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[bookmark: _Toc121357964]Introduction
Using terminology, signals, and behaviours in a way that is mutually understood or generally recognized by both parties, communication is the process of conveying information between two or more people. It is easier to transmit and receive communications when you have an effective and efficient communication strategy. Effective communication in the workplace can lead to an increase in team productivity, enhanced cooperation among team members, and greater leadership effectiveness. To streamline internal communication and maintain good relationships between leaders and workers, it is necessary to have a good communication strategy at work. The process of successful communication may encounter a number of obstacles. In addition to linguistic barriers, psychological barriers, emotional barriers, physical barriers, cultural barriers, and attitude barriers, there are a variety of other communication obstacles. The most common hurdle is linguistic. In the workplace, difficulties may arise when communication is hindered and bad communication occurs, misunderstanding occurs, leadership is inadequate, cultural differences exist, and people become discouraged. A discussion of the primary communication models of communication and the case studies offered will be discussed in the following report based on the key communication models.
[bookmark: _u0o7kvdpkqd0][bookmark: _Toc121357965]Models of communication
[bookmark: _xtv4o1rfzu60][bookmark: _Toc121356605][bookmark: _Toc121357966]Shannon and Weaver 1948/49
Shannon-Weaver communication model was created to aid senders and receivers in having productive conversations. The communication system was designed after discovering many factors that influence communication. It was initially designed to enhance technical communication; later, it was widely used in the field of communication as one of these factors is "Noise.".
A mathematical theory of communication was developed by Shannon and Weaver. Communication can be thought of as a sequential process that moves from sender to receiver, containing the following phases (Cobley, 2013).
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Figure 1: Shannon-Weavers model [source: (Lu & Dosher, 2008)]
There are six fundamental stages that make up the model of communication, including the sender (the source of information), the encoder (the transmitter), the channel, the decoder (the receiver), and the destination and noise. During the communication process, the sender is the one who has the information necessary to get it started, so he or she is the initial stage. 
A variety of channels can be used to convey information, including verbally, visually, or in writing. A second stage of the process involves a mechanical mechanism known as the encoder, which converts the information from the sender into binary digits or radio waves. The model was designed for use in telephone and computer communication systems. The third phase of the process is the channel, which receives the signal from the transmitter after it has been processed. Channels serve as a means of communication between transmitters and receivers. A cable or electrical line serves as a medium when someone is speaking over the phone. During the fourth stage, we encounter noise, which can disrupt our message and confuse our listeners. In addition to internal noise, there is also external noise (Lu & Dosher, 2008). Incorrect conversion of messages by encoders and decoders results in internal sounds. There are a variety of factors that contribute to outside noise, such as disruptions in internet connections. It is the opposite of the previous stage, encoding, that the fifth stage, decoding, entails. Binary encoded messages are decoded by receivers into a format they can comprehend. According to Shannon and Weaver's model of communication, the receiver or destination is the last step. At this stage, the message is finally received by the intended recipient. The last individual gets the left-over messages after denoising, encoding, and decoding.
The model Shannon and Weaver developed aimed primarily at separating noise to determine the efficacy of various communication routes and codes, and they created it for the purpose of establishing communication processes (Groen & Noyes, 2013). "Physical noise" was a concept Shannon introduced into his 1947 mathematical model of communication as part of his proposal for a model of communication. There are many ways that we can create physical noise, including the sounds of motorbikes, obstacles obstructing information sources, and construction machinery noise, among others. An example of how physical loudness might be experienced is the case study of Maria and Pedro. A misunderstanding developed between Pedro and Maria as a result of Pedro mishearing the term "kitchen" and believing it meant "chicken." She explained how good communication must be unambiguous, succinct, precise, and well organized in order to prevent confusion. Each stage of the communication process will allow users to digest information properly, reducing the likelihood of misunderstandings.
At my place of employment, I have experienced something quite similar. The class I attended discussed some medical terminology, and I attended. There was quite a bit of discussion regarding "bowel infection" in my teacher's class. 
In spite of the fact that the information in the lecture did not correspond to the term "Ball infection," I jotted it down in my notebook. Sound echoed and mixed, resulting in this problem. With each course, I became more aware of my error in understanding.

Schramm 1954
The model of communication developed by Wilbur Schramm was first proposed in 1954. The author asserts that communication involves both sending and receiving information in a two-way process. Communication models such as this are known as Schramm models. Three elements form the basis of the Schramm communication model: the source, the message, and the destination (Schramm et al., 1954). Messages, message noise, and feedback are subdivided into separate components such as transmitters, encoders, decoders, interpreters, receivers, and interpreters' receivers. As the sender delivers his messages, the encoder converts them into a code, and the decoder converts that code into an understandable format. Interpreter and receiver are the same person who receives the decoded message; nonetheless, the message interpretation may differ depending on who receives it, since both roles are fulfilled by the same person (Thorson, 2013). “feedback” is an acknowledgement given by a receiver to acknowledge a message sent by them, while "noise" is disruption during this process.
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Figure 2: Schramm’s model of communication [source: (Schramm, 1954)]


Maria and Pedro's case study is a good candidate for applying Schramm's concept of feedback of interference occurring throughout the communication process, the notion of feedback has been included into it. To clear up any misunderstandings, Pedro may have asked Maria, in her capacity as a feedback provider, what she meant by saying that she saw him in the "kitchen." As a result of the interference caused by Pedro not seeking Maria's feedback or confirmation about the conditions, the communication process became inefficient as a result. Compared to a one-way communication process, a two-way communication process provides communicators with the opportunity to discuss and clarify semantic noises and interferences.

