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1. [bookmark: _Toc101528777]Introduction 
Communication skills are the skill of communicating with others, sharing knowledge, ideas and thoughts with others. It is important to have proper communication skills for every person. The skill of communication is used basically in the workplaces like organizations, offices, companies and so on. Also, it is important to know the communication skill, their types, strategies and their uses. On the other hand, there is poor communication, which is very bad for organizations, companies and so on. So the report is going to be a discussion on communication skills (Mishra and Mishra, 2020). Also, the report aims to provide a brief analysis of communication skills and their various models. 
2. [bookmark: _30j0zll][bookmark: _Toc101528778]Models of Communication  
[bookmark: _1fob9te][bookmark: _Toc101528779]2.1 Shannon and Weaver (1948/49)
· Important Points: The communication model of Shannon and Weaver is a very popular one. In this communication model, there are seven steps or stages of commutating are shown. They are- sender, encoder, channel, noise, decoder and receiver. The Shannon and Weaver communication model complete the communication process through these seven stages which are very important to be known. In these seven steps, the whole communication process completes by reaching steps one by one. This is also known as the very simple model of communication. This communication model is used between communicating from person to person. Also, this communication model is based on the sender and receiver only.
· Maria and Pedro Case Study: In the case study of communication between Maria and Pedro, the communication model of Shannon and Weaver is used. In the communication between Maria and Pedro, Maria and Pedro play the role of the sender and receiver, where their mobile phone plays as their communicating channel or network. As a sender, Maria sends a message through the channel to the receiver, Pedro, to bring chicken when he will come home. However, the receiver Pedro misunderstands the sender Maria and did not bring the chicken that she wanted to (Kataoka et al., 2019). As this is the natural process of communicating with people, Maria and Pedro also used this communication model. 
· Workplace Example: The UK based supermarket called Tesco uses this Shannon and Weaver communication model to communicate with their employees, customers and other people. Tesco uses the email process to send their messages to their receivers to understand properly. Here the email is the channel for Tesco to connect with the receivers. Also, the multinational company called Sainsbury is using this same communication model as Tesco. The multinational PLC Sainsbury also sends its information or messages to its receivers, customers and employees through emails. By using the Shannon and Weaver communication model, both Tesco and Sainsbury are getting many benefits. 
[bookmark: _3znysh7][bookmark: _Toc101528780]2.2 Schramm Model (1954)
· Important Points: According to Schramm, communication is a process of two ways, they are the sender and the receiver. Also in this communication processor model, both the sender and receiver take part to send and receive messages and vice versa. This model is also known as the encoding and decoding communication model. This is also known as an effective communication model. This communication model is used to do natural communication. This communication model has some more aspects to be learned and understood by the users of this communication model Schramm (Arnold and Boggs, 2019). This communication model is used basically between the managers and employees to convey ideas, thoughts and opinions and discuss them. 
· Maria and Pedro Case Study: In this case study of communication between Maria and Pedro, the communication model of Schramm is also used. In his communication model, there are three stages, they are- the sender, the message and the receiver. In this communication model, Maria is the seder and Pedro is the receiver. Maria as a sender says to the receiver Pedro to bring the chicken but Pedro, the receiver misunderstands the message of the sender. However, after coming home, Pedro describes what he has misunderstood, which is the taking part of the receiver in the communication. So this case study explains the stages of the sender, receiver and the message of the Schramm communication model. 
· Workplace Example: Also both the companies Tesco and Sainsbury are also using the Schramm communication model. They are using this communication model of Schramm to communicate with their customers through customer care services. In the customer care service section, the senders, which are Tesco and Sainsbury, send information over the telephonic network to their customers as a receiver and the customers also share their problems or issues as a sender to the companies as receivers (Wikaningrum and Yuniawan, 2018). This Schramm communication model helps the organizations like Tesco and Sainsbury to remain on the beliefs of their customers. 
[bookmark: _2et92p0][bookmark: _Toc101528781]2.3 Berlo (1964)
· Important Points: This communication model is given by Berlo. In this communication model, there are some stages in this communication as well. This communication model has the stages of source, message, channel and receiver. However, in this communication source, the sender plays the most important role. The sender holds the whole communication by giving ideas and opinions and sharing thoughts. The sender is known as the source. In this communication method, the sender puts in an expressing order its all his or her thoughts or ideas to the receiver by communicating with the receiver. This communication process is also used in organizational meetings. 
· Professor and Village People Case Study: In the case study of the communication between the professor and the village people, it is understood that the Berlo model has been used in it. In this type of communication skill model, the sender or source plays the most important role in explaining or expressing all the thoughts, opinions and ideas. Like the same, here, in this case, study, the professor plays the role of the sender, who is expressing that his house is destroyed by the fire (Ferrández-Antón et al., 2020). However, the receivers, who are the villagers, did not respond as they did not understand what the professor said to them. 
· Workplace Example: The companies or organizations like Tesco and Sainsbury also even use the Berlo communication model in their companies. Tesco and Sainsbury use this type of communication model to provide training to their employees during their training period. In this type of communication model, the sender plays the main role of expressing or communicating with people. That means the sender will only hold the whole communication. Also here Tesco and Sainsbury are doing the same in their training period of their employees. These companies are only expressing the information, rules, ideas, and thoughts to their employees in the name of training. 
