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1.0  Introduction 
Definition of communication. 
[bookmark: _Hlk109669053]The Latin root of the word "communication" is "to share." It is the dissemination of information among diverse people. It is a two-way process that entails the exchange of thoughts, notions, fantasies, actions, and textual material between individuals. It involves, information transfer or exchange from one individual/location to another. In a report by team (2014), there are numerous techniques to carry out communication. Thus, communication involves sending and receiving messages which can be verbal or Non-verbal. For example, when we talk, send a picture or message on the phone, or simply smile at someone, we are exchanging information. Also, when we share our thoughts, ideas, feelings, and moods. We use words, gestures, and facial expressions, as well as various technical means, to transmit and receive sounds, images, light, and electrical signals. This process is called communication. 
In the subsequent discussion, I will talk about models of communication.
2.0 Models of communication 

2.1 Shannon and Weaver (1948) Model of Communication

The Shannon and Weaver (1948) model of communication is a mathematical theory of communication (Chris Drew, 2022). It is a linear model of communication that involves a sender, encoder, channel, noise, decoder, and receiver. Thus, it is an SMCR model of communication which involves sending a message from a source via a channel to a receiver.  According to the Shannon and Weaver Model of Communication, the message could get disrupted in the channel phase by noise and hence communication will be incomplete for the intended recipient. 

This is linear model, that shows how the message is sent and received. If we compare with the other two models, the Shannon model is missing feedback. Thus, when there is no feedback, misunderstanding occurs in the conversation, and communication can get lost and distort the communication process.  The Shannon and weaver model is as shown in the diagram below
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                                                        Source: (Ifcho, 2019)


Also, below is a workplace related example to explain the Shannon and weaver model of communication. Zelyunka phoned her manager Will through the smartphone to make an order for a company and to meet at 9am on Tuesday if possible. Will was close to passing train and was unable to hear what Zelyunka says completely. Therefore, the communication process is not complete as there was no feedback and the message also got distracted by the train.  Here, Zelyunka is the sender of the message and source of information. Smartphone is the channel of communication and transmits message from Zelyunka, sender to the receiver Will. The passing train is the noise that prevents effective communication. Will decodes the voice into a message, so he is the receiver and destination of the message.

2.2 Schramm (1954)

Schramm and Shannon model differ in that the first has feedback, the model is circular, and sender and receiver can be some person. Second one it is missing feedback and noise source, and the model is linear.
In his book "The Process and Effects of Mass Communications," renowned communication theorist Wilbur Schramm devised a simple communications model. Schramm demonstrated in the model that communication always requires three elements: the source, the message, and the destination, just like Aristotle did. The ideal scenario is for a message to be encoded at the source, transmitted across some channels to the destination, where it is received, and then decoded. Wilbur Schramm proposed the Schramm's Model of Communication in 1954, arguing that communication is a two-way process in which the sender and the receiver alternate sending and receiving messages. (Study, 2022)
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                                    Schramm communication diagram
                   
                                           Source: (QS Study 2022)

Advantage of the module is circular in nature; feedback is very important in data. 
Why repetition is a crucial component of communication, and the sender and receiver can be the same person. This model demonstrated that both the sender and the recipient are actively and continuously communicating. (Theaker, 2004, p. 22)
Disadvantages of the module; The idea of semantic noise is absent. Assumes that encoding and decoding does not take place at the same time.
For example, from the first model Shannon and Weaver!
Will could give feedback and explain that he did not understand due to noise interference.

