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Introduction
Communication is nothing but giving, receiving and sharing information. Through communication, a person can share his feelings, emotions, needs, demands etc. (Stanton, 2009). Communication can be made through verbal, written or even body language. Communication is very important for every person in the world. No human being is self-sufficient, so they have to depend on others.  So, they need to communicate with each other (Griffith & Dunham, 2014). But sometimes some barriers affect the whole communication system. Such barriers are cultural, language, emotional, and sometimes interpersonal. And most of the time these barriers lead to very serious consequences. Such as people do not get what they want or do not be able to give what they want to give. As messages become distorted as a result both time and money are lost by someone happens of this kind of barrier. In this report, three models of communication will be discussed. In the second part of the report, the communication skills to communicate properly will be discussed later on. Finally, the advantages and disadvantages of communication technology will be discussed in the last part of the report. 
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Models of Communication
Here three communication models of Shannon & Weaver, Schramm and Berlo will be discussed. 
[bookmark: _Toc111246206]Shannon and Weaver 
The Shannon and Weaver model of communication is a mathematical theory of communication and it states that communication between two people can be broken into six key concepts i.e., sender, encoder, receiver, decoder, channel and noise (Businesstopia, 2018). And most of the time the communication is broken due to some technical problems. In this communication model, the sender sends a message which is then encoded to send through the channel but some noises disturb the system and the decoder does not get the exact message hence the receiver does not get the exact message sent by the sender. 
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Figure 1: S&W communication diagram
Source: (Businesstopia, 2018)
In the case of Maria and Pedro, Maria is the sender who sends the message. The phone is the channel through which the message is transferred. And in every phone, there is an encoding and decoding system. And Pedro is the receiver. Maria asked Pedro if he could get a chicken while returning home Pedro agreed but he listened to Kitchen instead of Chicken. It means for some reason he did not listen to the exact word. It happened due to some noises in the channel. So, it is a perfect example of the Shannon and Weaver model.
In this kind of communication error, the receiver should be more attentive and ask again and again if he would have listened right. Pedro could have asked Maria if she meant Kitchen. Or Maria could have been asked for feedback. If they had done so, the confusion would have been clear and the communication error could have been avoided (Rogers, 2019). 
I have a similar personal experience at my workplace, my supervisor who is English called a meeting with all the staff and discussed the day’s work. She speaks very fast. So, we hardly understand her words. In the end, he left the place and did not even ask for any feedback. So, we all became confused. If she would have asked about the feedback the confusion would have been avoided. 
[bookmark: _Toc111246207]Schramm
Schramm’s communication model is circular because the sender and receiver work as an encoder and a decoder (Guffey and Loewy, 2012). In this model, the sender sends a message to the receiver but before sending they encode the message. And while receiving the message the receiver decodes it. And then the receiver works as a sender and repeats the process (Broca and Ferreira, 2015).
So, the main difference between the Schramm and S&W models one of them is linear and another one is circular. And in Schramm, there is no channel or noise between the sender and the receiver. 
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Figure 2: Schramm's communication diagram
Source: (Krizan, 2018)
There are some methods through which the problems that arise through communication can be solved by using Schramm’s model (Broca and Ferreira, 2015). In this method, two-way communication takes place so the person who is sending a message gets feedback immediately and through the feedback, the first sender understands if the receiver had received the exact message sent by him or not. For example, in the previous case of Pedro and Maria if Pedro had called Maria for confirmation, then the problem would have been solved (Barker and Gaut, 2011). 
And from the previous case of my own where the boss gave her speech and did not receive any feedback would have received the feedback she would have known if we had received her message accurately or not. And she would have known that we did not understand her speech fully and she would have made the fact clearer to us and the proper reason for communication would have been served. 
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Berlo SMCR model is the simplest model of communication (Guffey and Loewy, 2012). It is almost similar to the S&W model. It has the same linear way of communication between the sender and the receiver. But the noise here comes from outside sources. It can be outside noise or the way of presentation from the sender to the receiver that prevents the word from coming to the receiver properly (Broca and Ferreira, 2015). 
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Figure 3: Berlo Communication Diagram
Source: (Broca and Ferreira, 2015)
Many factors cause this kind of problem. For example, listening, speaking and language difference can cause this kind of problem (Barker and Gaut, 2011). 
In the professor’s case, this kind of problem occurred. He is an English professor but his neighbours are not English vocabulary experts. And he chose the hard synonyms of very commonly used easy words. He began to shout himself but did not get any feedback from the neighbours as a result they did not understand anything, and communication was hampered. In this case, the problem was the outside factors that deform the actual communication method. If the professor would have used the language that his neighbours would have understood the misunderstanding could have been avoided. 
