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[bookmark: _Toc110640074]Introduction
Communication is the process of conveying data from one entity to the other. There must always be a "sender," "information," and "receiver" in any two-way communication (Bovee, 2008). Although it may appear straightforward at first glance, effective communication is definitely quite sophisticated. Lots of different things can interfere with communication as it travels from sender to receiver. These can be individuals' feelings, the surrounding culture, the nature of the communication medium, and even physical distance from one another (Bovee, 2008). Precise, efficient, as well as straightforward communication is surprisingly tricky, which is why these abilities are highly prized by employers all over the world. There are three components to any message exchange: the sender, the content, and the receiver. Usually a combination of verbal and nonverbal cues, the sender encrypts the message. Due to the multifaceted nature of communication, each of multiple possible recipients may receive possibly a bit different information. Various people will draw different meanings from the same set of words or gestures. There's also a chance that they won't share the same level of comprehension.


[bookmark: _Toc110640075]Models of Communication
By giving a graphical depiction of the numerous facets of a communication encounter, communication models streamline the process. Three types of communication are outlined below:
[bookmark: _Toc110640076]Shannon and Weaver Model
Due to its widespread acceptance, it has earned the title of "mother of all models." Due to his crucial role in the model's development, Claude Shannon earned the name "information theory" or "Shannon theory" to describe it (Shannon, 1948). Components of the Shannon and Weaver Model are:
Sender: Sender refers to the source of information which creates the message, selects the media, and actually sends it. In the story of Pedro and Maria,
Encoder: Messages are encoded before being sent, and the sender is the encoder who needs a device to do this. The device itself may be the subject of this interpretation.
Channel: The word "channel" indicates "means of communication." In the case of Pedro and Maria, the mobile phone served as the medium. 
Decoder: The term "decoder" refers to either the device used to translate binary data or signals into human-understandable language or the recipient who performs this task.
Receiver: Any target of communication is considered a receiver. According to the message, the recipient responds accordingly. The one who caught it was Pedro.
Noise: Noise refers to any external factor (such as a busy reception area or another person) that detracts from an accurate transmission of the intended message.
The confusion between Pedro and Maria can be explained by Shannon and Weaver’s Communication Model. Maria sent the message to Pedro in an encrypted form via a technological medium such as a mobile phone. Coded text messages were transmitted via mobile devices. The message was encoded, so Pedro had to decipher it before he could read it. As a decoder, the smartphone played a dual role. Unfortunately, Pedro was unable to decode the transmissions because of the noisy channel conditions.
[bookmark: _Toc110640077]The Osgood-Schramm Model
The foundation of the Osgood-Schramm Communication Model is the idea that there must be both a sender and a receiver in any successful conversation (Schram, 1954). The components of the Osgood-Schramm model are:
Sender: Person responsible for encoding the message while transmitting it.
Message: This is the information being exchanged between the two parties.
Receiver: The one who reads the coded message and makes sense of it.
Semantic barriers: The transmitter's and the recipient's respective sets of preconceptions, assumptions, biases, and experiences in communicating and interpreting information.
There are both benefits and drawbacks to using Osgood-Schramm. Communicating is made more accessible by reversing the responsibilities of the sender and the recipient in a cyclical rhythm (Schram, 1954). Each participant has an equal opportunity to offer input and get confirmation that the message was received and understood. If Pedro and Maria work together to verify the message was obtained and interpreted correctly, they can avoid misunderstandings.
[bookmark: _Toc110640078]Berlo's SMCR Model
According to Narula (2006), in 1960, David Berlo proposed a model of communication consisting of a "Source," "Message," and "Receiver". The SMCR model of communication was developed in 1960 by David Berlo. The transmitter, the information, the medium, and the recipient make up the four components. All forms of communication rely on this SMCR formula: source, message; channel; and receiver. This model is also known as Berlo's SMCR model. These four essential components are briefly discussed below:
Source: When we talk about the origin of a message, we're referring to the person or thing that actually sends the message to its intended recipient. David Berlo identifies five source-related factors: communication abilities, mindset, understanding, societal factors, and tradition.
Message: Message refers to the core idea that the communicator wants to get across to the Recipient (Training, 2012). In addition to the sender and receiver, David Berlo suggested the following five message-related factors: text, components, treatment, layout, and protocol.
Channel: The term "channel" is used to describe the means by which a message is transmitted from the Sender to the Receiver. Berlo emphasised the importance of the senses of listening, looking, feeling, tasting, and smelling as channels of communication. People communicate mostly through these five methods.
Receiver: The receiver is the final step in communication. David Berlo uses the same parameters for Sources and Receivers. Abilities, beliefs, understanding, societies, and tradition. When transmitter and recipient exchange information, perspectives, and talents, communication succeeds.
The misunderstanding between Pedro and Maria is clarified through Berlo's model of communication. According to Berlo's approach, for communication to be successful, it is necessary for the sender and the receiver to be on a common conceptual foundation. Then and only then can effective communication take place. This implies that there should be harmony between the sender and the receiver. If Maria is an effective communicator, then Pedro should be a good listener. That misunderstanding may have been avoided if Pedro and Maria had been standing on the same level.
[bookmark: _Toc110640079]Different Communication Skills
No matter what field people are in, they need strong communication skills to succeed with supervisors, coworkers, and employees (Locker and Kaczmarek, 2014). The top three communication abilities sought by recruiters and hiring managers are discussed below:
[bookmark: _Toc110640080]Verbal Communication 
Verbal communication is used for a variety of purposes, including but not limited to conveying information and expressing desires. Verbal communication relies heavily on clarification. Communication breakdowns and misunderstandings are commonplace because people have trouble putting their thoughts into words (Key, 2011). Dispelling confusion and filling up gaps in knowledge, verbal communication is invaluable. It is possible to write a mistake by words alone, and sometimes they can carry more weight than any physical gesture could. It can be utilised as a persuasive strategy, opens the door to discussion, jumpstarts ideas, and helps you connect with others in meaningful ways.
