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Introduction 
Communication which is used when information gets transferred from the speaker to the listener or viceversa, from one place to another verbally or nonverbally. Communication can also be done through the process of writing letters, emails, chats and so on (Puscas et al., 2021). Communication comprises emotions, and feelings that are shared between the sender and recipient. Communication is very important in every workplace because it helps in boosting group work, and collaboration among the team members and others. Effective communication helps in the profit of the company also. Communication thus plays an important role in world places as well as in our daily life (Coffelt et al., 2019). We sometimes use symbols or gestures as a medium of communication. But despite all these, some barriers affect communication. Such types of common barriers are conflict between the employees and team members in an organisation, communication also gets disrupted due to a lack of faith in each other (Taherdoost, 2018). The different languages, as well as the culture of different people in an organisation, also act as a barrier. Poor communication in a workplace leads to a lack of opportunities, lack of production, trust and faith among the employees and so on. Therefore, communication is very important in the workplace. 
Models of communication 
Shannon and Weaver's communication theory (1948/1949)
Shannon and Weaver's communication theory is defined as the mathematical explanation of the communication where there are 6 types of concepts have been found such as the person who is sending, who is encoding, intermediate, disturbances, who is decoding and the person who is receiving (Kubota, 2019). The basic difference between Shannon and Weaver was that Shannon was a mathematician while Weaver was a Scientist by profession. The model of Shannon and Weaver together known as the mathematical theory of communication.
The theory deals with the information, the channel, the message and so on. In the model of Shannon and weaver, there are five elements which are the main modes of communication such as sender, encoder, noise, decoder and destination. 
· Sender: This is the property that defines the information that is going to be transmitted as views or thoughts.
· Encoder: It is the property that acts as a transmitter to send the information to the receiver. 
Noise: It is the property that defines the sound which is not suitable to hear. It is created by the disturbances of some people or surroundings.
· Decoder: Decoder can be defined as the property which is the reverse form of the encoder, that is it transfers the signal into information or messages.
· Destination: Definition can be defined as the signal formed by the receiver.
According to Shannon and Weaver, noise is a factor that creates a misunderstanding in the communication process. It leads to providing of wrong information also. 
Avoiding misunderstanding: As per the theory of Shannon and Weaver's theory of communication, the misunderstanding can be avoided with the proper hearing and by reducing the noise of the surrounding. The provision of clear hearing must be provided to the listener so that he or she can hear the right thing.
Use of Maria and Pedro’s example while defining Shannon and Weaver
In this example of Maria Pedro, it has been seen that Pedro has heard the wrong thing, that is instead of a chicken he heard of the kitchen. Therefore, when Maria asked Pedro to bring a chicken home, he did not bring the chicken. In this case study, the model of Communication of Shannon and Weaver is highlighted because noise is one factor of this model. Due to the noise that is the disturbances the surroundings Pedro failed to hear Maria over the phone.
In the case study of Maria and Pedro, a similar incident took place at my workplace. At my workplace once my boss asked me to check file number eleven. But there was too much noise at that time at my workplace and I heard eleven as the number seven. This created a great problem because my boss asked to check the first eleven. After all, it was urgent. Here the noise factor of the communication theory of Shannon and Weaver has been defined.
Schramm's communication theory (1954)
Schramm's communication theory was invented in the year of 1954 by Wilbur Schramm. This is the communication that defines that there must be a presence of two-way processes between the message sender and the recipient (Bylieva et al., 2019.). Also, it is the responsibility of both the receiver and the sender to stay active in this process. According to him, information is only useful to convert to other people (Alalwan et al., 2019). Encoding, which is a key factor of Shannon and Weaver communication theory, has been given importance because encoding is the only process of converting information into a meaningful expression. The Schramm model of communication is the brief description of the conversation or communication. This model also involves the exchanging or sharing of information and feelings between the two individuals.
Berlo's communication theory (1964)
Berlo's communication theory is the theory that came to be published in the year 1960. It was published in the book named El Proceso de la Communication which means the process of communication.  This is the theory which consists of four main factors that are source, information, medium and recipient (Goel et al., 2021). Therefore, Berlo's theory also operates the SMCR process. According to SMCR the S denotes sender, message is denoted by M, channel by C, and the receiver is the R. 
· Source: The sender can also be called the initiator from where all information gets initiated. The sender has a vital role in sending messages and the information to the recipient. The sender or the source used to send this message to the receiver utilizing attitude, social skills, knowledge and so on (Umeozor, 2020). Berlo's model of communication deals with the three main factors such as communication skills, language differences, attitude and knowledge. 
· Message: A message is created at the time while a person transform his thinking and feelings to concrete expressions which are ready to be conveyed to a person. This process is similar to that of encoding. 
· Channel: It refers to the process that is followed by the information to move from sender to receiver.
· Receiver: Receiver is defined as the interval when the message is sent to the receiver from the sender. This process is similar to that of decoding.
