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[bookmark: _Toc102207467]Introduction
In every sphere of our life, whether social or commercial, communication is a common requirement. Communication can move in any way, it can be upward, downward or lateral. According to these, the communication channel might be formal or informal. Communication is needed for teams to perform properly and teamwork is also a key point in an organisation. This report will shed light on three types of communication models, these are Shannon and Weaver’s model of communication, Schramm’s model of communication, and Berlo’s model of communication. It will also discuss different communication skills and the relation of communication with modern technology. 



[bookmark: _Toc102207468]Models of Communication
[bookmark: _Toc102207469]Shannon and Weaver Communication Model:
According to Shannon and Weaver’s theory, communication can be broken down into six components and these are sender, receiver, encoder, decoder, noise and channel (Al-Fedaghi, 2012). This theory works like a mathematical theory also known as information theory.
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Figure 1 Shannon and Weaver's model of communication (Baecker, 2013)
Sender: The sender, or "information source," is the first element in the Shannon Weaver paradigm. To begin with, they are the source of knowledge on the issue. A communicator who originated or transmitted a communication (Ritchie, 2016). A manager, for example, may want to notify staff of a project deadline. The information source collects data by choosing a message to send, a receiver, and a delivery channel. A message may be transmitted orally, in writing, via body language, music, or other methods.
Encoder: The 'encoder' stage of the Shannon Weaver model is represented by the following level of the hierarchy. The encoder is the equipment or person responsible for converting the sender's notion into signals that the receiver will comprehend and respond to. Developed to describe how people interact utilizing devices such as phones and computers that encode our speech using binary digits or radio waves, the Shannon model was created to explain human communication.
Channel: The device that transmits the message or signal is called the channel. The communication channel receives data from the transmitter and sends it to the decoder and receiver (Baecker, 2013). Sending an email, for example, is an example of online behaviour (internet). When using a landline or mobile phone, one interacts through cables, wires, and radio waves. Face-to-face communication uses sound waves from the sender's lips or voice.
[bookmark: _Hlk102173963]Noise:  A channel transports data from an encoder to a decoder. Other than encoded signals, physical noises like horns, network failures, thunder, and crowds may disrupt message delivery, causing messages to be lost or misinterpreted (Bowman and Targowski, 2012). There may be both internal and external noise. The transmitter or encoder makes internal noise. When a sender delivers a wrong message, the recipient will likewise get it wrong. The disruption causes external noise. For example, a bad internet connection or software issue might stop the boss's email.
Decoder: As the names imply, decoding is the polar opposite of encoding in terms of functionality. Therefore, this model often necessitates the use of a device that converts binary numbers or waves into a form that a receiver can comprehend is often required in this approach (Al-Fedaghi, 2012). The receiver converts the binary data or waves into a message that can be recognised and understood by the recipient. Otherwise, the receiver will be unable to comprehend precisely what the sender was seeking to express, putting the efficiency of the two parties' relationship in danger of being compromised.
Receiver/destination: The receiver is the point at which Shannon and Weaver's original idea of technical communication comes to an end or is reached, it can be said, the final destination of the model. Based on the decoded message, the receiver sends feedback to the sender to help him improve his message. If the flow of communication between the sender and the receiver is disrupted by noise, the message will be considered unsuccessful.


