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Executive summary 
In this report, three models of communication including the Shannon-Weaver, Schramm, and Berlo’s models have been analysed and interpreted. Additionally, several communication skills including verbal and nonverbal, active and empathetic listening have also been illustrated in detail. Besides, the advantages and disadvantages of communication technology have also been addressed in this study. 
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1. Introduction 
Communication itself is the act of providing, receiving and sharing information where the good communicators need to listen to carefully, write or speak clearly and also respect several opinions of the individuals. Communication carries out the significance to the world of work by involving managers in strong communication for making them able to make the entire team. Additionally, the task delegation, management of conflict, relationship building and motivation development help the managers to be strong communicators. The barrier relating to the communication is over complicated and unfamiliar sometimes affects the ways of conveying messages. Poor communication carries out the consequences of creating misunderstandings, missing several opportunities, creating conflicts and delivering misinformation and mistrust among the employees.
[bookmark: _Toc100777806]2. Models of communication 
[bookmark: _Toc100777807]2.1 Shannon and Weaver 
As per this model, it can be stated that the communication itself is a mathematical theory of communication that tends to argue at the time of forming and developing communication that can be broken into various key concepts including sender channel, noise, encoder, decoder and receiver. 
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Figure 1: Shannon and Weaver of communication 
(Source: Kubota, 2019)
1. In this model, the physical noise declared by Shannon and Weaver is to interrupt the message by staging the ways of messages from the sender to the recovery as it is being renamed after gaining the idea of noise that may interrupt the understanding of the conveyed or the delivered message. 
2. As per Shannon and Weaver, communication-related misunderstandings can be avoided by avoiding confusion and making communication clear and concise by including several irrelevant details for misleading the communication. Henceforth, it needs to be quite clear that on the basis of the needs and expectations of the individuals, the specific dates and times of the tasks must be set for completion of the tasks and arrangement of proper and clear communication (Lacerenza et al., 2018). 
3. As per the case study, there are two characters, Maria and Pedro, there is a communication problem due to the creation of the noise, hence, the understanding of the message or conveying of the message between both of them is not clear. 
4. As per the statement of the author, there is also a similar example relating to his workplace, where because of the creation of the physical noise due to engaging many employees altogether, the communication gap occurs and the purpose of the task fulfilment has not been achieved properly. 
[bookmark: _Toc100777808]2.2 Schramm 
There is a little difference between the Schramm and Shannon-Weaver model of communication, as it is a linear and transactional model, whereas linear is so basic but the transactional establishes upon it. Thus, in a linear model, the sender tends to communicate with the receiver by specifying way channel of communication. 
1. This model is the circular model of communication that follows the path of communication from the sender to receiver and from receiver to sender again. 
2. This model can be described as a two-way process of communication that tends to get followed between sender and receiver by taking turns while sending and receiving the messages. Besides, the views of communication may be considered as the process of taking place between sender and receiver for choosing a medium of communication and ways in which the message can be transmitted thoroughly (Valor-Segura et al., 2020). The inference can successfully be avoided by increasing the working distance from the actual source of interference by using a larger optical focal length. Thus, using high-quality based data may be capable enough for keeping the electromagnetic radiation out of the communication bond. 
[image: ]
Figure 2: Schramm model of communication 
(Source: Elleström, 2018)
3. As per the case study, there is feedback from Maria and Pedro that, due to the creation of noise, there is a communication gap between them, thus, the goals of the task accomplishment in the workplace are not being performed properly. 
4. As per the statement acquired from the author, it can be illustrated that, in the respective workplace, the leader was communicating with his subordinates and also listening carefully as the form of feedback (Giudici & Filimonau, 2019). Meanwhile, due to creating such inferences there, the communication gap occurs and there was no development of communication that happened further after that situation; hence, this inference can be mitigated by using property understandable languages and delivering the qualitative information. 
[bookmark: _Toc100777809]2.3 Berlo
Berlo's model of communication tends to represent the actual procedure of communication in the simplest form as the acronym SMCR stands for the sender, message, channel and receiver describing several elements or components of forming the basic process of communication (Lacerenza et al., 2018). The SMCR model or the model of Berlo is quite similar to the others but the other two above-stated models are different from it as it is linear and it does not require feedback. Hence, making interference or noise might be caused after delivery or conveying of the message, hence, the messenger can be sent and delivered in the form of attributing attitude and knowledge of the individuals. 
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Figure 3: Berlo’s model of communication 
(Source: Muyanga & Phiri, 2020)
Skills of communication: This entire model carries out the skills of communication including speaking, showing the language differences in reading and listening as well. 
Attitude: Thus, the attitudes relating to this specific model may bore the people as they can pretend that they are not listening and also assume the whole communicated things so far (Fernando & Wulansari, 2020). 
Knowledge: As there is a difference between sender and receiver that may carry out the result of associating and furnishing the communicative language where the receiver does not understand anything, but in case, the sender uses the critical words that are actually difficult to understand, thus, according to the receiver, it may also be difficult in understanding the whole conveyed message. 
