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[bookmark: _Toc101902265]Introduction
Communication is the exchange of ideas or expressions between two or more people in a language that all parties involved understand. Communication can be written, oral, or even with symbols. The deciding factor of communication is understanding the communicated materials between the parties involved (Kalogiannidis, 2020). It is an important tool in the modern business landscape. Because without effective communication, a business cannot be run properly. In this report, the three models of communication will be discussed. Additionally, the skills of communication will be discussed. Finally, the advantages and disadvantages of technology in communication will be discussed.

 


[bookmark: _Toc101902266]Three Models of Communication
Communication is the imparting of ideas between two or more people. The ideas will have to be exchanged in an understandable language by all the parties involved. Communication can have many forms. It can be written or spoken. Communication can also be done with a sign or with the body. Even the tone of the voice can also be considered communication. For instance, I asked my friend a question. But my friend just shrugged his shoulder. It is communication because a message has been exchanged and understood by both parties. There are three models of communication (McQuail, and Windahl, 2015). The three models are as follows.
1. Shannon-Weaver Model
2. Schramm Model
3. Berlo Model
The three models of communication are discussed in detail in the following.
Shannon-Weaver Model: The model that explains all the component present in a communication is known as the Shannon-Weaver model. It was the first model that the described the necessary elements of a communication. According to the model, there are six components of communication. The six components are sender, transmitter, channel, decoder, receiver, and noise. Sender and receiver are pretty self-explanatory. Transmitter refers to the machine that sends the message. Decoder refers to the machine that receives the message. Channel is the way the message would be transmitted. Finally, noise refers to external disturbance that could disrupt the communication.  
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Figure 01: Shannon-Weaver Model
Source: (Cobley, and Schulz, 2013)


Schramm Model: This model of communication describes the process as a two-way street. There will be a sender and a receiver who will send messages back and forth. This model accounts for how people interpret the message. The model describes interpretation as an important element of communication. Because without interpretation, the communication would be pointless. For example, If a teacher teaches a concept to a student in a foreign language, the student would not be able to interpret it. Here messages are being sent, but it would not be considered a communication due to the lack of interpretation. 
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Figure 02: Schramm Model of Communication
Source: (Cobley, and Schulz, 2013)
Berlo’s Model: This model is a linear model of communication. There are four components of this communication model. The four components are sender, receiver, message, and channel. The model also describes the factors that can influence the components of communication. The sender is influenced by knowledge, communication skills, and perceptions. The receiver is also influenced by the same factors. Messages are influenced by content, elements, and structure. Finally, channels are influenced by hearing, seeing, smelling, etc. 
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Figure 03: Berlo’s Model of Communication 
Source: (Cobley, and Schulz, 2013)
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Communication is an important part of our daily lives. Despite having to communicate regularly, people are not usually good at communicating their thoughts. There are many instances of poor communication around us. For example, my friend and I went to give an interview in the same organization. I was confident and exhibited positive body language. But my friend was nervous and had a closed body language. The interviewers were impressed by me and got the job. Although my friend is better than me academically, I got the job due to my communication skills. The story of my friend can be considered an example of poor communication. The problem, however, can be solved by practicing how to communicate effectively. There are many basic skills of communication such as persuasiveness, positive body language, etc. The honing of these necessary skills can improve our communication. The communications model can also help us to improve our skills because the model breaks down how communications occur in real life.

[bookmark: _Toc101902268]The Communication Skills
Communication skills are the essential skills that are needed for effective communication. Communication is important in every aspect of life. From school to career, it is an essential component for success. However, the communication needs to be effective. Because poor communication leaves a bad impression on the mind of others. That’s why it is necessary to gain necessary communication skills. The communication skills are as follows.
Clarity: clarity is an essential communication skill. Clarity means that the messages exchanged in the communication need to be clear and specific. The message should not cover a wide area. Because then it can lead to different interpretations. For example, a boss tells his employees that the sales need to be good in this quarter. It is an example of communication that lacks clarity. Because good sales can be interpreted in different ways (Benson, 2014). The definition of good sales is not the same for everyone. If the boss told the employees that the sales need to be 50,000 units this quarter, then it would be considered a good communication. Because the message doesn’t lack clarity.
Friendliness: The tone of the voice is an important aspect of communication. Because different tone imparts a different message. A loud tone might imply anger and a low tone might imply a lack of confidence. The tone of the communication has to be friendly. Because people are more likely to listen to a person who has a friendly tone. People are the most comfortable with their friends and families. The body language should also be friendly along with the tone. The use of touch can be used as a way to communicate friendliness. However, the method should be used very carefully.
Persuasion: Persuasion is the ability to make people do any work. Persuasiveness is very important for people who are in the top management. Because they have to communicate with a lot of people regularly. The people in the top management also need to make people listen to them. without persuasiveness, people are less likely to listen to a person's order. Persuasive communication can be done in different ways (Model, 2020). An authoritative voice is very helpful in persuading people. Besides, reading the body language of a person can also help persuade them.
Positive Body Language: Body language is an important part of communication. Body language accentuates the message one is trying to deliver. Besides body language also helps in creating a friendly connection in other people's minds. However, a person has to be very careful about their body language. Because body language can also create a negative impression on other people’s minds. Body language can also showcase the lack of confidence in a person. The body language should be open, not closed. It means the hand should not be in the pockets, the shoulder should be straight, and eye contact should be maintained.  Additionally, crossed legs might imply that the person is not that confident (Damanhouri, 2018). Positive body language includes standing straight, maintaining eye contact, and head slightly up.
Honesty: a person should be honest in their communication. A person should not conceal any facts or hide any information from the person they are communicating with. The worst thing a person can do is lie to other people. A lie can destroy a good relationship with another person. Besides, lying is morally wrong too. Lying in a business setting can get people sued. So, there is also a monetary incentive to not lie to people. Dishonesty might help people in some way in the short run. But lying is bound to be detrimental to a person in the long run.




