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Introduction 

Any interaction, whether personal or professional, needs to be open and honest to be successful. The exchange of ideas, facts, viewpoints, or messages between two or more persons constitutes communication, according to Parker (2019). It is crucial in the workplace because it enables the productive and efficient flow of ideas between staff members, teams, and departments. Having poor communication skills can result in misunderstandings, arguments, and other unfavourable effects.. This introduction will cover the definition of communication, its significance in the workplace, potential hurdles to effective message delivery, and the negative effects of ineffective communication. 






















Models of communication 
Shannon and Weaver
One of the most well-known and significant models in communication is that of Shannon and Weaver (1948/49). The concept is predicated on the notion that message encoding and decoding is the process of communication (Al-Fedaghi, 2012). A message is encoded by the transmitter into symbols, which are then sent and received by the recipient, who decodes them into a meaningful message. Shannon and Weaver contend that only when the receiver correctly decodes the message is communication successful.[image: ]
Figure 1: 2.1	Shannon and Weaver model diagram (Al-Fedaghi, 2012)
A boss emailing their team with project instructions could serve as an illustration of this in the workplace. The manager must be transparent about their goals and offer advice on how to carry out the project to its fullest potential. The manager must give feedback and clarification if there are any issues or misunderstandings to make sure the team is on the same page.








Maria and Pedro are a perfect example of how confusion may cause communication to break down. Pedro believed Maria wanted him to meet her in the kitchen when, in fact, she had requested him to pick up a chicken on the way home. The communication model developed by Shannon and Weaver can be utilised to clarify this confusion. In the example of Maria and Pedro, Maria was the sender, Pedro was the receiver, the noise was Pedro's misunderstanding, and the message was to purchase a chicken. Pedro should have called Maria to confirm that she meant "Kitchen" or not in order to avoid this misunderstanding If both Maria and Pedro had adopted a more efficient communication paradigm, the breakdown in this situation might have been prevented. For instance, the transactional model of communication, which allows for feedback and mutual understanding, may have been adopted (Barnlund, 2017). Maria and Pedro would have been able to confirm that the message had been understood correctly before the conversation ended with the help of this model.
Schramm
Schramm's Model of Communication is a circular, interactive communication model that proposes that the sender, message, and receiver all play an active role in the communication process (Lin and Lin, 2020). It differs from the S & W model in that it is a two-way process, implying that receivers, rather than being passive recipients of the communication, take an active role in processing messages and responding (Kuznar and Yager, 2020). It also highlights the significance of context in communication as well as the impact of cultural, economic, and social aspects on how messages are interpreted. Finally, it considers communication to be a process of meaning creation rather than simply the exchange of words.
[image: ]
Figure 2: Schramm's Communication Model Diagram (Kuznar and Yager, 2020).
Yes, I have a similar example from my workplace. One of my colleagues had asked me to provide some data for a project, but I misunderstood and thought he wanted me to analyze the data instead. This caused a lot of confusion and wasted time.



To avoid such misunderstandings, it is important for both parties to be clear about their expectations and provide feedback. This will ensure that both parties understand the task and can provide the necessary support. Additionally, it is also important to ask questions and double-check if there is any confusion or doubt. This way, any misunderstandings can be avoided and work can be done smoothly.
Berlo
The communication theory has greatly benefited by Berlo's communication model. It is based on the idea that for communication to be effective, there needs to be a sender, a recipient, a message, and a way to communicate the message (Saud, Jufri, and Rahman, 2014).[image: ]
Figure 3: Berlo's communication model diagram (Saud, Jufri, and Rahman, 2014)
The approach also emphasises the value of feedback in assisting the sender in determining whether the message was properly understood. In contrast to S/and W's Schramm's model, Berlo's places more emphasis on the interactions between the sender and recipient than the content of the communication (Kuznar and Yager, 2020). Additionally, Berlo's model highlights the need of feedback in determining communication success. Additionally, Berlo's model considers how various noise sources affect communication (Kuznar and Yager, 2020).
Because the Professor was speaking to them in a language they did not understand, the villagers refused to assist him. They couldn't grasp the words he used because they were too intellectua . He should have used a language the peasants were familiar with and a dialect they could comprehend while speaking to them. Berlo's Model of Communication can be utilised to explain this circumstance because it has a sender, message, channel, receiver, and feedback (Bergman, 2019). The professor's message, in this case a warning about a burning house, was delivered to the villagers. The message was sent through the professor's language, and the professor himself served as the sender. Communication broke broken because of the professor's failure to consider the environment and the language barrier separating him from the peasants. The lecturer should have avoided using as much technical jargon as the village people would have been able to understand.

