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[bookmark: _Toc111515684]1. Introduction 
The term communication refers to the process through which one individual or group conveys information to another. A sender, a message, and an intended receiver are the three essential components of every communication. Having open lines of communication with colleagues is crucial for maintaining a positive work environment and increasing morale, participation, productivity, and employee happiness. Improving teamwork and cooperation also requires an increase in communication. Successful workplace communication is a key factor in boosting productivity at all levels of a business. There are a number of barriers in the way of communication. Disruption and distortion of the intended communication are common causes of confusion and communication breakdown. Language barriers, mental and emotional barriers, physical and cultural barriers, and so on are some of the barriers. Lack of communication causes conflict, anxiety, and ambiguity. Because of the stress that results from ineffective communication, individuals are less likely to be inspired to work together and are less likely to get their work done. In this report, three models of communication will be discussed along with communication skills. The advantages and disadvantages of technology in communication will also be outlined.
[bookmark: _Toc111515685]2. Models of Communication
[bookmark: _Toc111515686]2.1 Shannon and Weaver (1948/49)
With this idea, we want to facilitate better two-way communication between both the sender and the recipient. One end, the transmitter, communicates with an encoder, while the other end, the receiver, decodes the message. The factor that affects communication is Noise, which they also find. This methodology's origins may be traced back to its first creation to facilitate technical writing (Kubota et al., 2019). Thereafter, it had widespread application in the field of communication. It is an essential framework for many different schools of thought on the subject of communication. This form of expression works far better in private conversations than in front of a huge crowd. 
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Figure – 1: Shannon and Weaver Communication Model. (Tiwari, 2022)
In the case study of Maria and Pedro it can be seen that even though Maria told Pedro over the phone to get her a chicken for her, Pedro miss understood thinking that Maria was calling her to the kitchen. Pedro works on a building site it is possible that he could not clearly understand what Maria was talking about because of the loud noises from the building site. It resulted in creating a distortion. This type of misunderstanding can be avoided by looking for appropriate feedback. In this case, if Maria understood the environment Pedro is in, she could have asked if he got the message clearly or if she understood. Looking for feedback will help her to convey the message more clearly and avoid misunderstanding. Back in my workplace one day I asked one of my co-workers, ' where is the nearest mall?’ Small road construction work was ongoing right in front of her workplace at that time and there were loud noises, as a result, my co-worker heard me saying 'why are you so small?’. 
[bookmark: _Toc111515687]2.2 Schramm (1954)
Schramm introduced it in 1954, expanding on the work of Shannon and Weaver. This model that is based on a conventional method depicts the communication process. The continual back-and-forth between the sender and receiver suggests that they are using the sidewalk as a communication hub. The sender initiates contact with the receiver, but the roles are switched when the receiver replies to the sender (Blythe, 2009). Sender and receiver trade places. When receiving information, the recipient is often eager to grasp the sender's intended meaning. It is useless to communicate information if the recipient cannot decipher it. Linear communication is assumed in the Shannon-Weaver model. But under Schramm's approach, there is an encoder as well as a decoder involved in every conversation.
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Figure – 2: Schramm Model of Communication. (Michelle, 2022)
Misunderstanding can be avoided by questioning back while there is any confusion. Pedro could have minded that there is much noise and he probably did not hear it right and asked to check again. Once I asked my co-worker if he wanted to go to a music show with me. He just looked back at me without giving an answer. It was very difficult for me to understand if he was willing to accept my offer or if it bothered him. Without appropriate feedback the situation was vague.
[bookmark: _Toc111515688]2.3 Berlo (1964)
It is important for both parties to be on the same page for any communication to go smoothly, and this is certainly true with Berlo's SMCR paradigm. If the communication is received and processed in the same way by both parties, then they are in sync. Berlo viewed communication as a linear process in which the abilities of the sender and the receiver mutually complement other. The first problem is that the model does not account for the impact of background noise on the efficacy of messages (Foulger, 2004). No one, not even the recipient, will be able to figure out how the communications are being received and processed. The model is made up of four parts which are, sender, message, channel, and receiver. Linear and non-feedback, like Shannon's and Weaver's. After the message is sent, interference or "noise" may occur. Because of the interference from the noise, the message is garbled and may be received only in part by the receiver.
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Figure -3: Berlo’s SMCR Model of Communication. (Communication Theory, 2022)
The sender and the recipient are both vulnerable to the same influences. Background noise throughout a phone call might be the origin of external noise, as in the model proposed by Shannon and Weaver. The sender and the receiver may have different communication obstacles due to differences in their communication skills, attitude, and knowledge (Kubota, 2019). The misunderstanding in the Professor's case could have been avoided if he used simple words to make the village people understand his emergency. Using complicated words which are unfamiliar to the village people caused him to lose his house. One time, a new co-worker who had just come in from Germany back in my workplace just started working and I did not know about his English proficiency. I have to get out for urgent work that is why I told him to let our manager know that I will be coming back in half an hour. He probably did not understand and could not report it to my manager.
