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[bookmark: _Toc102773726]1. Introduction
Human life would be impossible without communication. Sharing information and expertise and building connections with others are facilitated by this method. As a result, the value of being able to effectively communicate in our daily lives cannot be overstated. To be able to explain oneself, communication is essential. For job progress, one must be able to communicate effectively. When it comes to the personal connections, strong communication skills may help a person to better understand and be understood by others. Almost every sector can benefit from it. A well-functioning corporate communication system depends on effective business communication. Keeping management and the people below them in the loop is only possible with open and honest lines of communication. There are certain barriers that can affect an effective communication system. Some of those are the selective perception, previous assumption, workplace gossip, gender differences, biased language of sender and receiver etc. and these all can lead to communication breakdown. Team spirit might suffer as a result of a failure of communication. Workers may feel dejected and discouraged because poor communication may lead to misconceptions that lead to lost opportunities, conflict that is disseminated, and distrust.


[bookmark: _Toc102773727]Models of Communication
[bookmark: _Toc102773728]1.1 Shanon and Weiver (1948/49)
Using the Shannon and Weaver model, it is possible to understand how messages are sent and received. It is best known to describe how communications might be misunderstood in the process of transmitting and receiving a message. Basically, it is a linear communication that mainly focuses to go back and forth a few times before understanding what the main meaning is. In this certain model, it refers that noise might distort the message if it is deciphered at the other end, but it is not always (Al-Fedaghi, 2012). In example of Maria and Pedro, they just had a lack of communication because of the noise or other external factors that had a negative impact on successful communication. This is the main point of this model where there is an external factor that had an effect on successful communication. In a practical workplace it happened all the time. As to Shannon and Weaver's theoretical model for communications, there are six basic components to any kind of human communication. By maintaining this mathematical theory of communication, the misunderstanding of the communication could be avoided (Kubota, 2019). In real life example, when a colleague wants to deliver a message he or she has to maintain and be careful if there are any other factors that can affect the message thus ruining the communication. So, from the description of the model it can be said that the example of Maria and Pedra can be explained by Shanon and Weaver model.  

[bookmark: _Toc102773729]1.2 Schramm (1954)
Sender and receiver of an information might be the same individual in a communication that follows the Schramm Communication Model. An encrypted communication is sent to a new recipient, either the same recipient or a new recipient (Huang, 2013). The communication process is described in this model using a tried-and-true method. It implies that the message is continuously passed between the sender and the recipient in a two-way connection. Based on this concept, communication between the sender and receiver must be clear.  
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Figure: Schramm Model of Communication


The Schramm model of communication includes Encoder, Decoder, Interpreter, and Message as part of the communication chain. According to this paradigm, communication is like a two-way street, with data flowing back and forth between sender and recipient (Elleström, 2018). The sender and receiver become one and the same. For a message to be sent, the sender and receiver must encode and decode it simultaneously, according to this paradigm. In the example of Pedra and Maria, Pedro could have phoned and communicate with Maria and create a circular communication to ask if she really meant “Kitchen” in the first time of the call. By this circular communication the miscommunication could be avoided. 

[bookmark: _Toc102773730]1.3 Berlo (1964)

The SMCR Model of Communication by David Berlo is a simplified representation of the communication process. Sender, Message, Channel, and Receiver all go by the abbreviation SMCR. It is Berlo's SMCR Model of Communication (1960) that outlines the many components of communication. Because it emphasizes the encryption and decryption of the message, this method of interaction is highly effective (Saud et al., 2014). Aristotle wrote on communication mechanisms as far back as the ancient Greeks. The speaker, the topic, and the recipient of the message are the three most important parts of every interaction. 

Source 
The source, often known as the sender, is the originator of the notion and he is the one who sends the message to the recipient after carefully expressing his ideas (Narula, 2006).  Effective communication, Mindset, Understanding, Social Structure, and Tradition are used in this case. To be productive and have an impression on the listeners, one must have strong communication abilities. The communicator must know when to wait, where and how to repeat phrases, how to enunciate words, etc. The speaker cannot drone on. He should also verify with the receivers and answer any questions. When conversing, one must be aware of one's accent. A terrible accent ruins a discussion. The world is at the feet if one has the correct mentality (Lee, 2012). If the individual has the appropriate mentality, there is no stopping them. A person might be a great speaker but never win without the correct mindset. An MBA from a reputable institution is useless without the correct mindset. Information that is clear to both parties is known as knowledge. A good understanding of the topic is required. Culture speaks to the traditional background of the society or audience where the speaker is speaking.