[bookmark: _Toc102207470]Schramm’s Communication Model:
Schramm’s communication model is a two-way communication model that involves two recipients passing the message or feedback. The process is not completed until the other party can comprehend. The other communication methods were linear but Schramm’s model is circular. This implies that for the message to be sent and received, at least two people must be involved. Both the sender and the receiver must encode and decode the message in order forage to be accurately interpreted by both parties. These two recipients can be one person too, in this case, it will be called intrapersonal communication.  Schramm introduced a new component that is ‘experience’ or ‘commonality’. This is a reference to the sender and recipient having a shared understanding of what is being communicated to them (Rubtcova and Pavenkov, 2021). Even though a chemistry professor can teach formulas to a class of law students, it will be challenging since the students do not have a common area of knowledge that would make the message more intelligible.
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Figure 2 Schramm's model of communication (Guffey and Loewy, 2014).
Encoder: A sender is a person or organization who is responsible for transmitting a message. When it comes to communicating effectively, the sender must be able to describe why the receiver should give importance to what they are saying clearly and concisely (Guffey and Loewy, 2014). It is detrimental to own well-being if the information presented is inaccurate, unhelpful, or irrelevant to the situation.
Decoder: The recipient is the person or group to whom the message was sent. Several factors impact the recipient's ability to comprehend the message. Do they know what to expect when they read or listen? Also considered are people's openness to new ideas and the trustworthiness of the messenger (Bowman and Targowski, 2012). The message's perception is impacted by the recipient's cultural and personal characteristics.
[bookmark: _Toc102207471]Berlo’s Communication Model:
Berlo’s communication model is one of the simplest models having four components. These are the source, message, channel and receiver, together called SMCR. These components are affected by some other factors.
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Figure 3 SMCR model of communication (Stead, 2012)
Like other communication models, the sender originates the message. Now, some factors influence both the sender and receiver as these give the common ground. The first factor is the communication skill of the sender such as reading, writing, and listening. The attitude toward the audience, the receiver, and the subject of communication has an impact on its meaning as well as its repercussions. The culture of both parties also has an impact on communication (Stead, 2012). For example, some countries have a culture of physical attachment like hand-shaking and embracing after a meeting. On the other hand, some cultures appreciate distance. The message is a collection of information or meaning that is delivered from one person to another via a medium. The content of a message is everything in the body of the message from start to end. Treatment shows how or in what manner the message is conveyed. The structure of a message means the arrangement of the message. The code includes the language, body language, text, and gesture of the message. The channel is the medium of communication that invokes the sensory system of the receiver such as hearing, seeing, sensing, tasting etc.
[bookmark: _Toc102207472]Communication Skills
Individuals need some skills to establish effective communication. The following section discusses the most important communication skills that can help an individual to establish effective communication:
Active listening: Listening actively is paying careful attention to what others are saying while also asking clarifying questions when appropriate to exhibit interest and comprehension (Maguire and Pitceathly, 2012). People who possess this ability are better able to connect to their colleagues and consumers.
Written communication: In the workplace, written communication is equally as crucial as spoken communication in terms of effectiveness. In written communications, it is important to be precise and concise at all times. Writing letters, proposals, emails, and reports are all part of this process.
Public speaking: When making a speech or a presentation, it is crucial to get the audience interested right away and keep them engaged (Riemer, 2017). Eye contact, storytelling, and making an impression that lasts are all good methods of communicating with an audience.
Negotiation and conflict resolution: Conflict management talents are essential in the organisation.  Successful conflict management demands that one listen to all sides of an argument, empathize with them, and work to resolve any issues that arise (Hargie, 2016). In most cases, empathy, perseverance, and a little bit of problem-solving can be used to overcome problems between people.
Giving and receiving feedback: Every communicator must be able to provide and receive feedback to succeed. Recognising and acting on constructive comments may assist employees in growing and becoming better employees. It's critical to be able to deliver and accept constructive feedback that the team can use to improve their performance.
[bookmark: _Toc102207473]Advantages and Disadvantages of Technology in Communication
Advantages:
With the help of computers in every office and smartphones in hands of every individual, the modes and forms of communication become endless. The first apparent advantage is the increased speed of communication. Before modern technology entered the picture, the business letters would take so long to reach the receiver that they might lose relevance. Sometimes letters are wrongly addressed or the recipient changed the address, as a result, the messages used to disappear. But now with the help of the internet, messages can be sent to any corner of the world at any moment (Sudweeks, and Herring, 2011). The clarity of a conversation has been increased as sharing high-quality documents like images, pdf, and videos is possible now. Dissemination of information is also easier than ever. For example, an important notice can be sent to all the employees of an office via email. Moreover, social media plays a crucial role in spreading any news around the world in the blink of an eye. Using technology to stay connected at work is another benefit that remote employees may make use of these days. Because the future workplace will increasingly depend on remote workers, communication systems that make it easier for them to communicate with one another will be essential.
Disadvantages:
In a very short time, human life is taken over by gadgets and most of all communication became dependent on these. In the wake of technology breakthroughs, individuals are spending less time in person with one another. Undoubtedly, one of the most entertaining ironies of our digital living is the fact that communication technology is anti-social in nature. People have been conditioned to prefer online contacts over in-person meetings as communication technology has become more broadly available and widely used in society (Yang et al, 2011). Workers are increasingly choosing to work from home to avoid face-to-face encounters. Cyber-bullying and threats to security are also increasing with the use of technology.
[bookmark: _Toc102207474]Case Study
A few days ago, a friend of mine took a part-time job as a receptionist at a hospital. He shared some experiences he had while working there.
One day an old lady came to the reception to ask about her medication and complication as she did not understand. My friend described it to her as the doctor wrote it down in medical language. As the lady did not share a common background, she did not understand and got more confused and furious. 
He also made some mistakes in written communication like email and reporting. His manager gave feedback on his job and wanted him to use ‘cc’ on every email he sends so that the manager can monitor him. My friend did not follow that either. 
In this case, he failed to understand the receiver and he lacks listening capability. He does not have the quality of receiving feedback. All of these are prescribed in the previous section of the report. It would be helpful for him if he knew these things from the beginning.



[bookmark: _Toc102207475]Conclusion
The report started with the Shannon Weaver model which includes six components and is linear in fashion. It did not consider the common background which was considered by the cyclical model ‘Schramm’s model’. The final model is Berlo’s SMCR model which considered some other factors too. Then the report depicted some communication skills to pursue better communication which can be linked to the case study described later part. Communication has faced a great change due to the introduction of technology. It has both advantages and disadvantages which are explained in the report.
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