[bookmark: _Toc111515689]3. Communication Skills 
[bookmark: _Toc111515690]3.1 Verbal Skills 
By verbal communication, it is meant that the exchange of ideas through both spoken and written forms. The ability to convey and understand ideas by means of language encompasses much more than just the ability to talk fluently. Tone and pitch are at the heart of these abilities, which train one to express oneself clearly and effectively (Fussell, 2002). Having great verbal communication skills is important because it helps one connect with others on a personal and professional level. Through mastery of these abilities, one may convey assurance and guarantee that the audience gets the point across. Success in the workplace often hinges on one's ability to communicate effectively.
[bookmark: _Toc111515691]3.2 Non-verbal Skills
Facial expressions, gestures, different postures, and a different tone of voice are all examples of non-verbal communication that may convey a lot of meaning. Having strong communication skills is essential in all facets of life, including personal relations to professional endeavours. Words themselves are not particularly illuminating; it is other cues, like body language, that gives away the most about what is going on (Burgoon et al., 2021). Strong signals may be sent by a person's nonverbal behaviours such as their gestures, posture, voice tone and amount of eye contact. The tone of one's voice has the power to either put listeners at ease, create trust, pull them closer, or offend, confuse, and detract from the message being conveyed. When one stops talking, these transmissions continue. When someone is quiet, they are still sending messages to others through nonverbal cues. 
[bookmark: _Toc111515692]3.3 Listening Skills 
The ability to listen carefully and attentively is crucial. The ability to listen attentively has a significant bearing on one's ability to convey ideas as well as the quality of one's interpersonal connections. The term "active listening" refers to a certain kind of listening which keeps one emotionally invested in the other person throughout a discussion. Active listening is not interrupting the speaker, taking notes, rephrasing what was said, and coming up with one’s own conclusions or suggestions instead (Bond, 2012). The ability to listen attentively, using all of one's senses, is a crucial skill. Methods that can help include putting away electronic devices, eliminating distractions, stopping daydreaming, and quieting the mind. To listen to another person with empathy means to pay close attention and react appropriately to what they say. Making a personal connection with the opposing person through empathetic listening allows for a more genuine exchange of ideas and feelings. 
[bookmark: _Toc111515693]4. Advantages and Disadvantages of Technology in Communication
[bookmark: _Toc111515694]4.1 Advantages 
Email, instant messaging, and social media all allow for relatively close and hassle-free contact between any two parties interested in engaging in a conversation. Businesses may save time, personnel, and money in the long run by getting feedback, asking questions, and sharing information in real-time (Bloom et al, 2014). The pace at which business is done now is a direct result of technological advancements. Businesses with overseas clients or customers will find this to be extremely helpful. With the advent of the Internet, organisations may now send data to one another in a matter of seconds, rather than waiting days for papers to be reviewed by a colleague. Companies may save money and time on travel by holding meetings online using video conferencing software. However, not all advancements in technology that influence modes of communication are improvements. While often mild, these impacts can have serious consequences for success in business and interpersonal relationships (Lin and Atkin, 2014). Technological means of communication are very inexpensive when compared to much slower alternatives like mail service. The expense of employing technology for the benefit of conversation has been gradually declining as it has become more standardised and efficient. 
[bookmark: _Toc111515695]4.2 Disadvantages 
Distractions are abundant in our modern world. Social media alerts, online conversations with friends, and neighbourly texts keep us glued to our phones and laptops. As a result, the benefits of technological progress in terms of increased communication output may be nullified, and productivity may drop. Personal connection is hindered by technology because of its impersonal character. Unlike face-to-face interaction, digital communication is brief and fleeting, and it is not designed to convey nuanced feelings and emotions (Lin and Atkin, 2014). With its speed and instantaneous nature, technology also distorts the integrity of the message being transmitted. A digital message's tone and meaning might be misread at times. The brief, carefully crafted sentences required by texting and emailing leave much to be desired in terms of warmth and contextual information provided by voice tone as well as body language. People who only ever interact with others via technology may have trouble carrying on natural conversations because they lack practice with a connection which cannot be interrupted, manipulated, or censored. However, there have been concerns raised about users' privacy as a result of the technology's facilitation of communication (Bouwman et al., 2005). More and more individuals are concerned that their personal information may be compromised due to growing threats such as hacking emails and intercepting phone signals. Complex business procedures may be automated with the help of modern technological gadgets. As a business, this is excellent news. Nonetheless, there are a number of causes for a machine to fail, and this is something that may happen to any machine at any time. 
[bookmark: _Toc111515696]5. Conclusion 
The ability to communicate effectively is a vital life skill. When one communicates with someone well, he not only gets the point over but also gets a sense of how one feels about it. In many aspects of life, people are more able to get things done when they are able to communicate effectively with the people around them. One of the keys to successful communication is learning to listen carefully. It is the capacity to respond to what one hears with compassion, openness, and constructive criticism. A positive attitude, self-assurance, and effective nonverbal communication all contribute to forging strong bonds with teammates.
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