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Introduction 
Communication refers to the exchange of information by speaking, writing, or using another medium. It is a process of receiving and sending information through electronic and traditional means (Nordquist, 2019). With the advent of technology, communication has evolved in the recent past from sending traditional letters emails and quick texts through mobile phones. This has affected the world in such a way that communication has become extremely convenient, fast, and accurate. Although, there exist numerous models of communications, this report will analyze three models of communication and will outline some communication skills required for smooth exchange of ideas and knowledge. 
Models of Communication 
Effective communication has some barriers too. Cultural barriers include the differences in the behaviors of individuals in accepting or interpreting signs. This also includes the language barrier where people cannot understand the other person’s language, which leads to an ineffective communication (Lunenberg, 2010). Likewise, gender could also be a barrier where women and men could have distinct speech patterns. All these barriers give rise to miscommunication that can have serious implications. Not receiving the correct message or direction on time in a corporate environment can give rise to a lot of problems, as it delays decision-making, affecting many parts of an organization. Similarly, misinterpretation of the feedback received also leads to unwise decision making by the leader, as it sends wrong signals of approval, thus giving rise to more issues. 
As discussed above, there are three main models of communication:  Shannon and Weaver (1954), Schramm (1948), Berlo (1960) (Narula, 2006). 
The Shannon and Weaver Model of Communication was created in 1948 by Claude Elwood Shannon and Warren Weaver. This model involves six important aspects that give rise to smooth communication (Konnecke, 2019). In this communication model, the sender encodes the message and sends it to the receiver through a technological medium, such as a telephone. The receiver decodes the message (from machine code to common language). This is an exceptionally smooth process; however, there exists the possibility of the channel having a lot of distortion and disturbance that disturbs the communication flow. For instance, a manager sends a message to his subordinates for a meeting via a phone call. If the call gets interrupted by noise and the timing of meeting is not communicated properly, this makes it a classic example of miscommunication and a short coming of this model, since all his subordinates will not have received the meeting’s time, thus will delay the meeting which can cause severe problems. 
Similarly, Maria and Pedro’s case study shows how noise can be barrier to communication. When Maria told Pedro to bring chicken when he comes back home, due to noise, Pedro thought Maria wanted to meet her in the kitchen. This led to miscommunication; thus, Pedro miss the important message. Although, noise is a limitation for the effective communication under Shannon and Weaver model, however, it also proves helpful as it supports a two-way communication. 
Schramm’s Model of Communication was proposed by the Wilber Schramm in 1954 (Duncan & Moriarty,1998). This model is an upgraded form of Shannon and Weaver’s model. This model is primarily based on the idea that information is useless unless it is conveys the right message. Schramm believed that communication is a two-way process, which involves a response or feedback from the receiver. Without the feedback, communication is incomplete and thus ineffective. The problem in the afore-mentioned scenario is that under this model would have easily been detected and resolved as the manager would have expected a feedback from the receiver. Thus, no feedback would mean that receiver does not have the correct message, or receiver would have asked to tell the time. 
Lastly, Sender-Message-Channel-Receiver (SMCR) Model of Communication was developed by David Berlo in 1960 (Narula, 2006). SMCR has four essential components that form the structure of communication. The sender is the source of the message are some aspects related to its effectiveness. These include attitude, knowledge, and cultural differences. Message is the content or substance that is sent by the sender to the receiver. Channel is the medium used to send the message such as, telephone or internet. Lastly, the receiver is the person who gets the message. The message’s effectiveness received is based on communication skills, attitude, social systems, and culture (Johnson, 2006). The only flaw in this model is that it does not contain feedback from the receiver. This is problematic and restricts two-way communication that is an essential aspect of effective communication. It barely talks about the barriers to communication and how to deal with them. 
Communication Skills
Communication skills are set of prerequisites that add value to the deliverance of a message and result in an effective exchange of knowledge or ideas. Senseless communication serves no purpose and creates problems. An effective communication involves an active verbal, non-verbal and listening skills that all contribute to convey a correct message. 
Verbal Communication is the spoken exchange of ideas or knowledge. It includes written communication, which is a traditional method of conveying messages through symbols, such as language (Duncan & Moriarty,1998). Whereas, oral communication primarily entails the spoken word through mediums such as voice chat or video conferencing. Likewise, non-verbal communication includes communication by sending or receiving wordless messages. Nonverbal communication includes facial expressions, posture, signals, or pitch of voice. Lastly, listening is the most important communication skill as it determines the effectiveness of message received that further reinforces the response from listener. Listening is divided into two mainstreams: active and empathetic. Active listening means paying absolute attention to the speaker or sender of the message, while empathetic listening is an attempt to gauge the purpose of message while being in the speakers’ shoes. 
