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[bookmark: _Toc110458440]1.Introduction
Communication has always been an essential part of people's lives, it has been there for thousands of years, either verbal or non-verbal, it always helped humans co-exist, understand each other, and evolve through mutual agreements. In terms of definition, communication is simply the act of sharing any ideas, emotions, or information with other people (Oxford University Press, 2022). Although, communication is extremely important in the life of any person, especially in the world of work, it, nevertheless, creates some barriers, like cultural barriers, when people come from different backgrounds and cannot communicate with each other properly, or language barriers. For instance, in “Barry and Barriers to Communication” case study where Barry was the manager of a restaurant with employees of different ages, cultural backgrounds, whose first language was not English; therefore, it was extremely hard to make sure everyone handles food safely, thus, he used signs, thermometers, and other tools to make sure everyone followed his instructions. Barriers in communication provoke consequences like not being able to work together, thus creating problems which pile up; therefore, relationships are built very badly in an environment of poor communication. To be able to implement yourself into the world of work, and not only, it is extremely important to build effective communication skills.
[bookmark: _Toc110458441]2.Models of Communication
[bookmark: _Toc110458442]2.1 Shannon and Weaver (1948)
The Shannon and Weaver model of communication is the simplest way to explain a communication process. Its main parts are sender, message, channel, and receiver. Sender is the person who wants to send a message. The second step, the message gets encoded by the sender. The channel acts as a connection line between interlocutors. And the final step, the message arrives to the receiver, whose job is to make sense of it. However, sometimes there is noise that prevents the message from being transmitted the way it was intended. In the case of “Maria and Pedro” where one day Maria called Pedro to ask him to buy a chicken, and since Pedro had been working on a construction site, the background noise distorted the message and he understood that she will see him in the kitchen. This example shows that there is more to communication. For example, if only some feedback had been present in this situation, the misunderstanding would have been avoided. A similar thing happened to me at my workplace, also on a construction site, my boss called me to ask if I could bring him some glass suckers, but instead of hanging up instantly I started asking what kind of suckers he meant for me to bring, he explained that there were three types of those, if I had not asked, I would have just wasted a lot of time, and probably I would not have brought him the right ones anyway.
[bookmark: _Toc110458443]2.2 Schramm (1954)	
Schramm’s model of communication explains the communication process between people of different backgrounds, with different fields of experience respectively. Like Shannon and Weaver, this model is based on 4 parts: sender, the person who is trying to communicate something; message, the information that is being sent; channel, the wire through which the message arrives at the receiver; and the receiver, the person to whom the message is addressed. Schramm highlights the importance of feedback in communication by affirming that according to his model, the communication is incomplete without feedback.
In “The Professor and the Village People” case study, where one night a highly educated professor accidentally made a fire in his house. He went to the village people asking for help saying, ‘the edifice is being consumed by a great conflagration’, they ignored him, and his house burnt to the ground. The second day when he asked the villagers why they had not helped him, they told him he should have said his house was on fire. This shows that the difference between people’s fields of experience is what is causing misunderstanding. A similar thing happened when I worked at my father’s store. One day a person approached me in the store and asked if we had had any beef, he was Bulgarian and did not speak English very well; however, I understood him and shook my head to say no, to which he did not leave, and started using gestures to ask me where he could find it, this time I used a translator, and it turns out that in Bulgaria the shacking head means yes instead of no, he explained this to me and we both laughed. This example emphasizes the importance of the same cultural background between talking people.
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Berlo’s model of communication is another 4-component, S-M-C-R model of communication like ‘Shannon and Weaver’ and Schramm. There are many factors that influence these components, for example communication skills means one’s ability to read, listen, speak which influences the communication process (Management Study Guide, 2022). The attitude is another factor that might affect the communication process, like being bored or assuming things. Unlike Shannon and Weaver or Schramm, this model does not include the idea of noise, feedback or different backgrounds, thus only one-way communication is present. In “The Professor and the Village People” case study, though the villagers did not understand what the professor was saying, they continued to work, without asking the professor what he had meant; therefore, only the professor spoke creating a misunderstanding. If only the villagers had asked the professor what he was saying, the house could have been saved. Similarly, one day I was working at a restaurant as a waiter, two people sat at one of the tables I had to wait, I approached them and asked what they would like to order, they both ordered a steak to which I nodded assuming they want it well-done, after the steaks were ready I brought them to the couple, to which they told me with impatience that they wanted medium-rare steaks, I was completely tongueless. In this situation my attitude was wrong, I should have paid attention to what they were saying and asked them one more time to make sure I got the order right.
[bookmark: _Toc110458445]3.Communication Skills
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[bookmark: _Toc110458447]Spoken
Verbal communication uses both our words and fillers through a common spoken language. Verbal communication can be spoken or written. There are many factors that increase or decrease one’s ability to communicate effectively (Quintanilla, 2020, p.21).  Some of the most important parts of an effective verbal communication are the clarity that you speak with, if your interlocutor understands you, he will be able to answer your questions, and you will come to an understanding. Choice of words, tone, and pitch are extremely important. In ‘A Day with the chief’ case study, where Mark got an invitation to meet the CEO of the company, the choice of words used by him to speak to his boss was too straightforward and seemed arrogant, that is the reason why his boss told him to leave; therefore, when talking to someone you must always consider the relationship between you, if it is formal, you must not allow yourself to speak with arrogance or say everything you think about them to their face, like Mark did. 