Berlo’s model of communication

A model of communication proposed by David Berlo has become known as the simplest kind of communication model. Known as the Berlo model, this model has been around for a long time. An effective communication system can be constructed by encoding and decoding messages in the model (Anderson-Meli & Koshy, 2020). Communication processes are portrayed and emphasized in the model in two ways: as fundamental aspects and as important outcomes. The communication model purported by Berlo consist of four major components: 
[image: ]
Figure 3: Berlo’s SMCR model [source: (Talke & Colarelli O'Connor, 2011)]
Messages, channels, and recipients are listed in this order. Due to this, Berlo's SMCR model is sometimes called Berlo's SMCR.A similar linear model, developed independently by Shannon and Weaver, is also suggested, which is devoid of feedback. Both the sender and the source of the communications can be affected by some characteristics identified by Berlo. Skills of communication, attitudes, knowledge, as well as social structure and cultural norms, are at stake. There are three elements of communication that must be mastered: reading, writing, and public speaking. The communication process between the sender and recipient can be simplified when both know what the message contains. In addition to the message, the paradigm claims that the message consists of a collection of information sent in various formats. A message's content, components, treatment, structure, and code can significantly influence the kind of communication taken place. Depending on how communication is carried out, a channel is defined (Talke & Colarelli O'Connor, 2011). Channels other than hearing, seeing, smelling, and testing include hearing, seeing, smelling, and testing. These signals should be understood by someone who has the same capabilities as those who send them.
[bookmark: _Toc121357967]Communication skills

The ability to keep strong business connections is crucial to attaining efficiency at any level of a company, and effective communication is crucial to the maintenance of such ties. It will be especially important to consider this when considering the world pandemic scenario, which will require many people to work remotely. Through clear communication, colleagues can develop relationships of trust between themselves and their colleagues, which in turn can boost performance, deliveries, and morale (Lynch & Kidd, 2017). Coworkers, supervisors, and support staff who are capable of effectively communicating with clients and consumers are always beneficial to the company. An individual's ability to compete in a hostile labor market may set them apart from their adversaries.
Several influencing factors impede good communication, making it even more challenging. The physical noise that surrounds us on a daily basis is a significant obstacle to communication. As the name suggests, "physical noise" refers to any outside or ambient effects that interfere with our ability to accurately receive signals sent by their sources. As a result of this impact, Pedro’s wife’s words were clear enough to be understood, but he misunderstood what she was saying. Moreover, there are several instances where physical sounds cause inadequate communication. Various instances of these can be observed in our surroundings.
Speaking and writing abilities, as well as the choice of words, tone, and pitch, all play a large role in how communication occurs in a professional setting. The words and phrases used in both spoken and written communications should clearly state their intent, be concise, and be easy to understand (Rayner et al., 2016). The power of communication in literature or speech cannot be conveyed if readers or listeners cannot feel wonder or intrigue from a piece of literature or speech. Professor White's case study can be viewed as an example of a circumstance with similar characteristics, in which he used some unusual phrases in conveying his precarious state. Despite having similar concepts, the fact that a majority of the people in the hamlet were not educated made the use of phrases like "my home is on fire" unsuitable. It is crucial to use terms that can effectively convey the depth significance of an issue while also being easily understood by a broad audience in order for the communication to be effective.
An essential component of successful communication is listening with active attention and empathy. Whenever someone listens actively, they understand what the presenter is saying, which not only helps them to become more involved in the conversation but also indicates to the presenter that they are actively listening. Using this method, good communication takes place, which assists in resolving a variety of workplace conflicts and difficulties (Ramírez & Quarry, 2018). As a result of empathic listening, understanding someone's viewpoints and judgments becomes easier. This in turn enables you to get a better understanding of what they are saying and fully appreciate their context.

[bookmark: _Toc121357968]The Advantages and Disadvantages of Technology in communication 
 
Any electronic system used to facilitate communication between two or more parties is considered a "communication technology." When people or groups are not in the same physical area, technology that aids communication makes it easier to communicate.
Advantages of Communication Technology:
· Efficiencies increased
· Emergency communication method that is faster
· Communicate with anyone, anywhere
· The ease of long-distance communication
· An easier way to communicate
Disadvantages of Communication Technology:
· Older generations may find it harder to use
· Making cyberbullying and cyber-skyping possible
· Occasionally unreliable
· Less personalizes communication
· Communication can be difficult when you aren't sure who you are communicating with

[bookmark: _Toc121357969]Conclusion
To summarize, this paper has identified the key principles of the basic models of communication, highlighted their links, differences, benefits, and drawbacks, and recommended a way forward. These communication models have also been analyzed in the study to explain both their effectiveness and ineffectiveness based on the case studies. In addition, several aspects of clear and concise communication were discussed, as well as the importance of clear and concise communication.
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