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[bookmark: _Toc110853469]Introduction
The main purpose of this report is to convey the importance of communication in the business world. Communication is the process of conveying thoughts, feelings, and decisions from one person to another, either orally or in writing. Communication is a key factor for an organization to function effectively and efficiently (Gianfredi, et al, 2018). Communication is necessary to convey Business goals for people working in an  organization so that they can work in a desired way to achieve  business goals. Effective communication helps maintain employer-employee relationships within an organization and helps boost employee morale (Ratna,2019).
 The report also highlights the importance of three different types of communication processes. The report also presents the consequences that organizations with inadequate communication systems may face. Inappropriate communication and business environment Improper communication can create an environment of conflict within an organization  and reduce the overall morale of  employees (Radovic Markovic and Salamzadeh, 2018).
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Shannon And Weaver

The Shannon and Weaver model of communication was developed by Shannon and weaver who were American mathematicians and electric engineers in 1948.  The model is known as “ A Mathematical Theory of Communication” and was published in “Bell System Technical Journal.” The main purpose of this model was to find an effective way of communication between the sender and the receiver and find out the hindrance in this process of effective communication also known as noise. The three main elements of this process were sender, receiver, and noise. Earlier the model was applied only in technical communication but later on, the usage of this model started in all the domains (de Mesa,2022).

It is a linear model and the process of this communication between sender and receiver passes through different steps such as encoder, channel, and decoder. The sender is the person who wants to send the message. Encoder or encoding is the process where the message is converted into different symbols. Decoding is the reverse process of encoding and here with the help of signals, the encoded message is converted into readable format. The receiver is the person or the party to whom the message was to be given. Noise is a hindrance that occurs in the process of communication. This could be due to physical faults such as horn sound, thunder, etc, or due to technical faults such as a low signal or no signal (Kubota,2019).

[image: Shannon and Weaver Model of Communication]
Figure 1:(Source: Communication Theory,2022)


Maria and Pedro:
Robinson and Robinson (1982) observed that there are many factors that prevent listeners from understanding the speaker's meaning. For example, at my workplace,  the manager calls an all-employee meeting  in the morning and tells them what they have to do for the day. She speaks English  very quickly to those of us who are mostly foreigners and don't understand her. When she is done she leaves her room and many confused nurses. We can't ask for a clear explanation of what is dangerous, because one of her duties for us is to administer drugs to patients, and she needs clear instructions. In the case of Maria and Pedro, feedback would have avoided confusion. Likewise the manager should ask us if we understood what she said. This helps avoid mix-ups and accidents.

One of the workplace examples of this method is: the manager called a worker and asked him to bring new accounts records to his cabin but due to the noise of machinery behind the employee he was only able to hear that bring the new record because of this he took all the new records from different departments.  Thus, in this process, the sender was the manager while the receiver was an employee. Here the encoding and decoding medium was the telephone and the channel was cables (Jelani and Nordin,2019).
















Schramm Model

The Schramm model of communication was developed by Wilbur Schramm in the 1940s. this model of communication is circular and believes in the existence of noise when the message is conveyed from the sender to the receiver. This is the most commonly taught model around model. The model also considers feedback in its process which is an essential element of effective communication (Tsekov and Ivanova). It helps the sender to know whether the message sent by him was correctly understood by the receiver or not. The most common way of this type of communication is communication through phones. The model believes that communication is a two-way process. The major drawback of this method is the semantic barrier which is a barrier due to differences in the background, experiences, beliefs, and values of the sender and the receiver (Rubtcova and Pavenkov,2021).


The professor and the villager:
In the case study of the professor and the villager when the professor started shouting in a complicated language that his house was on fire the villagers were not able to understand as a result they could not stopped the house from burning which shows a semantic barrier in the process of communication. Also when the next day the professor asked the villagers that why they did not helped him, he came to know that they were not able to understand which acted as a feedback for him.