Message 
A message is generated when someone puts their ideas into words. It is also known as encoding. A thought requires expression and content preparation. The topic or script of the discourse. It is the foundation of all communication. The material must be reasonable, precise, snappy, and connected to the notion to immediately affect the listeners. Speech alone cannot create a change in interaction. To impress the audience, the speaker must use hand gestures, postures, facial emotions, and body movements (Muyanga, 2020). These are all aspects of the message. Treatment is the manner one treats and transmits his message to the listeners. The message must be understood and handled properly. To terminate an employee, a supervisor must be forceful and cannot convey his message casually. One must know how to express one's message accurately. A message can't be said in one. It must be appropriately constructed to effectively deliver the content. The interaction code must be correct. These are the keys that must be exact or the signal is twisted and the receiver will never be able to decipher it correctly.

Channel 
The medium over which data travels from the sender to the receiver is referred to as the "C" channel. As a result, how can one tell what the other person is saying? As a Result of Listening. Humans use all five of their senses to communicate with one another (Lievrouw, 2009). These are the hearing, tasting, seeing, smelling and touching. 

Receiver
In order for the receiver to grasp what the speaker intends, people attempt to decipher the message. The term "decoding" is sometimes used to describe this process. If people want to communicate effectively, they need to be on the equal level as the speaker. People should be able to grasp what the speaker is saying if they have strong communication abilities. Having a good frame of mind is essential for them to fully grasp the message (Turaga, 2016). They should be able to keep up with the listener's level of understanding, and should also be knowledgeable on the topic. They should also share the speaker's ethnicity and cultural background. The Berlo's model of communication has various flaws. For easy communication, the speaker and the listener need to be on the same page, which isn't always possible in the real world.

In example of “The Professor and The Village People”, the communication system was disrupted because of the factor mentioned in the model of Berlo. When the house of the professor was burning people could not understand the language of the professor because he was using some complex language which was hard to decipher for the village people. If the professor could explain the situation in a simpler language the communication could be successful and the house can be saved from the fire. In Berlo’s model the factors were the source, message, channel and the receivers. For professor, not maintaining these elements and not to communicate in terms of these factors can explain this situation. 
[bookmark: _Toc102773731]Communication Skills 
The ability to communicate successfully with a broad range of people while keeping excellent eye contact, exhibit a diversified vocabulary and modify his or her language to the audience, listen properly, present individual's views appropriately, write clearly and simply, working well in a group is essential (Maguire, 2012). Written and spoken language have a major role in verbal communication. There is a wide range of ways in which we communicate with one other, including verbal, nonverbal, and nonverbal modes. Text and oral communication are both forms of nonverbal communication. 

[bookmark: _Toc102773732]2.1 Verbal Communication
In order to define reality, organize the thoughts, and develop the attitudes, people utilise verbal communication. Communicating verbally aids in the definition of reality. Everything from thoughts and feelings to things and people may be defined via spoken communication. This communication includes all the process of spoken and written, the preferred words chosen by the user or the speaker, the tone and pitch of the speaker. Verbal communication is mainly divided into two types. Those are formal and informal. Formal communications are the official communication and the sender mainly has a track and defined channel for passing the information. On the other hand, in types of the informal verbal communication, sender doesn’t follow any pre-defined channels or path for sharing or transmitting the information (Bambaeeroo, 2017). It is important to remember that verbal communication is a powerful tool for building a favorable image of the company in the industry. The company has to make their staff comprehend of his strengths and weaknesses so that the company might improve its performance and work on any difficulties that may arise. It also boosts productivity at work due to an increase in self-confidence.

[bookmark: _Toc102773733]2.2 Non-Verbal Communication 
Examples of nonverbal communication comprise facial and bodily expression and motions, proxemic (personal space), eye-gawkiness and haptics (touch), as well as artifacts. A person can tell a lot about other based on their nonverbal communication signals (the manner in which they listen, look, move and respond), as well as whether or not they are telling the truth (Colta, 2010). When the body language and facial expressions are in sync with what the people are saying, it builds rapport and establishes a sense of trust.

[bookmark: _Toc102773734]2.3 Active Listening
By practicing active listening, a person will never miss a crucial piece of information again. When he or she is actively listening, they can be more engaged with the speaker, which means they will be able to pick up on more specific details from the conversation. 

[bookmark: _Toc102773735]2.4 Empathetic Listening
This listening actually means to be thinking like the sender’s perspective. Misunderstandings may be avoided or minimized via the practice of empathic listening (Hamidi, 2011). In order to avoid misinterpretations, the better a person listen and the harder he or she attempt to comprehend what people are thinking and feeling.


[bookmark: _Toc102773736]3. Conclusion 

The ability to effectively convey a person's thoughts and feelings vocally and in writing is one of the most important life skills a person may have. These talents may be shown through communicating information in a clear and concise way without sacrificing the essential point. One of the most essential things that can learn in life is how to communicate well with others. When people talk about communication, they mean the act of passing along knowledge in order to improve one's level of comprehension. All transactions in business are the outcome of communication. In order for others and oneself to absorb information more quickly and properly, it is vital to have good communication skills.
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