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Executive summary
The following report has developed the concept of communication and its important components. Different communication theories and their key aspects have been evaluated in the report. Different case studies have been developed to gain a clear understanding of communication theories. Various important communication skills, like verbal and non-verbal communication, active and empathetic listening, and others have been discussed in the report. Moreover, communication technology provides both benefits and drawbacks which have been evaluated in the report.
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[bookmark: _Toc100767524]1. Introduction
Communication is defined as the performance of transferring messages or information from one place to another. Every effective process of communication consists of a sender, messages, and a receiver. The sender has to select a suitable channel to transfer the message to the recipient. Communication is essential for every aspect of life. Communication plays a vital role in the business and workplace as it develops and maintains interactions among leaders and team members as well as the business and its customers. There are different types of barriers, like emotional barriers, language barriers, physical disabilities, and others which can affect the entire communication process. Misunderstanding, conflicts, and misinformation can be the consequences of poor communication.

[bookmark: _Toc100767525]2. Models of communication
2.1 Shannon and Weaver (1948/49)
This specific model of communication refers to a communicational mathematic theory that claims human communication can be divided into six different key concepts, such as:
· Sender
· Encoder
· Channel
· Noise
· Decoder
· Receiver
Shannon and Weaver specially designed this model to develop and manage effective interaction between sender and receiver. Moreover, this model identified significant factors that can affect the entire communication process, like noise. Initially, the model was established to advance technical communication. Far along, the model of communication broadly implemented in the communication field. 
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Source: (Kubota, 2019)
The different significant concepts associated with this communication model are as follows.
Sender: Senders are the creator of information of messages who choose a suitable source for desired messages.
Encoder: The encoder refers to the transmitter that changes the message or information into a signal.
Channel: Channels are the medium through which senders send messages to receivers. 
Decoder: It is the place of the signal where the signal changes into messages.
Receiver: Receivers are the destination of information or messages from the sender. Receivers provide feedback to the sender after receiving the message.  
Noise: Messages or information are moved from encoder to decoder through different channels. Throughout the procedure, the message or information may be affected or distracted by physical noise, such as thunder, crowd noise, network problem, horn sounds, and others (Ma, 2015). 
The case study assisted to understand the model of communication: Maria and Pedro
Maria is a physician who received a call from one of her patients named Pedro. Pedro had some confusion regarding the medicine intake which was prescribed by Maria. During the call, Pedro asked Maria regarding a substitute for a medicine that was not available in the market. Due to network issues and outside noise, Pedro could not clearly understand the name of the medicine and cut the call. 
Evaluation: The above-mentioned case study indicates that noise can adversely affect the entire process of communication which may lead to serious misinterpretation and conflict. Moreover, in this case, feedback could play a vital role to avoid the chances of miscommunication.
Workplace experience: 
In my workplace, our team leader is a foreigner and she is weak in English. Moreover, she speaks too fast and often does not properly respond after receiving any message or information from team members. Due to that, confusion increases among team members and often it leads to ineffective utilisation of strategies. Moreover, like in Maria and Pedro's case, the network issues often disrupt the process of communication in my workplace.
2.2 Schramm (1954) 
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Source: (Ellestrom, 2018)
According to Schramm’s model, communication is mainly a two-way procedure where the sender and receiver both can take turns to send and receive messages or information. The model of communication argued that information or messages are of no use until they are wisely put into words and sent to receivers. Encoding is a very essential aspect of communication as it helps in initiating the method of communication by changing the thoughts into real content. Schramm’s communication model involves different aspects of effective communication, such as:
· The sender who sends the information or messages.
· Encoder who converts messages into codes.
· The decoder obtains the encoded message and turns it into a specific language that is easily understandable by the receiver.
· The receiver obtains the messages or information sent by the sender. Receivers mainly decode and interpret the real message.
· Feedback refers to the procedure of acknowledging the obtained message which is received by the receiver.
· Medium is the channel that is utilised to send and receive messages. 
· Noise is mainly interruptions or distractions occurred during the communication process (McQuail and Windahl, 2015). 
Workplace experience:
In my workplace, similar incidents, like Maria and Pedro occur due to noise and confusion in the communication like the case of Maria and Pedro. If the team leader provided feedback after receiving messages, the confusion regarding strategy implementation never occurred.
2.3 Berlo (1964)
[image: berlo's model of communication]
Source: (Saud et al., 2015)
Berlo’s SMCR communication model represents the method of effective communication in the simplest form. This model explains different mechanisms that develop the basic communication process. The model involves four key components which are essential for the communication process and those components are influenced by several factors.
i) Sender: The sender produces and sends the message or information to the receiver. Different factors may affect the sender as well as the receiver. Factors, like communication skills, knowledge regarding the subject of the message, attitudes of the sender toward the receiver, cultural differences, and social systems may influence the sender or receiver.
ii) Message: This refers to the set of content or information that is sent by the sender to the receiver. The message or information can be sent in different forms, like text, speech, audio, video, and others. Receivers need to properly interpret and understand the message with accuracy. Different factors that influence the message are the content, elements, such as signs and gestures, the way the message has sent, word structure, and code, like language text, gesture, and others.
iii) Channel: This is the medium that is utilised to share the message with the receiver. Mass communication includes different technical tools, like phones, television, radio, the internet, social media, and other channels. 
iv) Receiver: They are the individuals who receive and decode the coded messages. The same factors that influence senders moreover can influence receivers (Turaga, 2016). 