[bookmark: _Toc101902269]Use of technology in communication and its Advantages and Disadvantages
the advent of technology has radically changed the way people communicated with each other. Previously, long-distance communication was very costly and time-consuming. However, now people can communicate with anyone within mere seconds. Communication with a lot of people has also become easier. Technology has also made communication cost-effective. Technology is a boon to our society. However, there is not a single perfect thing in the world. Technology is not different. There are a lot of problems associated with using technology in communication that needs to be addressed (Bloom, et al. 2014). The advantages and disadvantages of communication are discussed in the following.
Advantages
Cost-Effective: The most significant thing that technology has done in terms of communication reduces the cost. Short-distance communication was somewhat manageable. But the cost of long-distance communication was astronomically high. Technology has made it far cheaper. People can communicate at barely any cost to anyone in the entire world.
Time-Saving: Messages used to take months to deliver from one place to another place. Messages were usually delivered by the post office which took a lot of time. However, messages are sent through the internet in recent times. The message takes mere seconds to reach the other side.
Secured: Technology has made communication more secure. Confidential messages were sent in letters in earlier times. There was a chance that someone might steal the letter. There were a lot of ways to tamper with the message. However, security has drastically increased in recent times. The encryption technology lets the user securely send a message. Due to encryption technology, no tampering can be done with the message (Safa, et al. 2015). People also cannot read the message due to encryption.
Reduction of Wastage: A lot of paper was used for communication in earlier times. Papers are made from trees. It means the use of paper reduced the amounts of trees. So, it is not very environmentally friendly. Modern technology has made communication environmentally friendly. Now there is no need to send a letter to everyone. A simple email can do the job of letters. The interesting thing is sending emails doesn’t require even a single piece of paper. So it is very environmentally sustainable.
Increased Productivity: Technology has enabled people to communicate with people simply and quickly. People can get instructions far more easily than before. As a result, people are more productive now than ever before. As the technology improves, productivity will only increase more.
Ease of Acquiring Knowledge: Knowledge is essential for a society to progress. The easier it would be to acquire knowledge, the more progress a society would make. Technology has certainly helped in that regard. People can gain a lot of knowledge from the internet. The library is present on people's phones. So, there is no need to go to the library. During the coronavirus pandemic, students couldn’t attend school. But the education was not stopped. Students were able to attend classes using modern technology. The students also gave exams remotely sitting at their homes.

Disadvantages
Increased Electricity Use: One drawback of modern technology is it uses a lot of electricity. Technology cannot be run without electricity. Electricity, by itself, is not bad for the environment. However, the majority of electricity production is done with the help of fossil fuels. Fossil fuel is very harmful to the environment. Fossil fuel is drastically changing the climate of the world. 
Spread of Misinformation: Technology has sped up the flow of information from one person to another. However, information is not the only thing that people communicate with each other. People can also communicate misinformation with one another. The spread of misinformation has been expedited by modern technology. 
Reduced Real-Life Interaction: It is easier to transmit information electrically. People are becoming over-reliant on technology to conduct their daily communication. Real-life interaction with other human beings is important in a human's life. Because without human interaction, a person is more likely to get depressed (Hertlein, and Ancheta, 2014). Technology has a huge role to play in the depression epidemic all over the world. Technology has eliminated the need to interact with people personally which is not a good thing. 
Addiction: People are getting addicted to the mediums of technology. The mediums are smartphones, laptops, computers, and many more. Technology is very addictive. People are spending on average 4 to 5 hours on their mobile phones. The excess use of technology has a lot of problems. It can lead to poor eyesight. More and more people are taking glasses every day (Al-Barashdi, et al. 2015). Excessive technology use is one of the contributing factors to increased depression among people. There are other skin-related diseased that is caused by technology.
 
[bookmark: _Toc101902270]Conclusion
Communication is an important aspect of our lives. As social beings, we have to communicate with other people regularly. Communication is also essential for achieving success in our lives. Because effective communication skills are in high demand among businesses. Besides, communication is also important in interpersonal relationships. This report discussed a lot of aspects of communication. Firstly, the three models of communication as described in this report. Then, the necessary communication skills were discussed. Finally, the report discussed the advantages and disadvantages of modern technology in communication.  
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