· Literature Review: As opined by Mayumi Kubota, (2019), the model of communication approached by Shannon and Weaver in the year of 1949, is completely based on the concept of cybernetic tradition and considered the communication process as effective information processing without having any hindrance. This model aimed to promote successful communication between sender and receiver as well as identify issues that hinder communication processes such as ‘noise’. According to this theory, four types of noise can hamper communication that includes physical noise, psychological noise, biological noise, and semantic noise. As opined by Kuznar and Yager, (2020), Schramm’s Model of Communication was approached by Wilbur Schramm in the year of 1954, which implies that communication is a two-way street, with the message moving back and forth between transmitter and receiver. Encoder or Sender, Decoder or Receiver, Interpreter, and Message are all components of the Schramm communication model. According to this paradigm, sending a message requires two aspects: the sender and the recipient, both of whom must encode and decode the message. The paradigm highlights that communication is incomplete until the sender receives a response from the recipient. As opined by Kalogiannidis and papaevangelou, (2020), Berlo’s model of communication was first proposed by David Berlo in the year of 1960. This model is also known as the SMCR model of communication in which ‘S’ stands for ‘Source’, ‘M’ stands for ‘Message’, ‘C’ stands for ‘Channel’, and ‘R’ stands for ‘Receiver’. These are the components of Berlo’s model of communication. The source is the location from which the message is sent. A message refers to the actual content or background of communication which can take the shape of writing, video, or other media. A channel is the means that is used to convey the message which includes the online platform, audio, tv, printing, and some others. The receiver is the person who decrypts and understands the sender's message.
3. [bookmark: _tyjcwt][bookmark: _Toc101528782]Communication Skills 
[bookmark: _3dy6vkm][bookmark: _Toc101528783]3.1 Verbal 
Verbal communication skill refers to the abilities which are necessary to the process of communication that employs words to exchange thoughts, data, ideas, and many more. More than just linguistic ability, verbal communication skills reveal how you convey messages in both oral and written encounters.
· A Day with the Chief Case Study shows the verbal communication process. In this case study a rewarded salesman, Mark, got an opportunity to go to the head office in California and meet the CEO of the company, Alana Brown. After reaching California, Mark arrived at the head office and the secretary Mrs Brown received and took him to Mrs Brown. Then they started their conversation by sharing their words about his selling strategies and his career goals by using proper language efficiently. They both have verbal skills to conduct clear communication. Such use of verbal language to share information, ideas, and thoughts is known as the verbal communication process.
[bookmark: _1t3h5sf][bookmark: _Toc101528784]3.2 Nonverbal 
Non-verbal communication skills refer to the abilities required to make effective communication through body language, eye contact, attitude, facial expressions, and so on.
· A Day with the Chief Case Study also shows non-verbal communication skills. In this case study, the CEO of the company made proper eye contact with the reward salesman of the company Mark while making conversations and giving him a response by nodding her head. After a certain time of communication Mark got comfortable and relaxed. So he loosed his tie, crossed his legs, and his gesture, posture, and body language became casual. That's why his boss Mrs Brown got angry which she showed through her angered eyes and rough voice. Such body languages are an example of non-verbal communication abilities. 
[bookmark: _4d34og8][bookmark: _Toc101528785]3.3 Active Listening 
It refers to an important communication skill that emphasizes listening with full sensation to the speaker by paying proper attention. It is an important skill for communicating efficiently. The communication process may be hampered or miscommunication occurs in the absence of active listening.
[bookmark: _2s8eyo1][bookmark: _Toc101528786]3.4 Empathetic Listening
It refers to the communication skill which is necessary to conduct clear and effective communication (Strom, 2021). It is a disciplined listening and questioning approach that helps to create and improve relationships by providing a better comprehension of the message, both mentally and socially.
· Max the Multitasker Case Study shows the example of empathetic listening. In this case study, a simple boy Max was an event planner who had many clients including Tamara whose wedding was arranged by Max. She wanted to throw a 50th marriage anniversary party for her parents and wanted Max to plan this event. But Tamara decided to prepone the party date and informed Max over the call. He accepted the new date. But when Tamara and her parents arrived at the venue they saw that there was another party going on and called Max. Then Max apologized to her for this inconvenience and told her that as he was busy with another client’s call he forgot to note the modified date. As a result, Max lost his existing client. From this case study, it is seen how much a disciplined listening and questioning approach, as well as empathetic listening for communication, is important to create and retain positive relationships.
4. [bookmark: _17dp8vu][bookmark: _Toc101528787]Advantages and Disadvantages of Communication Technology 
Communication technology refers to the digital technologies which facilitate the communication process(Appasani and Appasani, 2018). For example- phones, social media, email, and many more.
The advantages of communication technologies are-
Such technologies are very effective and convenient to use.
During an emergency, such technologies provide a speedier means of communication.
People may communicate from everywhere in the world because of these technologies.
This technology makes long-distance communication more accessible and simpler.
Disadvantages of communication technologies are-
For older generations, such devices are more difficult to utilize.
There is a possibility of cyber hacking.
They are always not so reliable and sometimes not everyone becomes sure about with whom they are communicating due to less availability of the opportunity of seeing the person physically. 
5. [bookmark: _3rdcrjn][bookmark: _Toc101528788]Conclusion 
In this study, it is seen how effective communication is important in both personal and professional life and the consequences of miscommunication. The author has also shown three models of communication along with case studies to evaluate them through which the effectiveness of clear and proper communication and its importance has been understood. Besides this, the benefits and drawbacks of technologies of communication are also understood. To conclude it can be said that effective communication is a very important factor in both personal and professional life without which it is not possible to survive in this competitive marketplace.
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