The workplace example of this process is when the top officials in the medical organization took a decision to use new technology in treating patients after explaining its benefits to all the stakeholders related to it. Then they asked the nurses and helpers working there for their feedback and on the basis of that, they took the final decision. It is the example of the Schramm Model which was applied in the health and social care sector.
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Real Life Example

While working in the healthcare industry a typical day has a lot of problem because of improper communication with the Manager . Firstly, when there is changes in shift timings sometimes, it becomes difficult to understand the pattern of change because of no proper decision marked by Managers not  communicated regarding it. Secondly when working with Nurse  sometimes it becomes difficult to understand the their terminology because they are more experienced and thus we have to ask them to explain in detail what they want which leads to a wastage of time. Also, no proper training or information is provided to us for the use of new technology which creates difficulty sometimes when working with Team Leaders.
 
[image: SAGE Books - Key Concepts in Marketing]
Figure 2:(Source:Sage Books,2022)
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Berlo’s SMCR  Model of Communication

Berlo’s SMCR Model Communication was developed by David Berlo in 1960. The SMCR model stands for the four elements in this communication process which are Sender, Message, Channel, and Receiver. The model is similar to the Shannon Weaver method which considers a linear process but it ignores the element of noise. Berlo was of the belief that noise in the process is developed after the message is received by the sender. The key elements of this method are encoding and decoding of the message (Muyanga and Phiri,2020).

The communication skills, attitude of the person, the knowledge of the person involved in the communication process, the social system such as the law, values, beliefs, and culture of the people involved in the communication process are the key factors related to the sender and receiver. The message in the communication process consists of content, elements, treatment, structure, and code. In Berlo’s model of communication, the channel is the five senses of human beings which are hearing, seeing, touching, smelling, and tasting (Kuznar and Yager,2020).

The major Drawback of this model was that there is no feedback which means that the sender is not able to know whether the message he sends was effectively received by the receiver or not. The model unsees the most common barrier to communication which is noise. It is a clear model of communication and also the model believes that people have to be on the same level of communication which is not possible in real life. Last but not least it omits the sixth sense which is useful in understanding the meaning of the message.
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Figure 3:(Source: Communication Theory)


The case study example of The Professor and the village people, where the professor used a difficult language that was not understood by the common people around and the result of the usage of difficult language was that his house completely burnt down. Hence, it is important that message conveyed should be in a language that could be understood by both sender and the receiver.

The workplace Example: In the organisation when the top surgeons from different countries came to workplace to perform a surgery and conduct a workplace, the workforce of the organisation was not able to understand what they wanted to convey because of the difference in language and also when they were using a technical name for the instruments the workforce was not able to understand it (Muyanga,2021).
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Communication Skills

Verbal Communication:

Verbal communication is the process of conveying a message in a written or oral manner. Verbal communication is used to share information between the sender and receiver. The key elements of verbal communication are effective speaking and listening. It means that the speaker should speak or write a language that could be easily understood by the receiver and does not suffer any errors. Also, the listener in this process should be patient and try his best in understanding the message correctly by listening and understanding the sender’s viewpoint (Jiang, Zheng and Lu,2021).

[bookmark: _Toc110853476]Non-Verbal Communication: 

The nonverbal form of communication is the medium of transferring messages from one person to another without speaking or writing a word. In this, the message is conveyed to the listener through body language, gestures, and attitude. This type of analysis is mainly recorded in the process of the interview so that the interviewer can select the best candidates. The main key element in nonverbal communication is an impression. And it is said that the first impression is the last impression (Maloney, Freeman and Wohn,2020).

The case study example of A Day with Chief, K.M, and Wahi, where Mark make an opinion that the CEO is a rude person listening to the perception and information received from other. Because of this when he goes to meet the CEO in person he is stunned by her welcoming attitude. Thus in this Mark did not use his sixth sense which is the mind. He should have first met with CEO and then made a perception about her. In the case when Mark started talking with the CEO he stammered at the beginning which showed that he was not comfortable while talking with the CEO. Also after talking a while with the CEO he loosened his tie which showed that he was now comfortable talking with the CEO. Also at the end when CEO Mrs Brown stood up and squinted her eyes and gave instruction in gruff voice the element of verbal and non verbal communication was shown in it.
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Listening



A vital component is listening. It means that the sender and receiver should have good listening skills so that the message could be conveyed properly and understood. Listening is vital for all types and all sizes of companies. Effective communication listening is important and can be considered in different parts (Kluger and Itzchakov,2022).