2.3 Berlo (1960)

From Shannon Weaver's Model of Communication, David Berlo proposed the Sender-Message-Channel-Receiver (SMCR) model of communication in 1960. (1949). He discussed the elements that affect each part of communication and improve its effectiveness. The paradigm also emphasises encoding and decoding, which take place prior to the message being sent and received, respectively. (Communication, 2018)
The six steps in Berlo's model of communication are: the communications source, the message, the message's encoding, its delivery mechanism, its decoding, and the message receiver.
Berlo is a linear module of communication missing and feedback.
The interesting thing about this model is Chanel It includes hearing, seeing, touching, smelling, and tasting. Berlo describes that a person must have good communication skills to be able to have an effective conversation accurately and clearly the sentences must be pronounced communication will not be effective if the recipient does not understand the message correctly. Berlo is a linear module of communication missing and feedback.

Berlo Diagram
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                                       Source: (Businesstopia 2019)

For example: When we listen to the radio the person talking on the radio is the source of the news distribution. The news is the message, and radio is the channel. The people who listen to the radio are the target audiences. The audience is unable to provide feedback in this situation. Additionally, there is only one way of communicating and no feedback is given. Reading a book, watching news can also be added.                       Verbal Communication
· Written communication        
· Oral communication       
· Speaking


3. Communication skills 

                                                                         Type of communication skills


                                               
                                                                                Non-Verbal Communication
· Body Language       
· Eye Contact
· Facial Expression
· Tone, Voice of speaker  


                                                                       







3.1 Verbal Communication

The first few modules were about communication. We were taught about different styles of communication.
Verbal communication refers to speaking and oral. This implies that it is unavoidably necessary to utilise words or terms, whether spoken or written. However, verbal communication is unique to humans because it involves the use of words.
Interaction between individuals is the foundation of communication. One method of face-to-face communication is verbal exchange. The fundamental elements of verbal communication are speech, language, words, and sound. Oral communication: It is the verbal exchange of ideas. There is two-way sender or receiver massage with express word, in this way that method widely used all over the world, because of fast information transmission and fast response. Must be spoken intelligibly to be sure that the other people understand us and for greater effect keeping eye- contact. 
Excellent language management and meticulous attention to detail are essential for good writing. Writing allows people to keep records and allows them to transmit and store information relatively easily. Before starting to write, we must consider and plan the content of the description. In instant my report It is important to prepare your report in advance.   scholarly writing a decent assignment is difficult, but it's also one of the most satisfying parts of studying. It provides a fantastic opportunity for mental focus, mastery of a new subject, and the growth of a skill applicable to life, work, and education. Writing projects may be motivating, engaging, and even entertaining with the correct attitude! Assignments at this level will occasionally appear difficult, but they are designed to push your intellectual limits. The benefit is that pupils typically see a substantial improvement in their writing abilities. This results from a variety of factors, including: * increased vocabulary and critical awareness through reading, writing, and class discussion * the amount of experience students receive from writing notes and assignments. (Cottrell, 2019)   After deciding what you want to say, make a list of all your points and arrange them in a logical order. To be sure that people who read the report easily understand what you want to say, strategy will guarantee the clarity of your message and help you avoid leaving out important information. In this lesson whit other student have been given to writing formal letter to the institution, that they will have an inspection. We also had exercise whit questions to find out it is formal or informal writing. 
3.2 Non-Verbal Communication
Non-verbal is send and receive messages without words. In class we had several examples of Body language is the way you hold your body - posture. It shows your attitude towards what is happening around you. Others understand the signs in an instant. Eye contact- Eye contact can show interest, attention, and engagement. Emotional- Showing strong emotions is a strong communication that is understood immediately. Involuntary signals, postures, gestures, facial expressions, intonations, manner of movement. A person is face can give away a lot of his mood if he is smiling or if he is frowning, if he feels bad in the same way we can understand immediately from the facial expression. The raising of the eyebrows and the tilting of the head give enough away. Body posture is an important part, if we ask a question to someone standing with hunched shoulders, it is a sign that he does not understand what we are saying to him or there is no answer to our question. When we speak, we use more words, the tone of our voice and the body language in question also play an important role as they can complement and even contradict what we have said. We should not ignore the voice the pitch of the voice and this whole bundle of gestures together with the intonation convey a large part of the messages we want to say.
3.3 Listening
Listening-Active listening is focus on the information provider and shows that is interested and the goals is to familiar whit people to know-well and to understand information given to us.
It will be noteworthy because we will be putting active listening into practise if we can have a conversation whit someone who is paying attentively to them about ourselves, as soon as we are familiar whit the material being provided, we can add our thoughts, questions, or ideas.

