in building trust and encouraging employees through motivation (Ljajic and Pirsl, 2021). 
The advantages and disadvantages of technology in communication
Technology plays an important role in communication and along with time as the world is proceeding toward digitalization, there are various inventions of technologies that make communication easy and more effective. Starting from the beginning of the invention of communication mediums till now there are a number of communication mediums and there is a huge difference in the development of communication technology.
[bookmark: _xrsq49pi1oij]Advantages of technology in communication
· Communication becomes more efficient
There are so many technologies observed in this world that make communication more efficient. Telephone communication, email communication, message common, cell phone communication, video conference, and many other processes of communication. This communication process helps people to make effective communication with others. One can reach his message to someone or many people together effectively (Radovic Markovic and Salam Zadeh, 2018).
· Communication becomes easier
With the invention of technology, it becomes so easy to communicate with any person people want. With one touch one person can call anyone. In need or for any purpose people can contact each other through phone calls or emails. Business organizations use social media and e-mails to reach notifications regarding their products and services to customers. Customers can contact business organizations through customer care services that they provide for their needs (Trees et al., 2020).
· Communication is possible for long-distance
With the help of technology, people are not only able to communicate with people within their country but they can communicate with people who belong to different countries outside through phone calls, Facebook, and other mediums.
· Faster communication in emergency
During an emergency faster communication is necessary and it is possible only with the help of technology communication (Asahi et al., 2019).
[bookmark: _533bb9xx02l]Disadvantages of technology in communication
· Complex for the use of old generation
Technology is a little complex and it is not always easy to use for the old generation. Though the new generation is familiar with technology, all the old generations do not have technical knowledge because of which they are unable to use communication technology.
· Becomes less personal
Social media is a communication medium that is no more personal. At present, there is a possibility of disclosing all the personal and confidential chats that people are involved with.
· A huge possibility of cybercrime
With the rapid development of technology, the problem of cybercrime is also increasing. Cybercriminals are always in search of an opportunity where they can steal or breach important and credentials information and blackmail people until they pay huge ransomware (Umanailo et al., 2019).
[bookmark: _5tr87yysomdq]Poor communication in the workplace
In the workplace of my friend, I have seen both the reflection of poor communication and effective communication. Effective communication helps the business organizations in various ways and the result of effective communication is unquestionable but poor communication can cause huge destruction to the business organizations. Poor communication in the workplace causes misunderstanding among the employees and there is no place of trust or help in need. Those teams which are suffering from poor communication face negative consequences. I have seen that the Team leader is not able to interact with his team as a result the team members show their disobedience towards their leader and they have no responsibility to finish their work effectively and within time. Employees lose confidence and energy to work properly. The results of poor communication in the workplace are:
Unclear Objectives
As a result of poor communication, employees of the workplace are not able to understand what the objective of their work is when the job role or objective is clear how employees can work properly. Employees lose interest in their work and there is a possibility of receiving wrong outcomes from the work employees.
Poor leadership
Poor communication causes poor leadership as it is the responsibility of the leader to communicate with the team and also the clients which will help him to understand the present condition of the employees in the workplace. Employees can definitely face various problems regarding their work and it is the responsibility of the leader to know about it and mitigate these problems but because of poor communication, a leader is unable to understand these.
Demoralized employees
Demoralization refers to the loss of interest and confidence among the employees. Effective communication helps in creating a healthy environment and friendly relationship among leaders and employees and among all employees in the workplace that makes employees energetic and interested in their work but because of poor work, all of these are not possible.
[bookmark: _kugraottqvku]Conclusion
From the above discussion, it can be considered that communication has a significant role not only in the workplace or educational institutions but in people's daily life. Communication helps people to understand each other and build a strong relationships among people. Because of this strong relationship people are always ready to help each other. It is with the help of communication which is part of a group discussion in any place that people can gather additional knowledge and information on various matters, they can learn from others' experiences and mistakes when they are involved in a discussion. From this study, it is also observed that the process of communication can be divided into mainly four characteristics: Sender, Encoder, Decoder, and Receiver.
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Berlos’s SMCR Model of communication
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