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Introduction 
The technique of sending data from one location, individual, or organisation to another is known as communication. Effective communication helps improve a workgroup's productivity and task participation. It applies to almost every sector. Communication channels are always streamlined as poor communication can lead to misunderstanding among the employees and can cause disruption in the workflow; therefore professional communication skills are essential. Following communication, models help the organisation to reach the position that it wanted and improve the brand’s image. In this report, the models of communication along with the required communication skills will be discussed. The report will also be showcasing the case study of Barry and will relate to the problems that they faced while working. 
Models of Communication 
2.1. Shannon and Weaver’s Model of Communication (1948) 
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Figure 1: Shannon and Weaver’s Model of Communication
(Source: https://helpfulprofessor.com/wp-content/uploads/2019/09/shannon-weaver-model-of-communication.jpg)
As per Genç (2017), the Shannon and Weaver model is a linear communication system that can be used to analyse how information is being transmitted and retrieved. It is most renowned for its capacity to understand how communications can become muddled and misconstrued during the transmission and reception procedure. The sender or source of information is the first step in this scheme. They are the individual who possesses the data in the first place. The encoder, which is the equipment or individual that translates the concept into impulses that may be conveyed from the transmitter to the retriever, is the following step (Yurko and Styfanyshyn, 2020). The means through which communication is sent is referred to as a channel. A decoder is a device that converts transmissions or unstructured files into messages. And finally, the receiver is the individual who obtains the information or the location to which the communication must be delivered. The recipient also responds to the communication by providing feedback. Furthermore, one component that can interrupt the whole process is the noise. Noise disrupts the transmission of information from the source to the destination. 
As per the case study of Barry, the food officer Barry has given instructions to his workers to keep the hot foods and cold foods in different places so that customers can get quality foods when they order. The sender selects the ways of comprehending the message to the transmitter. He uses the encoder as the digital signboard that encodes this message using the channels such as cable (Akhter et al. 2020). But the external disruptions or noise such as an interruption in the signboard broadcast has led to miscommunication that leads to unclear message delivery to the intended workers. On the other hand, the internal noise such as a headache of an employee or any health issues for which they couldn't concentrate on what has been said to follow also leads to poor understanding.  
2.2 Schramm’s Model of Communication (1954) 
According to Schramm (2019), Schramm's Communication Model is cyclical rather than linear. It implies that communication is a two-way street, with the information moving back and forth from origin and destination. Encoder or Transmitter, Decoder or Recipient, Translator, and Messages are all components of the Schramm communication model. The message flows from the source to destination, according to one component of this paradigm, however, when the recipient sends a signal destination node, the roles are reversed. The transmitter transforms into the recipient, and vice versa. 
For instance, in a workplace, the CEO of the company had joined to give a speech to the employees to motivate them. As per this model, the sender’s communication skill matters and the source have a variation of ideas, concepts and information that he intends to share with the staff. The information is shared via presentation, charts, photographs, etc with the staff and the intended message is delivered to them (Kalogiannidis and Papaevangelou, 2020). Hearing what the speaker comprehends, understanding it and responding to the question is a form of decoding. Encoding is crucial since it starts the communication process by transforming the thought into the material. When data reaches the receiver, it is up to him to figure out what the presenter is trying to say. According to Schramm's model, after the message is sent to the receiver, he must provide feedback and let him understand if he heard the message in the format prescribed by the presenter. If he is unclear about anything at all and seems to have any concerns, he should consult the presenter. As a consequence, when the presenter sends a clear message to the recipient, the person listening decrypts the message and, after comprehending it, sends it back to the presenter, concluding the circle.  
2.3 Berlo’s SMCR Model of Communication (1960) 
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Figure 2: Berlo’s SMCR Model of Communication
(Source: newsmoor.com)
The SMCR model depicts the information exchange and occurrence. It is the fundamental foundation of advanced communication interpretation the source, or the basis of the interaction, is represented by the origin. As per Daylight (2017), the transmission is a bit of confidential information delivered by the sender. The model goes into greater detail on the four parts that a communication element passes through. The very first element of the paradigm, the source, is reliant on the communicator's communication skills, mindset, verbal ability, social structure, and the context concerning the information to be communicated. 
As per Alshanqiti and Khozium (2021), Schramm’s model of communication was cyclic whereas the model of Berlo looks into the emotional aspects of the speaker. The CEO of the company’s communication skill has been noted, he had a good communication skill so the members of the company were able to get the message that the speaker comprehended to them. The attitude of the transmitter was also a contributing factor to set the workplace environment. The content of the message was appealing so that the employees got attracted and tried to decode them by listening carefully. This is a form of mass communication and hence the channels like the electrical microphones were used. The receiver that is the last element determines how long the message is remembered by the CEO and how much of an influence it has on changes in behaviour. The company's increased number of valuable customers and revenues indicate that the strategy was successful (Kirbas, 2017). 