[bookmark: _Toc110458448]Written
In verbal written communication it is important to follow the rules and not use slang. It is especially important to know whom you are writing to. If it is a formal letter and you do not know the name, you must start with “Dear Sir/Madame”, and you must write “Yours faithfully” at the end. 
[bookmark: _Toc110458449]3.2 Non-verbal
Non-verbal communication is used everywhere by people. It uses our eyes, mouth gestures, facial expressions, posture, or clothes, and can be used as an instrument to communicate thoughts, meaning, perceptions, and attitudes (Quintanilla, 2020, p.24). Silence can carry many messages; for example, being sad, angry, or annoyed. Our body language can convey different messages as well; for instance, personal space, we will move closer to people we know and trust, whereas strangers will make us move further. Our posture communicates the way we are thinking and feeling. Moreover, the way we dress tells the people around us how serious we are about the situation, especially in the workplace. Sometimes our body does not send the same message as our words. Facial expressions can help evaluate how the speaking person is really feeling. In “A Day with the Chief” case study Mark’s boss smiled to him friendly, asking questions nicely; Mark perceived this too literally and started acting like they had known each other for years. He loosened his tie and crossed his legs; this provoked a bad impression on his boss, and she squinted her eyes, therefore sending a nonverbal message she is not satisfied and telling him to leave. In this scenario Mark assumed it was an informal meeting, thus provoking a bad first impression.
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Listening has always been a neglected part of communication. In school we are taught to read, write, and speak but not listen. According to Sypher, Bostrom, and Seibert (1989, p.293) a relatively little consideration has been given to listening by communication researchers. Nevertheless, listening is an essential part of communication facilitated by active and empathetic listening skills. To develop active listening skills we must: be prepared to listen; be interested in the conversation; keep an open mind by not making assumptions; listen critically by being objective; help the speaker by making comments of what they are saying; reflect back to let the speaker know we are interested and understand what they are saying; hold back and not interrupt unless there is break; moreover, to develop empathetic listening skills we must try to put ourselves in the speaker’s shoes, understand how they feel, whether or not their words reflect their body language, and what would we do if we were in that position. 
In “Max the Multitasker” case study Max had an organising business but could not afford to hire anyone because his mother needed money for medication. He was so overwhelmed by the clients that when a client, Tamara, asked him to move the date of an event, he was busy with another client and completely forgotten; therefore, she said she would never trust him again, even though he apologised many times and proposed to do the event at half price. This example shows both the consequences of bad active listening in the workplace, as Max must have done something to prevent him from forgetting, and bad empathetic listening, as Tamara knew his situation and could have put herself in his shoes, instead she made him the scapegoat. 
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[bookmark: _Toc110458452]Advantages
Access to information is probably one of the most important features technology offers nowadays. With a simple click on the smartphone, we have access to information we would not be able to process in a lifetime.
Communication through technology is what the new age is all about. People’s schedules do not have to be coordinated to communicate, there is a bigger chance that the contact will happen because it is easier to find convenient timing (Duck, 2021). Moreover, video conferences allow people to interact with colleagues and work from home.
E-commerce facilitated by the emergence of internet has improved the way people shop. Now with a single click you can have anything delivered to your doorstep; therefore, people do not spend as much time in shops as they did in the past; furthermore, it has become easier for the buyer to find sellers, compare prices, and choose the best option.

[bookmark: _Toc110458453]Disadvantages
Invasion of privacy is perhaps the most important downside when it comes to modern technology. The data of millions of people is taken advantage of every day; moreover, hacker’s attacks lead to financial loss and the loss of private matters from people all around the globe (Ahmad, 2022). 
The struggle that people are facing nowadays is reducing face-to-face communication, because people are so preoccupied with their phones, they sometimes forget about the real world. Furthermore, the ability to instantly talk to anyone has made people lazy and uninterested in meeting new people.
Cyberbullying is often called the primary risk for kids and teenagers. More so, anyone can create a fake account and start bullying online remaining anonymous. The problem has gotten so serious that suicide is committed by approximately 1 of 20 students that have been under cyberbullying (Ahmad, 2022). 
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In conclusion, communication is an essential part of our lives; therefore, building good communication skills is beneficial for every aspect of it, either in the workplace, family, or the society. The three models of communication can help us determine how to behave in different situations from our lives, and to communicate efficiently in those situations. The communication skills, either verbal or nonverbal help us identify the best approach to various situations in which we communicate. Moreover, listening is a skill that does not get as much attention, and we should change that by learning to listen actively and empathetically. Finally, we can learn how to behave online from the advantages and disadvantages of modern technology, thus creating safe space online, and not wasting too much time in the virtual world.
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