Example of the story of the Professor and the villagers:
In this example of the professor and the villagers, it has been found where the professor who was a well-known professor of English from Welsh University lived in a place which was near a small village. As the village people were uneducated therefore the professor had no use to go to the village for any reason. But one day an incident happened which made him rush to the village to get help from the villagers (Syahidah et al., 2019). Professor one day fell asleep with the lighted up pipe in his mouth and suddenly the pipe fell to the ground and caught fire on the carpet. The professor became frightened and rushed to the village to get help from the villagers. But highly educated therefore his language was different from that of the uneducated villagers. Therefore, when he screamed saying that the edifice had been consumed by the conflagration, the villagers could not understand him and did not come to help him. After that when the professor found that his house had already been destroyed by fire, he asked the villagers the reason for not helping him but the villagers replied that they were unable to understand the language of the professor. 
From this case study, it could be concluded that the communication skill of language difference has been highlighted here. Since the villagers' language and the professor's language were different, they failed to understand him. 
Communication skills 
Four skills of communication such as speaking, non-speaking, listening actively and understanding way are there 
· Speaking skills: Verbal communication is the type of skill that is associated with speaking and writing by combining one or more words. The presence of tone and pitch is important in the case of verbal skill. In the case study of A Day with the Chief, the character Mrs Alana Brown who was the CEO of a renowned company was called The Wicked Witch of the West for her rude behaviour toward the people. Therefore, Mark was frightened before meeting her. When he finally met Mrs Brown, Mark did not notice any kind of rudeness in her behaviour. But at last, after questioning Mark about his process of convincing the customers, product description and all other things. Finally, she ended the conversation with a gruff voice and looked at Mark with squinted eyes. This case study concludes that the tone and pitch vary from one person to another but that cannot define one's behaviour.

· Non-speaking: Nonverbal type of skill in communication is defined as the type where no language is needed but the gestures, the signals, the facial and the body language are important. In the case study of A Day with the Chief, the character Mrs Alana Brown who was the CEO of a renowned company was called The Wicked Witch of the west for her rude behaviour with the people. Therefore, Mark was frightened before meeting her. But when he finally met Mrs Brown, Mark did not notice any kind of rudeness in her behaviour.  She offered him tea and coffee and asked him to take his seat in a polite tone. But at last, after questioning Mark about his process of convincing the customers, product description and all other things, Mrs Brown leaned towards Mark and nodded her head with a gesture of understanding. Finally, she ended the conversation with a gruff voice and looked at Mark with squinted eyes. This case study concludes that there was a presence of nonverbal communication that is the facial, body language and the gestures.
· Listening actively: Active listening is defined as paying attention, asking questions, showing the behaviour that the listener is active, providing enough feedback on the conversation, judgment deferring and appropriate responding (Jones et al., 2019). This kind of listening creates bonding between the listener and the speaker.
· Understanding way: Type of listening is a structural form of questioning as well as a listening process where an individual is allowed to construct a relationship with the topic on which the conversation is going on (Jonsdottir and Fridriksdottir, 2020). It can happen both emotionally as well as intellectually. In the case study of Max, the multi-tasker, it can be seen that Max who was the organiser of events chess weddings, birthdays and anniversaries once got an order from a client named Tamara on her parent's 50th wedding anniversary. So, Max arranged as per Tamara's order of arranging a party of 150 guests. After the successful completion of this event Tamara again called up Max for another party in honour of her father, but as Max was busy on a call with another client, he failed to note down the new date that was fixed by Tamara. As a result, when the day came, Tamara found that the hotel had already been booked earlier by another party. She became angry with Max. This incident concludes that the relationship was not built between the listener and the speaker so there was a miscommunication that destroyed the party.
The advantages and disadvantages of communication theory 
The communicative theory is the process that is scientific and has been made to transfer messages and information from sender to receiver (Abdullayev, 2020). There are different types of communication models and theories that are very effective. Some of the communicative models are Shannon Weaver's communication model, Lasswell's communication theory, Berlow's communication theory, Barnlund theory of communication, and Schramm's theory of communication.
 Advantages of the communicative theory
· Theories help in doing communication in an organised and systematic way so that it could be understood by the other person. 
· The communicative theory also helps in expanding the ability to understand the effects and the causes of communication (Ratheeswari, 2018).
· The communicative theory has a main part in interaction regarding opinion, beliefs and so on.
Disadvantages in communication
There are many disadvantages of communication: lack of hearing, conveying the wrong message, creating a conflict among the team members of the employees in a workplace, and misinformation leads to the dissolution of the relationships. The spreading of wrong information leads to the growth of lies and bad ideas.
Conclusion 
Hence, the conclusion that can be drawn from the topic is that communication is much essential in every workplace to communicate with other employees so that it can give rise to effective production in the organisation. Failure the communication leads to a great loss of the organisation because it has been seen that in many cases the employees fail to listen and communicate with other people in the organisation which results in a lack of faith and trust among the team members or the employees of the organisation. Therefore, communication can be called the medium of relation creating between two persons or among many people. It is the only way of sharing feelings and expressions 
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