In my case, if the supervisor would have used easy words and spoke slowly, all the receivers or the listeners would have understood her words and the nurses would not be confused. As it would not cause any problems for the foreigners. 
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Communication skills are the techniques and ability of someone to send and receive information to or from a person (Guffey and Loewy, 2012). Or with any other Animal. Communication skills can be Verbal, Non-verbal and listening.
[bookmark: _Toc111246210]Verbal Communication
Verbal communication means communicating in a language with one another (Rosales Sequeiros, 2014). And this communication can be both written and spoken. As in this kind of language, people can express all their emotions and feelings directly so it plays an important role to bring people together. Everything we speak and write is an example of Verbal Communication.  Moreover, it helps most in case of controversy or conflict. According to Griffith & Dunham (2014), there are eight categories of verbal communication which can be classified under group development observation system. People can share information without letting anyone know through this kind of communication as a result the privacy and secrecy of information can be kept through this method of communication. In this method, people can communicate and get feedback quickly so it saves time. It is very convenient also because people all over the world accept this method of communication (Krizan, 2018). But the problem is through this communication once wrong information is given cannot be solved. Meanings can also be changed frequently so misunderstanding is also very common in this communication method. Sometimes many unnecessary messages are also conveyed through this communication method. 
[bookmark: _Toc111246211]Non-Verbal Communication
Non-verbal communication has no language other than the body movement of a human being (Key, 2011). For example, body movement, facial expressions, gestures etc. Sometimes this method of communication is considered better than verbal communication. Because sometimes non-verbal communication says the true emotion of a person. As a result, it helps to know people better. Moreover, non-verbal communication is very easy to present and people from all over the world understand this language even illiterate people understand this language (Guffey and Loewy, 2012). So, it helps to make a good relationships among people from different countries, different regions and different languages. It sometimes helps to reduce time waste also. And people find it very interesting and attractive if someone is very good at non-verbal communication (Hoppe, 2018).
Though it has many advantages, it is still not used all over the world as an official mode of communication (Locker and Kaczmarek, 2014). Because, if someone is with his chief, he will not use this method because, with the same movement different regions may have different meanings. And sometimes it gives an almost opposite vibe. Because it is not a formal way of communication. Culture is very much oriented. It may also lack information in Non-verbal communication. And most importantly it is not possible to make a long conversation using Non-verbal communication. It decreases the efficiency rate of communication. 
[bookmark: _Toc111246212]Listening
Listening is an important factor in verbal communication (Krizan, 2018). Listening does not only means listening to something but also paying attention to the fact. It is about how a person is saying things, what she is trying to say etc. all together (Quintanilla & Wahl, 2018). Two major ways of listening are active listening and empathetic listening. For example, when a speaker speaks anything and if the listener can give feedback accordingly it is called listening.  
Active listening means paying attention to what the person is saying and not doing any other work or not thinking about any other thing at the same time (Hoppe, 2018). Sometimes people just listen to something but do not try to understand the main motive and do not even try to work accordingly and get busy doing other work at the same time. If the speaker wants feedback from the listener active listening is very much possible for the listener (Krizan, 2018). Because they will know they have to give feedback on that topic so they will listen properly. 
Empathetic listening is the extreme version of listening. In this kind of listening the listener can just not understand what the speaker wants to say but also can feel the story. And the listener imagines himself in the speaker’s position.



[bookmark: _Toc111246213]The advantages and disadvantages of technology in Communication 
The main advantage of communication is it has helped to build better connections among people (Krizan, 2018). People now can communicate easily with each other faster than at any time before. Technology has made communication easy and faster. It resulted in both time and cost-friendly (Rogers, 2019). People can communicate all over time sitting in a single place at a single time because of technology. The efficiency and effectiveness of people have become very high also. So, it could be understood from the perspective of the technological communication for the business organization as well as the subsequent organizations which are required.
But the disadvantage of technology in communication is it is harder for old generation people to use technology (Locker and Kaczmarek, 2014). Moreover, technology is not always reliable for everyone for communicating with each other. And it makes communication more public and less personal (Broca and Ferreira, 2015). There is always a threat someone may be from outside the two parties can listen or see what the two parties are saying or exchanging because of technology. Despite all these disadvantages technology in communication is a blessing for every people in the world. 
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Conclusion
Communication is the only way how two human beings can share their emotions and thoughts. There are different models used to communicate properly. Some are linear or one-way communication and some are circular or two-way communication. It is always wise to ask for feedback while communicating. Verbal and non-verbal are two ways of communication. And most of the time verbal communication is widely accepted and widely used. And nonverbal communication is easy but less efficient than verbal communication. And finally, good use of technology can help to make a better connection among people. 
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