Case study of The Professor and the Village People
A professor from the UK lived in a village in South Africa. He was unable to communicate with villagers due to different social, cultural, and language differences and knowledge gaps. The professor had been facing a huge problem interacting with local villagers and the differences between them restricted them from communicating effectively. 
In this case, different factors are influencing the sender and receiver and due to that the communication was not effectively developing.
Workplace experience:
In my workplace, team members often face problems understanding the perceptions of the team leader due to language factors, and cultural and attitude factors.
Recommendations:
The poor communication process in my workplace can be overcome by providing proper feedback to every communication. Moreover, in my company, suitable channels of communication are needed to utilise for effective communication.
Similarities and differences between the theories
Three of the above-discussed theories are similar to each other as every theory involves the common components of the communication, such as sender, receiver, channel, and message. However, Berlo’s SMCR is quite different from Shannon and Weaver and Schramm’s model of communication as it is without feedback and linear. Moreover, Berlo's model involved different factors by which different components of communication can be influenced. 
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3.1 Verbal:
Verbal communication refers to the proper use of words in order to share information or message with others. Verbal communication skills involve the ability to both written and spoken communication. There are different types of verbal communication skills, such as actively listening, being capable to speak clearly, forming words properly, writing down information clearly, and others. 
· Effective speaking: This skill involves choosing suitable and clear words, clearly saying the words, polite tone of voice, pace, and others.
· Active listening: This is a very important verbal communication skill as it helps individuals to understand others’ thoughts and opinions. This skill involves proper concentration power, being open-minded, being prepared for listening to others' perceptions, being objective, and others (Barnard, 2021).
· Effective writing: This skill involves structuring words, forming sentences, developing effective content, and others to present the perceptions and thoughts in the written form.
3.2 Non-verbal: 
Non-verbal communication is defined as facial expression, gesture, voice tone, body language, eye contact, posture, and other ways individuals can interact without language. Non-verbal communication skills of individuals involve the way they look, react, listen, and move. Having these communication skills is important as they help in matching up with the words that people are saying and as a result, clarity, trust, and relationship increase. 
Case study: A Day with the Chief
An employee was selected to represent the marketing plan of the company in front of the Chief of the company. He excellently expressed his thoughts and opinions with suitable words, sentences, and body language that impressed his Chief and approved his plan.
3.3 Active listening:
Listening actively is a significant and essential skill of communication. In the process of communication along with speaking, it is equally important to listen to what others are saying. Otherwise, confusion and misunderstanding will increase. Without properly listing others’ perceptions, one can not continue the interaction. Therefore, an individual needs to actively listen to others for continuing the communication and provide feedback.
Empathetic listening: 
Empathetic listening refers to a questioning method and structured listening that allows individuals to develop and improve relationships with proper understanding both emotionally and intellectually. This skill involves the ability to listen carefully, give proper attention to others’ opinions, be non-judgmental, follow up, and others (Parks, 2015).
Case study: Max the Multitasker
Colleagues of Max were having conflicts with a person from their department. Max acknowledged the person’s stress while moreover considering that their colleagues had their own issues without trying to be offensive. 
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Advantages:
Communication technology refers to the transmission of information or messages among machines or people through technology. There are different types of technologies that are associated with the process of communication, such as the telephone, internet, television, and radio. The use of technology in communication provides several advantages that are as follows.
i) Increases speed: Communication technology helps in increasing the speed of communication. In the era of technological advancement, time is not a problem in communication. People can communicate with each other swiftly with only a phone call, text, or email (Alruwais et al., 2018).
ii) Reduces costs: The use of technology in communication is cost-effective. People can interact with mass at a time with lower costs. With the use of the internet, phone calls, emails, social media sites, and others people can interact with others at minimum costs (Applegate, 2019).
iii) Clarity: The clarity of information or messages has developed with the help of communication technology. With the high-quality audio, video, and images clarity in communication improved which has helped in improving the quality of messages and conversations.
iv) Proximity: Technological development made the whole world a smaller place where everybody can be interconnected with each other only by using technology. Technology communication allows people to easily interact with people who live nearby as well as in other countries through emails, phone calls, messages, or social media platforms (Shortis, 2015). 
Disadvantage:
Along with several advantages, communication technology brings some disadvantages which are discussed below.
i) Lack of privacy: Technology in communication increases the security risk. Hackers can easily hack communication technology to steal or manipulate sensitive information or messages. Consequently, private information can get into the wrong hands.
ii) Increases destructions or interruptions: Any kind of technical glitches or issues can adversely affect the entire process of communication. For example, network problems or faults in communication technology can stop the whole communication process.
iii) Possibilities for confusion: When an individual communicates through cell phone, computer, or other technologies the sender and receiver lose the tones provided by voice and body language. A physical interaction provides immediate clarification which is missing in communication through technology. Therefore, often the chances of misunderstanding can be increased (Goss, nd). 
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The report has discussed different theories of communication and identified different components related to communication. Different case studies have been provided to develop a better understanding of theories. Moreover, various important communication skills have been evaluated. Furthermore, the pros and cons of communication technology have been provided. 
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