As per the case study, once, communication was developed between tej professor and the village people. The village people were not at all literate to understand the difficult words as those are conveyed by the professor. Hence, they expressed their difficulties to him and as they were the tribals, there was also the issue of language problems. Thus, the village people respected the professor a lot, hence, they were pretending that they were listening to everything and also assuming the conveyed things as per their abilities and choices so far. 
For instance, this same communicational problem arises due to the language difference of the manager of an organisation, where he was getting bored during making the people understand what he is trying to convey, thus, due to using critical words, a variety of the workplace individuals were not able to understand the conveyed things. 
[bookmark: _Toc100777810]3. Communication skills 
[bookmark: _Toc100777811]3.1 Verbal 
The spoken skill of communication includes several skills that allow the individuals to make effective communication where the ability can be delivered for conveying the information verbally in a particular way for helping the people understand. The written skill of communication involves expressing something clearly by using concise language with precision by constructing a logical argument by taking notes, summarising and editing (Wesner, Smith & Austin, 2018). Thus, the layout and the structure must be relatively identifying by stating the ways of writing good quality content. As per the case study, once, the author was called by the manager of the organisation, there was communication going on between both of them, suddenly, the author did not understand something that has been expressed by the manager, as his English was too fast and he was using such critical worlds that were difficult to understand. Thus, also the tone and pitch of the way of communication were also so poor, thus, the author could not understand what actually was being conveyed by the manager. Hence, there was a verbal communication gap that needed to be mitigated on an urgent basis. 
[bookmark: _Toc100777812]3.2 Non-verbal 
Body language is important while making active communication, as it assists the people with developing a level of understanding procedure of decoding the thing that is being said by the person standing on the opposite side. Hence, as it also helps in interpreting the emotion and moods of the people thus, it also increases the conscious understanding among the reactions of the people regarding what they can say and the way they used to say actually. Facial expressions and gestures are also important in this regard as they probably send an important signal while the communication is going on. Thus, it also quotes the personalities, motivations and emotions of the people by providing messages in certain ways by making the action and the improved social coordination. As per the case study, once, the author faced an awkward situation, where the manager was ready to use the body language and what he was saying, using gestures and facial expressions or assisting the author you understand (Kalogiannidis, 2020). But there was a problem with the genre or the ways of the expression, thus, the author did not understand anything, but he tried a lot. Hence, a major communication gap occurred there suddenly, which must be mitigated with the efficiency of both of them involved in this type of communication process. 
[bookmark: _Toc100777813]3.3 Active listening 
Active listening itself is the way of listening and responding to another person who tends to improve mutual understanding as a whole. Thus, it is also significant for defusing the actual situation by selling the through and the relevant solutions to the actual problems or issues. Thus, the lesson included in this active listening context provides ample opportunities for the students for identifying what is actually important in terms of managing the overall conflicts (Mercader et al., 2021). Active listening requires paying more attention to what is ready to be conveyed, thus, it can also assume that the person needs to say or complete the sentences that are going to be converted or told actually. 
[bookmark: _Toc100777814]3.4 Empathetic listening 
Empathetic listening itself is a structured listening that involves the questioning techniques that tend to allow the people to develop and increase the relationships by making a strong understanding regarding what is ready to be conveyed to the people (Radovic Markovic & Salamzadeh, 2018). Thus, as communication needs to be developed in an emotional and an intellectual manner, it takes the process of active listening techniques to a new as well as an innovative level. As per the case study, it can be demonstrated that the author is a multitasker, he can perform all the work in a careful manner by developing structured listening to the things that are being conveyed actually. He can make and improve his relationship with the people associated in the communication zone at the time of performing the tasks that are being allocated to him. 
[bookmark: _Toc100777815]4. Advantages and disadvantages of communication technology
Advantages 
There are several advantages relating to communication technology, as the advantages make the entire communication technology more efficient by making the method faster at the time of extreme emergencies (Tripathy, 2018). Henceforth, it also makes the communication abilities and enables the people as well to conduct and develop out from any side of the world. Thus, as long-distance communication is easier to communicate, it makes communication comparatively easier. 
Disadvantages 
Along with the advantages, there are several disadvantages associated with the communication technology that are impersonal by nature where it states the way of working and inhibiting the personal communication in a short and an instant process as there is no way of expressing the feeling or emotion that can be compared to the direct communication process. Thus, as the technology tends to distort the clarity of the message, hence, the message is ready to be conveyed and does not depend upon the fast and instant zone (Paige et al., 2021) 
[bookmark: _Toc100777816]5. Conclusion  
It can be concluded that effective teamwork and communication are much more important or significant as it makes the work efficient and also develops trust among the individuals. Thus, it also builds and progresses the team members by defining their respective skills and potentialities for boosting morale and assisting them a lot by making them engaged with the concerned organisational workplace. It also helps the organisational workplace by making better problem-solving, increasing the potential for making innovation, enhancing personal business growth, providing more growth opportunities, analysing and solving the smart risks with boosting the overall productivity of the employees.
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