Communication Skill 
3.1 Verbal Communication 
According to Umeozor (2020), the use of language to share knowledge with others is known as verbal communication. As a result, it might incorporate both oral and textual interaction. Many individuals, however, also use words to mean just oral communication. Therefore, any interaction that employs language to communicate directly with others is referred to as verbal communication. The efficiency of expression, staying relaxed and composed, politeness, and adhering to some fundamental politeness norms will all help with verbal communication. The presenter's voice, the accuracy of pronunciation, loudness, pace, facial appearance, and the usage of the terms used in the discussion everything creates an  impact in the efficiency of verbal communication. The feedback is rapid in the case of verbal communication because the sender and receiver are both sending and getting the data at every moment. 
For instance, in the workplace the manager that is the sender must speak in a high-pitched voice, loud enough to be heard, and the subject material must be tailored to the intended audience. The sender that is the manager always double-checks with the destination to ensure that information has been obtained exactly as planned (Šliogerienė and Stunžaitė, 2019). Such interaction is more vulnerable to failure since words alone may not always suffice to explain a person's emotional responses. The effectiveness of verbal communication is determined not just by a manager’s capacity to talk, but also by his or her willingness to hear. The efficiency of communication is determined by how well somebody attends to the selected topic. It is possible to use verbal communication in both official and informal contexts. The managers provide all the essential information using written documents so that the effectiveness of the conversation increases. The receiver, on the other hand, listens to the spoken advice and gathers the written information to complete the cycle of communication. Once an employee got terminated as the grammar, tone and language was inappropriate according to the manager of the company. So it is essential to have great communication skills in the professional area (Guo et al. 2020). 
3.2 Non-verbal Communication 
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Figure 3: Non-verbal Communication 
(Source: geektonight.com)
The method of conveying and getting data without utilizing words or phrases, either verbal or documented, is called the nonverbal communication or manual conversation. Nonverbal action can maintain areas of verbal communication in the same manner that featuring emphasises written document. Nonverbal communication accounts for a significant amount of our interaction. The facial expressions, movement of eyes, appearance and others are the elements of non-verbal communication. In a workplace, if the gesture of the supervisor is inappropriate then wrong information would be passed on to the employees. A large amount of nonverbal communication is communicated through facial gestures. If an employee in the workplace is not satisfied then it can be identified by looking at the expressions of the face.   Gesturing, indicating, including using hands or fingers to signify numeric amounts are all examples of intentional motions and indicators that can be used to express meaning devoid of needing words. Nonverbal communication depends massively on conception, and communicative activities such as glancing, looking, and winking are common. When employees come across other individuals or things they like, their flickering speed increases and their pupils expand. Glancing at someone else can peovide a variation of feelings, including animosity, intrigue, and interest.
In the workplace, managers show the accurate gestures as wrong information can be spreaded with incorrect usage of any non-verbal communication such as glancing or facial expression. One such employee felt that wrong gestures were shown which turned out to be a great concern to run the business properly. So the usage of correct gestures has been taught by providing the supervisor training sessions so that no miscommunication can occur. 
3.3 Listening 
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Figure 4: Listening Skill
(Source: thebalancecareers.com)
In the process of communication, hearing relates to the capability to appropriately acquire and analyse communications. As per Yanfang (2017), the ability to adequately respond to information is sometimes misinterpreted. One of the most crucial abilities someone may have is the willingness to connect. Information and knowledge are gathered through an interactive way. It is the foundation of all communicating effectively. Information are readily misinterpreted if someone doesn't know how to listen well. As a consequence, connectivity collapses, and the sender of the message could become dissatisfied or annoyed as a matter of fact. Numerous big companies implement listening skills training to their staff since it is so vital. This is unsurprising given that effective listening skills can result in more sales experience, improved production with minimum distractions, and enhanced data sharing, all of which can lead to more dynamic and imaginative employment (Xiao et al. 2020). 
In the workplace the candidates were told to listen to the guidelines before starting the assignment but many of the employees heard the matter but did not listen. Listening entails focusing not just to the narrative itself, but also to how it is delivered, such as the use of language in communication, as well as the other individual's facial expressions. To put it another way, it entails being attentive including both verbal and nonverbal cues. On the other hand, hearing refers only to the information that will enter the ears but not create an impact in the mind of the listener. Therefore, as a result many of the employees were unable to prepare the correct assignment that was being told to do. The employees were strictly engaged in the listening training sessions that helped them not only to hear but listening that is paying close attention to the dedicated messages. These helped the company to prosper and get to profitability by completing the correct assignments that were asked to do. 
Conclusion
To conclude, effective communication can aid in the development of a positive professional connection between one and the employees, which can enhance performance and motivation. Interaction in business is necessary as it helps in comprehending the actual message that relates to the company goals. It bridges the balance between individuals and organizations by facilitating the interchange of data and knowledge. The report discussed communication models like Shannon and Weaver’s, Schramm’s and Berlo’s SMCR Models of Communication. It also discussed the communication skills such as verbal, non-verbal and listening skills that are required in one’s employment. 
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