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1. [bookmark: _Toc102594240][bookmark: _Toc102594671]Introduction

Skills you need (2022) Communication is simply passing information from one person, place, or group to another place. This is a most important skills in our life. Every communication involves minimum one sender, a message and recipient. It may seem simple, but communication is literally a complex concern. The communication of the message from sender to receiver could be affected by a range of things. As I had few horrible experiences by poor communication, it is an essential skill in a workplace to understand the consumers and other colleagues. Also, could be complicated to understand within different cultures. Could arise conflicts.




 I would like to write in details about those topics in this report:

· Three modules of communication.
· communication skills.
·  advantages, and disadvantages of modern technology.










2. [bookmark: _Toc102594241][bookmark: _Toc102594672]Communication models

These three models are much helpful to understand if anything went wrong while communicate. Also, it is useful to improve, understand about human communication our skills in the workplace or in daily life. Especially, Shannan and Weaver model is more useful and important to understand process of communication.

I would like to write in details about three models of communication that:
· Shannan and Weaver (1948)
· Schramm (1954)
· Berlo (1960)





[bookmark: _Toc102594242][bookmark: _Toc102594673]Shannon and Weaver (1948)

Chris Drew, PhD (2021) Shannon and Weaver model of communication proposed in 1948. Shannon was an American mathematician also; electronic engineer and weaver was an American scientist. Both participate together to write an article in “Bell System Technical Journal” It called also “Shannon and Weaver model of communication. Mainly, the model created to improve the successful communication connecting sender and receiver. And they could find impact of the communication. Literally, the model was developed for technical communication but later it is applied in the field of communication.
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Their four main stages are: Sender or source(s)- The message (M) The channel © The receiver(R) but the model has seven key concepts: Sender, encoder, channel, noise, decoder, receiver, and feedback.
 First step going to be sender it also called “information source”. The sender begin with any information source, will be a mortal, object, or thing. That means any types of information beginning with. A sender could communicate in many unique ways, that can be verbally, in writing, nonverbally, music Etc. Par example- A sender can be a reporter who is reporting an important report so the reporter must plan before turning it.
Second step is in the process “encoder” The encoder also called as transmitter and defines the transformation between the sender and receiver. The third step in this model is “channel” It supports to get information from sender and transmitter, thorough the decoder to receiver. Occasionally, it also called “medium” The channel does not have if we communicate face to face.
The fourth step process is “noise” the noise could interrupts a message while it transfers from sender to the receiver. It can interrupt in two ways: internal and external. When a sender or receiver makes mistakes encoding a message could arise by internal noise. External noise is not in control of sender or receive. It can by an external of building works noises or traffic noises (for example: When Maria called to Petro, building noises interrupt the receiver (Petro) As Maria knew he is in building work she could send a message insert of called to avoid miscommunication
I also remembering a case study from my past workplace. As my workplace was on the Highstreet I took an order on the phone and I misunderstood insert of 13 I thought 30 by traffic noises and the client got wrong order was not happy, although we had to give refund.   
The fifth step is “decoder” It is accurate opposite of encoding. The decoder happens through advice likes telephones. Usually, needs to be a device that to receive decodes a message and understood the receiver.

The next step is in this process the receiver. The receiver is the endpoint of the original model of the technical communication procedure of Shannon and Weaver, where the person finally gets the message or what the receiver gets it could be miscommunication as well. The last step in this process could be “feedback” the step was not originally introduces by Shannon and Weaver in 1948. Norbert Weiner came up with this step. Feedback errors when the receiver of the message reply to the sender to close the loop. 

[bookmark: _Toc102594243][bookmark: _Toc102594674]Schramm’s model of communication

Qs study (2022) Wilbur Schram proposed the model in 1954.Wilbur Schramm is a well-known theorist and improved communications model in his book “The process and Effects of Mass Communications”.  He mentioned as communication always needs three sections- the source, the message, and the destination. He also suggested that communication is a two-way process where both sender and receiver take turns to send and receive a message. An accurate information is important and convoyed to others.

According to this model, when reaches the information to the recipient is responsibility to clarify what the sender trying to convey. Regarding to case study of Maria and Petro: As Petro couldn’t listen by building noises he should made sure that about what Maria trying to convey. If Petro had clarify he could avoid the miscommunication insert of buy a “chicken” he understood that to meet in the “kitchen”. Schramm’s model also includes seven concepts same as Shannon and Weaver model but different theory.
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[bookmark: _Toc102594675]Berlo communication model 

David Berlo expanded on linear communication in 1960 also created SMRC model of communication. This model follows SMRC. It refers, while communicating with others must know, are they familiarity with that. Par example if we talking to someone must know can they understand us or not. 