Communication skills
Life today depends heavily on having good communication skills. Both verbally and nonverbally, they include making one's point very plain. Using the proper language, tone, and pitch is essential for verbal communication (Arnold et al., 2015). As a result, sentiments and opinions can be expressed more effectively. Body language, gestures, and facial emotions all play a part in nonverbal communication. By doing so, a message can be communicated without using words. In both personal and professional relationships, effective communication is essential. In every field, they can aid in one's success. The ability to communicate well is crucial, therefore learn it.
The breakdown in coordination between Max and Tamara was a communication breakdown that was to blame for what transpired. Max was juggling too many things because he was so busy at work and could not keep up with all of his appointments and engagements. Additionally, he was unable to hire someone to assist him in managing his workload. Because of this, he failed to record the new date in his diary, which led to a misunderstanding between him and Tamara.
Max might have avoided the misunderstanding if he had taken the required actions to make sure he was well-organized and had a reliable system in place to handle all of his bookings and events. He should have hired someone to assist him in managing his workload as well. Keep track of all his bookings. 
Tamara's reaction was reasonable given that she was rightfully shocked and extremely indignant about what had occurred. It's crucial to keep in mind that Max was dealing with a challenging situation and was making every effort to handle his task by himself. So even though she had every right to be angry and frustrated, her response might have been a little too severe.
When dealing with clients and consumers at business, communication skills are crucial. A client recently requested that a project be finished by a specific date, and I recently encountered a situation where this was possible. Unfortunately, the customer spoke very quickly, which made it difficult for the team to hear what he was saying and meant that part of the additional work that he had requested was not considered. The job was not finished on schedule as a result, which irritated the client.
The need for effective communication skills in the workplace is highlighted by this circumstance, which has been covered in the literature. For instance, research by Ellison (2015) discovered that strong communication abilities can dramatically increase team effectiveness, as well as result in higher levels of customer satisfaction and better client relationships. This was evident in the Max case study as well, as his customer became quite irate and upset because of his communication problems.






I've attempted to improve my communication abilities at work in order to keep things from happening again. To guarantee that I am fully comprehending my clients' requirements, for instance, I have been trying to be more conscious and attentive when conversing with them. I've also been working on speaking more clearly when I interact with clients so that everyone knows what is expected of me. In order to rapidly address any changes or alterations, I have been working to be more responsive to client requirements. These techniques have helped me communicate more effectively and have ensured that I can promptly and effectively attend to my clients' demands.


Advantages and disadvantages of Technology in communication

Technology has significantly altered how we communicate in the twenty-first century. Thanks to the internet, smartphones, and social media, communication is now easier, faster, and more convenient than ever.
Technology has a lot to offer in terms of communication. It has allowed us to stay in touch with people all around the world, regardless of distance (Talebian, Mohammadi and Rezvanfar, 2014). No longer are we restricted to exorbitant long-distance calls or snail-mail correspondence. We can stay in touch with the people we care about from anywhere at any The speed and quality of communication have also increased thanks to technology (Maciejewski, 2017). Messages may be sent instantaneously by text or email, and with the help of AI-powered bots, communication can be automated and customised to save time and money.
However, using technology for communication can also have its drawbacks. Technology's broad use could lead to a lack of security and privacy. (2012); Talebian, Mohammadi, and Rezvanfar (2014). Bad actors might easily obtain access to confidential information through account hacking or data breaches. Additionally, as people depend more and more on technology, communication may sporadically decline (Daim et al., 2012). Misperceptions and misinterpretations could result from this, which might have negative consequences.
The way we communicate has been completely transformed by technology, and opened a world of possibilities. However, it is important to be mindful of the potential risks that come with its use. 
Conclusion
In conclusion, effective communication is essential to any successful team or partnership. Effective communication has been achieved using a variety of communication models, including Shannon and Weaver, Schramm, and Berlo. In addition, effective communication requires effective communication skills. Finally, communication technology has both benefits and drawbacks. Fast communication can be advantageous, but it can also make it more challenging to comprehend what is being said. Effective communication strategies can be developed by having a solid awareness of the many communication models, the value of communication skills, and the advantages and disadvantages of technology in communication.
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