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Transferring information from one person, place to another is simply called communication. In the world of work, good communication plays a very significant role. According to Bezemer et al., (2016), the leaders of the modern business organization need to have good communication skills so that they can bring maximum success to their organization. Good communication is very important to establish effective teamwork, to make good decisions and planning, to work smoothly and efficiently in an organization, to increase managerial efficiency, and so on. In a business organization, good communication builds trust among the employees, promotes team building, improves productivity, increases the engagement of employees, creates good relationships among the workers. A lack of communication or poor communication has huge negative consequences in the work of world like- misunderstanding happens when communication is not good, leads to missed opportunities, arises unnecessary conflict within a company, leads to mistrust in the workplace, leads to low morale, breaks company culture (Galleta-Williams et al., 2020). In the world of work, every business organization expects employees who have good communication skills. This paper will mainly focus on models of communication and different types of communication skills.
[bookmark: _Toc88972999]Models of Communication
There are several communication models including Shannon and Weaver, Schramm, Berlo,  which are very important to improve communication and to get higher success in a business organization. These communication models also help to know what the process should maintain to be skilled in communication. From various communication models, three are mentioned below-
[bookmark: _Toc88973000]Shannon and Weaver 
Shannon and Weaver were two famous engineers who did activities for Bell Telephone Labs in the USA. Both of these engineers wanted to ensure that radio waves and telephone cables functioned at utmost efficiency (Power, 2018). Both of them developed this model which extended communication mathematical theory. This model is called the mother of all models of communication which of developed in 1949. 
The main model of Shannon and Weaver consists of five elements: source, transmitter, destination, channel, and receiver. Generosity, simplicity, quantifiability are the main strengths of this model. 
Shannon and Weaver had made this model based on a few important following elements:
· An information source
· A transmitter 
· A channel
· A receiver
· An information destination
Both of these engineers argued that this concept entails a few problems for communication:
· The technical problems
· The effectiveness problems
· The semantic problems  
The message is encoded and sent through some technological channel including the telegraph, telephone by the sender. The message is converted by the sender into codes understandable with the machine (Weldon et al., 2019). Through a medium, the message is sent in codes. The communication model is mainly made to develop the effectiveness of communication between the two, one is sender and another is receiver. Besides this, they investigated all the things that impact the  process of communication which is identified as Noise. At  initial stage, the communication model was created for the development of technical communication. After that this model is used worldwide in terms of communication. This model of communication deals with different types of concepts that are related to the information like- noise, channel, information source, message, information destination, receiver, and so on (Taylor et al., 2013).
[bookmark: _Toc88973001]Schramm’s Model of Communication
Communication is normally explained along some major dimensions: content or message ( what information is there), source or sender ( by whom the information is communicated ),  signal or form ( how the information is communicated ), channel ( which medium is used to communicate ), destination or receiver ( to whom the information is communicated ). Schramm noticed that we should also observe the effects that a message has on the object of the message. Between groups, communication involves acts that provide different types of knowledge provide different advice, and ask numerous questions (Cornthwaite et al., 2013). 
Schramm proposed his communication model in the year of 1954. Information is worthless unless it is consciously keep into words and gives some new things to other people. Encoding is a big factor of communication that plays a very significant role because it starts the process of communication. When the information is reached to its receiver the utmost duty is to know what the taller try to carry. If the 2nd party is unable to get the information what the communicator intends to communicate, that time the given message is useless. Because of this reason, decoding and encoding are the two most significant factors in the field of good communication. As per Schramm’s model, decoding and coding are vital processes of good communication. Schramm also gave importance to that if the sender cannot get any feedback from the recipient, then the communication is incomplete (Siassakos et al., 2013). For example, a person is sharing his opinion and thoughts with his friend, and his friend is not responding to him. This is not complete communication anymore. Schramm strongly believed that communication mainly has two processes: the first party, the second party, and the communication between these two parties.
Schramm also strongly believed that the experience, knowledge, and culture of any person play a big role in communication.  
[bookmark: _Toc88973002]Berlo’s Model of Communication
Berlo developed Berlo’s communication model from the communication model of Shannon and Weaver in 1960. Berlo explained all the factors which affect the individual elements in terms of communication. Berlo’s model of communication also describes the encoding and decoding in details that happens before the message is sent by the sender and the message is received by the receiver. 