According to model: The sender and receiver should be like understand for the accurate communication. The source and receiver the same level if it is communication will take place properly. This is shown by case study of the professor and village people. The professor and people were not same language and people could not understand what the professor was saying. In my experience when my daughter goes to school first day in France and came back to home and she complained me as no body understand her and nobody spoke “Tamil”.
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3. [bookmark: _Toc102594244][bookmark: _Toc102594676]Communication skills

Indeed (2022) Communication skills are most important in the workplace and our daily life. Developing these skills can do much help in our workplace. These skills allow to us to understand and be understood by colleagues or others. We use it when giving and getting different types of information. It could be spoken, written and body language. This involves listening, observing, empathising, and speaking and those skills are important while speaking face-to-face, letter or emails and talking on a video call. Many different types of communication skills can make us professionally if we follow continued that could make us better and confident communicator. We could practise different communication skills where we get a chance in the workplace, at home and speaking with colleagues or friend. We should keep in mind some skills in communication skills like active listening, be friendly, empathy, respect, understating non-verbal. Those are helpful to understand more and avoiding conflicts.

Verbal communication
Indeed (2022) This is an important skill and all about speaking skills. We must make sure using simple language and speak clearly, slowly. This does not mean shouting must be clear and audible. Shouting or speaking loudly will be disrespectful or arrogant also make sure the body language sending same message. Par example if I am smiling, I cannot show as crying. If speak quietly will be bored and will lose interest also cannot hear what we are talking about. It is important how we are behaving and taking to others.








[bookmark: _Toc102594245][bookmark: _Toc102594677]Nonverbal communication 



Indeed (2022) Most of the communications happens through nonverbal and it indicates eye contact, face reactions, and how sitting. It important while listening to someone should pay attention what they are saying as well as their body language. We should avoid an inappropriate body language to avoid unnecessary things. This is clearly shown by case study “a day with chief” and Mark did irrelevant body language like losing his tie, crossing legs and feel relaxed so Mrs. Brown squinted her eyes as she looked at him, stood up and in gruff voice she said my secretary will show out. Mark did not expect it, he did not even realise that as he is in professional interview. He should be professionally also cannot behave like his friend with Mrs. Brown.







[bookmark: _Toc102594246][bookmark: _Toc102594678]Listening

Being a good listener is the good skill to understand completely although the most useful skill in the workplace or outside of our life.

Active listening
Indeed (2022) A person who has active listening skill always could pay attention whoever is speaking. Good active listener could get respect quickly of colleagues as the person giving attention when they are speaking. While it seems simple skill hard to improve or develop it. We could become an active listener by avoid distractions and focusing on which going on. Asking questions or giving comments are good ideas.









Empathetic listening
Indeed (2021) Empathetic listening is making an emotional connection between the speaker and others. The speaker feels more comfortable to talk also others finding similarities in their experience as well. Empathic listening, active listening called as party’s input. The main advantage of this skill is very supportive and encouragement than advice or criticism. An empathetic listener should have some important skills: patience, responsible, nonjudgement. It could build working relationship, also able to be problem solving as well because giving more space to understanding others. 

According to Max multi tasker’s case study clearly shown that, by distraction, when talking with a customer he could not listen on the telephone, and he forgot to write or remember the date of the function. This case study shown multitask could make mistakes and dealing with each by each is the solution to avoid the errors.


Advantages of modern technology
Nick Ismail (2017) Now a days modern technology is very useful also have disadvantages as well. Now a days people can not live without technologies like mobile phones televisions and computers etc...
There are so many advantages for humans by technology. The most helpful by technology is in medical to treat people and save many humans lives and combat very harmful viruses and bacteria. The communication is enhanced, and companies can communicate easily with around the word and research is very easy. Radio broadcasts, television, electricity followed suit also immediately. Technology improves our daily lives by allowing to move physical storage units’ virtual storage banks and more.





The disadvantages of modern technology
Whether we have many advantages by technology on other hand modern technology has disadvantages as well. By using calculator human no longer need to think and mental calculation no longer works his memory. Increase unemployment by replace devices like automatic cashier. In my personal experience children do not play outside or do not talking with each other because of the games and mobiles. They are addicted to technology and staging all the time indoor. This is very danger in their future as well. Adult also spending so many times on social media and having some difficult situations in their life by talking with unknown people, giving their personal information to them such as identity theft, cyber bullying social interaction.
















[bookmark: _Toc102594247][bookmark: _Toc102594679]4.Conclusion
Finally, I would like to write about in our life or in the work place the communication is very important to live and working without complicates. Always clarifying at the end is important to avoid the mistakes if we do not understand anything. While communicating verbal, nonverbal ways are helping to understand. By improving technology day by the communication is getting better and easy to contact around the word. The technology has so many advantages in our life and disadvantages as well. To avoid the mistakes, we always must make sure how we are using. Communication and technology are very important in our daily life.
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