[bookmark: _Toc110853478]Active listening:

It is a process with motivates the listener and also it motivates the speaker through positive questioning and the removal of unwanted interruptions in the process of communication and listening. Good listening is dependent on different components such as it is important for the listener to keep aside his preconceived idea and listen to the speaker and his thoughts and ideas. It is important that the listener and speaker coordinate with each other and maintain active communication between them. It requires attention, availability, and commitment.  Useful techniques can be used in showing support to the speaker and also checking and clarifying any difference in ideas between the speaker and the listener. It is important that the listener avoid selective listening and adaptive listening (Jonsdottir and Fridriksdottir,2020).

Key components of effective learning are to provide the speaker with undivided attention and stop uninterrupted in the process of communication. Also, it is important that the listener stay open-minded and involved in the process of communication (Xiao, et al, 2020).

[bookmark: _Toc110853479]









Empathic Listening:

To be an empathetic learner it is important that the listener should have a full concentration within the communication process and also it is the duty of the listener to listen to the speaker even if he does not agree with the speaker even, he does not agree with the speaker. It is the art of putting the listener in the shoes of the speaker. 
At my workplace, there are different practitioners and medical experts from different countries and the workforce is not that educated because when some instructions are given which is more technical knowledge, the nurses are not able to understand as a result is the main concept in any organization to avoid confusion which arises due to unwanted factors in the communication process (Drollinger,2018).

Case study Example of Multi-Tasking: 
 Max, K. M.  & Wahl, S.T in Maund, A,. Shriek, M and Tinkler, A,: max was a multi-tasking person and could not afford assistant because he had to pay for her mother stay as nursing home. Tamara who was happy with Max event management work called him to change the dates of the event which they earlier agreed upon. But due to loads of work max forgot to mention it in the diary as a result, there was no party arranged and Tamara got angry and cancelled his order and even told her friends to not hire Max. whereas Max was ready to plan the party at some other time. Hence, Tamara should have little bit more empathetic and should have listened to her viewpoint of Max.
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Communication Technology

Advantages of Communication Technology:

Communication technology is a process that facilitates the transfer of messages using an electronic system. It facilitates the communication between different individuals, groups, or parties that are not present at the same place. The major mediums used in this process of communication are telephone and fax. Telex, television, video, and radio. The new process of communication technology which facilitates the process of message transfer is email and other social media sites such as WhatsApp. The main advantage of using this technology is that it is more efficient that is the message is transferred within seconds and there is no communication gap because of the time involved. It is beneficial in the case of an emergency and also it allows communication with anyone around the world. It has made the communication process much shorter and simpler (Okundaye, Fan and Dwyer,2019).


[bookmark: _Toc110853482]The disadvantage of Communication Technology:

The method of communication technology has major drawbacks. Firstly, the people from the older generation are not able to use it effectively. Apart from that due to the evolution of communication technology crimes related to cyber-bullying and cyber-skyping have reached another level. The process is less reliable because of the technical faults which can arise in the process and also the new technology has made the communication process less effective because of the lack of personal touch. Due to this technology people have started randomly connecting people and the people on the other side is not sure which type of person he is communicating with. Another major drawback of communication technology is identity theft any person can hack the account of any person and can use is a negative way (Styrnik).



[bookmark: _Toc110853484]Conclusion: 

The report has helped in understanding the importance of communication in different business organizations and its use in making the goals achievable in the organization effectively and efficiently. The report also highlights the major importance of three models of communication developed by Shannon and weaver, Schramm and Berlo, and the drawbacks of their model with the help of case studies and workplace scenarios. Further, it analyses the importance of an active and empathetic listener within the communication process and the importance of being active. Apart, from this, the report brings into light the advantages and disadvantages which occur in the use of communication technology and recommendation which can be used in making the use the communication technology effective.
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