Berlo’s communication model basically consists of four components to explain the process of communication. The four components of this communication model are sender, message, channel, and receiver (Smith et al., 2013). Every one of these components is impacted by numerous things.


Components of Berlo’s Model of Communication
Sender: One of the best components of Berlo’s communication model is sender. This scientist started his scientific research in the field of communication with this component. The person who generates messages is simply called the sender. The receiver receives the message which is sent by the person or source. The things which are connected to sender, as well as receiver, are the skills of communication, different types of attitude, vvarious knowledge, culture, and so on (Hargie et al., 2017). All these factors are very significant that affect the process of communication. If all these is done by the sender then the message will be communicated one of the best ways. In the same way, if the message can not be taken by taken by the receiver properly then the process of communication shall not be useful. 
Message: There are so many discrete unite of communication and the message is one of them. A message is delivered by numerous means and it was one of the best components of Berlo’s communication model. A message is a substance which the sender sends to its receiver. Some effective factors play a very significant role. The factors which are related to the message are content, elements, treatment, structure, code, and so on (Stephenson et al., 2015). The content is from starting point to end of the message, components are non-verbal things, the way of conveying a message is treatment, code is a form of sending a message. 
Channel: Daily, there are four types of communication that people use. All these four types of communication are; verbal, nonverbal, visual, and written.  Channel plays a role as medium that is applied to deliver a message. As a channel the technical machine is used including internet and telephone to execute mass communication and other different types of information (Shukla, 2013). There are five senses - hearing, seeing, touching, smelling, testing which impact the usefulness of the channel. People take a message by hiring, by seeing people get non-verbal message, most of the non-verbal messages are taken place with the help of touching like touching someone’s hand, by smelling people collect information and taste also provides information.
Receiver: The person who gets the message is simply called a receiver. The receiver needs to have good listening skills and other factors like the skills of communication, many types of attitude, knowledge, a culture which are similar to that of the sender.


Communication Skills
Having good communication skills is very important to operate any business organization. There are a few essential skills for communication like- reading, listening, speaking, language differences, verbal, non-verbal, active listening, empathetic listening, and so on.
Reading: Reading plays a vital role in the field of communication. A person who can read properly, it’s a great indicator of good communication. 
Listening: Listening means paying the best attention to the person who is trying to communicate. A listener has to focus on what the speaker is trying to understand avoiding other projects. Anybody can improve his listening abilities by giving full attention to others.
Speaking: Speaking is the best communication skill because most people communicate with others by speaking. Speaking is the best way to let people understand anything that’s why every manager of any business organization has to be skilled in speaking.
Language differences: A good communicator have to understand language differences and have to know different languages because it is also a big communication skill.
Verbal Communication: To provide and receive different types of information using words and vocal noise is called verbal communication. Verbal communication is considered to send messages verbally and receive this message audibly (Clokie & Fourie, 2016). Verbal communication plays a very significant role to execute good communication. Including verbal communication, spoken and written, choice of words, tone and pitch are the top
Non-verbal communication: The person who does not have any capability to express himself uses nonverbal communication. Different body languages, different kinds of facial expressions, gestures are the main non-verbal communication.
Empathetic listening: Empathetic listening also plays a significant role in the field of communication. 
[bookmark: _Toc88973003]Theory from literary sources
SR Ahmed (2016) proposed that Communication is a kind of skill that includes a continuous and systematic process of speaking, listening, and finally understanding (Divan & Mason, 2016). Most people all over the world are born with the talking ability physically. A big number of the child also are born with talking disabilities psychically. But as a human being, everybody must learn well speaking ability and communicate effectively   
Beuker et al., (2013) identified that the first two years of every person is a very important time for the development of communication skills. Mainly between 8 to 24 months a person can learn most of the things which are related to communication.
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The significant of communication in the field of national or international business is so much. Having good communication skills plays a significant role in getting any quality job and it helps everywhere. There will be so many barriers for any business organization if its leader is not skilled in terms of communication because having good communication skills in any leader proves that the person might have the best quality to conduct a business. Having poor communication skills in a manager means that the company surely will go nowhere. Shannon and Weaver were two famous engineers who discovered the first communication model and this communication model has been admirable all over the world. After the communication model of Shannon and Weaver, Schramm and Berlo also set the model of communication in the years 1954 and 1964 respectively.
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