Verbal communication, as discussed above, can be done using speech (oral) or through writing. Both these methods of communication have their own pros and cons. Merits of oral communication include being swift and speedy. It is faster than written communication as ideas and thoughts are expressed or received simultaneously, it also does not require the sender to wait for feedback. Oral communication also allows to amend and adapt according to the needs and situation as it is more compatible with the non-verbal communication that includes gestures and body language of the receiver. However, oral communication cannot be preserved for future referencing, if not recorded. Similarly, oral message is difficult to remember for long time. 
For instance, ‘Max the Multitasker’ is the case study that raises the same issue of oral communication. When asked by Tamara to book the hotel for the wedding few days before the planned date, Max agreed and assured Tamara that it was not a problem. However, it turned out that Tamara was embarrassed to find the hotel pre-occupied on the date that was booked for Tamara’s parents’ 50th Wedding Anniversary. The reason was that Max was already on another call when Tamara called him and conveyed her message. This resulted in failure to remember the message; thus, Max did not bother to hold the hotel for Tamara, and he apologized. This had adversely affected the reputation of Max as planner and Tamara had lost all the trust for Max. Had it been written communication; Max would have seen the message later and booked the hotel. 
Having discussed the merits and demerits of oral communication, it is imperative to analyze written communication. A piece of written communication can be kept as record and is legally valid that can be challenged before law. Similarly, written communication is correct and avoids ambiguity. Written communication is also helpful for conveying message to substantial number of people. For instance, Human Resource Manager can communicate or convey an important message through written email that can be sent to all the relevant people, thus saving time of communicating orally with everyone. This also avoids any misunderstanding in the message as written message is thoroughly scrutinized before sending through. Besides being an effective method, written communication does not allow immediate feedback. This could delay the response from the receiver. Similarly, lack of clarity or use of jargons could also make the message hard to interpret and making it more ambiguous. 
Likewise, non-verbal communication is an essential skill of an effective communication. This includes body language of the speaker, their gestures, facial expressions, posture, tone and pitch of voice, and other spontaneous signals. All these aspects of communication give another dimension to the communication. Facial expressions are immensely helpful in analyzing the mood of the speaker (Nordquist,2020). For instance, a Human Resource (HR) manager at a workplace can use facial expressions to convey a covert message to the employees. A smile or frown is the first thing we see before we hear what they have to say. A smile on manager’s face can assure the employees that manager is happy and is about to say something positive to cheer about. Similarly, a message conveyed with an anger on face can also send a hidden message of alarm or seriousness. 
Likewise, paralinguistic refer to vocal communication that is separate from actual language (Nordquist, 2019). This includes the loudness, tone of voice, and pitch. Tone of voice is also highly informative in work environments (Nordquist, 2019). Imagine a manager saying something in a strong tone of voice, listeners will interpret it as approval or enthusiasm. On the other hand, same message conveyed in a hesitant tone shows lack of interest or disapproval. For instance, I work as an HCA at a hospital. My tone of voice has a major impact on the patients. Informing the patient about something serious, such as conducting a cosmetic surgery, in a cheerful tone or having a smile on face could convey a strong message of being relaxed and not to worry. Whereas, using gestures that are hesitant or being fearful will not only make the patient worried, but will also make the job harder for me. 
In the case study, A Day with the Chief, Mark had heard of Ms. Brown of being rude to her employees and using rough language. Upon his arrival, Mark was extremely nervous to meet Mrs. Brown, but she turned out to be very humble, soft-spoken and friendly. Mark also gained composure and was greatly confident now. This shows how the gesture and tone of the voice of Mrs. Brown had an impact on Mark’s behavior. Thus, we professionals need to hold our composure throughout, as non-verbal communication is as important as verbal. 
Lastly, listening also holds utmost importance in an effective communication. Listening is different from hearing. An active listening requires focus, concentration, and the purpose of conversation (Kadushin & Kadushin,1997). Listening helps to focus on the message being communicated. Also, to gain a full and correct understanding of the speaker’s point of view. Emphatic listening also gives more insight into the speaker’s perspective as we listen to gauge the purpose of message being delivered while being in their shoes. This helps to critically assess what is being said. Failure to listen properly also takes away the ability to respond effectively. Therefore, for effective communication, it is imperative to be a good listener. The listener should avoid any distractions and should focus on the message being delivered.
In conclusion, it is quite evident from the above analysis that communication models have their own pros and cons. Schramm’s model of communication stands out as it allows a feedback or response from the receiver that results in better and effective communication. Similarly, communication skills are also important to convey the right message in an intended way. Non-verbal communication skills should be assessed thoroughly as they also speak a lot. Finally, good listening and understanding the message being delivered has immense importance for an effective communication to take place. 
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