According to Egan, people seek emotional or psychological presence in human communication (Stickley, 2011). Egan offered five strategies to be physically present when speaking. He coined the term SOLER to assist individuals in recalling these five micro-skills:
S         Face the person squarely
O        Adopt an open posture
L         At times lean toward the other person
E         Maintain eye contact
R         Try to relax
[bookmark: _Toc110640081]Nonverbal Communication
In this type of communication, the message is coloured by the speaker's body language, eye contact, hand gestures, and voice tone (Key, 2011). Making direct eye contact conveys interest in the other person and the discussion at hand. People often feel uneasy when they are stared at. Keep an eye on people's body language when you're conversing with them. A person's feelings can be read through their nonverbal signs.
Proxemics theory of communication states that humans regulate the amount of feeling or sensation they receive from other people by changing the distance between themselves and them (Brown, 2001). Proxemics refers to a form of nonverbal communication that centers on people's interactions with the physical world. This clarifies why and how people arrange their physical surroundings to convey information about their level of comfort and sense of connection to the rest of the world.
[bookmark: _Toc110640082]Listening Skill
Good listeners also tend to be good communicators. Those who are always talking and never listening are not liked by anyone. Making an effort to hear what others are saying makes one a good listener. A good listener is one who pays close attention, probes for more information when necessary and paraphrases to make sure they've got it all (DUWADI, 2014). Understanding what others are saying and joining the conversation requires active listening.
The act of listening actively entails more than merely hearing what is being said. It takes self-awareness to listen actively. By understanding ourselves, we are able to manage our own information processing and interpretation. Each of us interprets what others say via our own set of beliefs, values, and opinions. It's easy to get defensive and stop listening to new information when it conflicts with our preconceived notions. Self-awareness allows us to identify and control our feelings, which in turn improves our ability to have meaningful conversations, build solid bonds with others, and lead effectively. 
[bookmark: _Toc110640083]Advantages and Disadvantages of Technology in Communication
So many facets of human interaction can now be facilitated by technological advances in communication. It has altered not just how we go about our daily work but also how we interact with one another in both social and personal lives. However, there are both pros and cons of relying on technology for communication.
[bookmark: _Toc110640084]Advantages of Using Technology in Communication
Technology Enhances Communication
Communication and cooperation are essential for the successful recruitment, utilisation, and retention of employees in today's global, interconnected business environment. Technology improves both internal and external communication.
Technology Reduces Costs
Implementing technology will save money in the long run since it will make management and daily operations more efficient (Qosasi et al., 2019). With the support of technology, businesses may increase their productivity while decreasing costs.
Technology Promotes Strategic Thinking
Technology can help businesses become more competitive by easing the flow of information and ideas within the firm (Qosasi et al., 2019). Subscription databases and social networks have made it easier than ever for businesses to collect, analyse, and share information. As a result, businesses now have unprecedented access to feedback from end users, which has facilitated the creation of superior goods.
Technology Safeguards Data
The technology prevents litigation by securing classified data. Identity theft victims typically find the source of the fraud. Such people often sue firms for crime-related damages. Keeping current with technology helps reduce legal bills for negligence.
[bookmark: _Toc110640085]Disadvantages of Using Technology in Communication
Lack of Privacy
While the act of sending an instant email or message may be private, the message or email may be forwarded to others by the recipient. It could be embarrassing or even harmful.
Diversion from Reality
The person sitting next to a texter may experience feelings of isolation and loneliness. Those who rely solely on electronic means of interaction run the risk of being isolated. There is a risk that those who constantly chat on their phones while driving will pay less attention to the road, their jobs, their families, and their friends.
Possibility of Misunderstanding
Communication using technology eliminates the use of body language and inflexion in speech. Misunderstandings can occur even when people take extra precautions, such as ending a lighthearted message with a winky face or using all capital letters to emphasise a point.
Poor Grammar and Spelling
Last but not least, one disadvantage of texting and messaging is the spread of slang and the use of shorthand. In spite of the widespread availability of dictionaries, thesauruses, and other word guides, today's youth may have the lowest vocabulary levels of any generation (Moussa, 2013).


[bookmark: _Toc110640086]Conclusion
Communication is the process of conveying data from one entity to the other where there must always be a sender, information, and receiver. This report is made more accessible by using the case study of Pedro and Maria, in which the misunderstanding between them is exemplified by the Shannon and Weaver Communication Model. After examining what went wrong, it was found that it would be best if Pedro and Maria checked in with each other to make sure they both understood the message correctly. These misunderstandings can be avoided with either the Osgood-Schramm Model or Berlo's SMCR Model. In addition to the models, three communication skills have also been identified, which are sought by recruiters and hiring managers in every workplace. Advantages and disadvantages of using technology in communication have also been focused on in this report, where it is seen that technology has both benefits and drawbacks in effective communication. 
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Case Study of MARIA and PEDRO 
Pedro works on a building site, and Maria is his wife.
One day Maria phoned Pedro.
‘Hello, Pedro, when you’re coming home, see if you can get me a chicken.’
‘Okay,’ replied Pedro.
When he got home, Pedro took off his boots and coat and went into the kitchen.
‘Maria, where are you?’ He said.
‘Here – in the sitting room,’ she said.
When Pedro went into the sitting room, Maria said, ‘Where is the chicken?’
‘What Chicken?’ Asked Pedro.
The one I asked you to get on your way home.’
Oh, no! I thought you said when I come home, I will see you in the kitchen!
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