Empathetic listening in my point of view you must be empathetic and adapt to them. Listening is a necessary skill to grasp the shifting dynamics of the individuals and groups around us, whether they are our loved ones, co-workers, or supervisors at work, it is necessary to both put ourselves in the other person shoes and to do so.
Poor communication frequently produces a stressful atmosphere where people are uninspired to collaborate and unmotivated to be effective. In a work environment it is very important that communication is conveyed and received and understood correctly. In instance, I had new cleaners, which I must train them, but unfortunately, they did not understand that our English communication was zero. I had to do my best to be understood mainly with an interpreter, with signs and facial expressions to make sure they understood me well. Otherwise, the work process will not be executed. Barriers can be the main source of the problem such as age limit, different nations, and culture not so good language influence.
The consequences of poor communication can cause a lot of damage. It causes conflicts and worsens relations between people. That is, if you are an ineffective communicator, you can build invisible barriers in the relationship with these people, which gradually destroy it. However, communication is a skill that can be learned, like riding a bicycle. If you are willing to work on this skill you will very quickly improve not only communication but also every aspect of your life.

4.The Advantages and Disadvantages of Technology in communication.

People are now able to conduct things more effectively because of technological advancements, and these methods provide good outcomes. For our presentation we need source, information a device from which to make the exam. Things like PowerPoint, Words, and references.
For instance, thanks to computer technology, schooling has advanced significantly. Without ever leaving the comfort of their classrooms, students can learn on a worldwide scale.
New career prospects Since more and more occupations are becoming available that can be done from home thanks to Internet connections and related gear (computers, mobile devices, etc.), remote work is becoming a more viable choice. Technological developments make communication easier. Technology has also benefited transportation. You can cover more ground more quickly. It is simple to stay connected wherever consumers are thanks to video, video calling, email, and social networking
Identity theft occurs when a thief gathers information about you and then utilises it to pass themselves off as you or commit fraud. From personal experience my personal data were stole and they said it was me and asked them for a loan even small amount of date is sufficient for a thief to open bank accounts, make credit transactions, take out loans or commit crimes on your behalf.
Cyber bullying it is a common occurrence these days, unfortunately it can be met info social media, platform for massage, game, and mobile phone. For example, share of incorrect information, sending insults and threats.

Social interaction when two or more individuals are conversing or interacting with one another,
People nowadays are using technologies, rather than face-to-face meetings. More and more people are having issues with personal smartphone addiction. But with their use we have direct and quick access to a wide range of contacts, friends, websites, news, and entertainment.
At a time like Coronavirus the technology helps more of people. In this way they were able to work to conduct all meetings online from home, and we are also the students our first semester was online thus we were protected and the option to study online it was a good approach. Although online meetings they are nice, you save time, transport and you could conduct the conversations from anywhere in the world,
but they also have their bad side, you cannot be 100% focused on a bad internet that can prevent a job from being done well connection

5.Conclusion 
 In my conclusion, communication involves more than simply words; it also involves body language and tone. Your body language and voice tone can be used to effectively communicate your message. It's frequently recommended to make eye contact whenever feasible rather than using other types of indirect communication. Numerous communication hurdles that may be the fault of the sender or receiver can cause communication to break down. Therefore, understanding the hurdles is necessary for efficient communication. It's crucial to select the appropriate communication channel as I have described the communication patterns, because the inappropriate medium might dilute the message. Because different cultures have distinct conventions about nonverbal communication and because different words will be understood differently across cultures, more caution should be used when communicating across cultural boundaries. 
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