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Communication can be defined as the act of transferring information or message from one side to another side, person, place, group pr another. Communication is necessary in the world of business. In the workplace, a healthy sound relationship is necessary to ensure a smooth flow of information. To ensure the operation and good environment, communication skill is necessary. otherwise, misunderstandings can take place and can cause a hamper in the operation.  Poor communication can also create distance from the person. In this report, there will discussion of the models of communication. Aspects of communication skills will be focused on here. gain, the disadvantages of modern technology in the case of communication will be highlighted here too.


[bookmark: _Toc98246670]The Models of Communication
Shannon and Weaver’s model of Communication: this model is about effective communication (BARKER, 2022). Shannon and Weaver figured out the barrier of the communication named Noise. The elements of this model are described below:
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Figure 01: Shannon-Weaver’s model of communication (Beck, 2012)
Sender: The generator of the message or the information select the particular message for sending to the receiver.
Encoder: The transmitter acts as the transmitter here and it converts the selected message of the sender into signals (Sandhusen, 2017).
Decoder: The place where the message will be received will be converted into a message from signals (Reuvid, 2011). 
Receiver: The ultimate destination of the particular sender can be considered as the receiver here.
This model is the simplest model of communication. This model helps the human communication and information theorists in their various activities (Morgan and Scannell, 2012). In the case of a person to person communication, this model is more effective rather than group discussion (BOONE, 2020). In this model, the sender plays the primary role, and the receiver plays the secondary role. From this model, it can be predicted that communication is not a one-way process to be more effective. It can lose its strengths if it’s a one-way process. The reviewer might lose interest form the communication (Hiam, 2017). As an example, in the workplace, the employee can lose interest if he doesn’t get enough feedback. To ensure successful communication, understanding the noise is quite necessary. This understanding can help to reduce the noise (Cartwright, 2013).
Schramm’s communication model: This model is a cyclical communication model This model focus on the principle of communication. Through this model, the idea of communication between two people can be understood easily. To ensure communication, the contribution of the two people is necessary. this model is based on the idea that communication is a matter of two people (Gopal, 2009). It cannot be a one-way process. So, in this model, there is at least one sender and one receiver. There is another element too and that is the message itself. In common cases, communication takes place between the receiver and the sender. Sometimes both of them can be similar entities. This kind of communication can be called intrapersonal communication (Gowar, 2014). The model of Schramm regarding communication is circular. Schramm made this model based on Charles Egerton Osgood’s model firstly. Then he brought some changes.  In these changes, he focused on the experience or commonality. For example, if a mathematical teacher can explain the theories of physics to a class. But it won't be easier for the students for lack experience. In this case, experience is the factor while understanding the message.
Berlo’s model of communication: Berlo’s model of communication has focused on the emotional aspect of the message. This model can be described as the SMCR model because of its operation pattern (Kummerow and Kirby, 2013).  
Source: Source works as the origin of the thought. So, the other name of the source in this model can be called sender (Hiam, 2017). This person fulfils the responsibility of transferring information to the receiver after converting his thoughts to words. For this reason, the communication process needs some skills such as communication skills, attitude, knowledge, social system. As a person, communication skill is quite necessary to ensure effective communication. The communication must create an impact among the listeners. The speaker needs to know where to stop and where to repeat. The way of speaking can impact the listening process.  The speaker needs to watch his tone (Hiam, 2017).  Attitude is necessary while communicating. The right attitude can ensure effective communication because the receiver pays more attention to the attitude. This can create a long-lasting impression on the receiver.
Message: The thoughts of the individuals got converted into words, thus the message got created.  In a message, content paly as the role of the backbone of the message. Choice of words is necessary for the message. The message needs to have some meaningful expressions so that the receiver does not lose his interest (Kummerow and Kirby, 2013). 
Channel: Channel play the role of the medium. The flow of the information depends on the medium. Through the medium, humans can communicate with each other.
Receiver: The receiver tries to understand the message and responds according to the message. This process is decoding. The receiver and the speaker need to share the same platform to ensure a smooth flow of information. As a result, they will have a better understanding (Morgan and Scannell, 2012). 
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Communication skills of individuals are important and necessary in regular life and the business. From the point of view of a market, communication can work as a  bridge between the consumer and the market. On the other hand, a teacher can pass his knowledge through a smooth commutation process. The communication process can be of many kinds. Individuals need to improve their communication skills if they're not enough skilled. Miscommunication can create chaos in the workplace and lives. Times and resources can get wasted and the organisation might have to face losses (Reuvid, 2011). Employees can stay relieved if they get a proper communication process within the organisation. Authority will be able to ensure better transparency6 with their employees. Various communication skills are discussed below:
Verbal Communication: Verbal communication can be oral or written both. It can be defined as the use of words as a way of sharing information with people. Verbal communication can open the door of expressing views, information or ideas in form of sounds or words. The spoken part is associated with face-to-face communication (Sandhusen, 2017). Generally. Verbal communication can also be conducted through radio, television or mobile phone. In the case of verbal communication, there is the use of rules of grammar. To improve verbal communication skills, tones, gestures, facial expressions, body language can be checked out. Also, consideration about the perspective of the people is necessary too. Thinking from the listener’s perspective can improve the skill more.
Non-verbal: Nonverbal communication is the way of sending and receiving messages without the active use of certain words in spoken or written form (BARKER, 2022). In this process, the information is transferred through body language, eye contact, facial expressions etc. For example, smiling while meeting can convey the message of greetings, friendliness, acceptance etc. For some people, nonverbal communication is more important than verbal communication. Non-verbal communication is associated with various parts of the body. It can be both subconscious and conscious. Non-verbal communication might not present the entire message of the communication. It might cover two-thirds of the entire communication.  The wrong message can get generated through this communication process too.to avoid these kinds of circumstances, focusing on the moment is necessary. the individual needs to look for incongruent behaviours (Beck, 2012). As a result, the message can be clearer. The use of good eye contact can ensure a better situation.
Listening: Listening skills can help to ensure effective communication. Listening can help to understand the language of the speaker. In personal and professional lives, good listening skills can come with some benefits. Social networks sell esteems, confidence can get better and improved with these skills. There are two types of listening processes. These are explained below:
Active listening: Active listening is a process where the listener is prepared to listen, observe the verbal and nonverbal message conveys and try to provide feedback to show attentiveness. Active listening can ensure a mutual understanding between the speaker and the listener. The speaker feels heard and valued with the attentiveness of the listener (BOONE, 2020). Active listening can be prived as the foundation of successful communication. Active listening is a technique that can absorb the essence of communication. To improve the active listening skill, paying attention needs to be practised. Relevant questions can be asked also.
Empathetic listening: Communication needs to be effective and fruitful from both sides. Empathetic listening is a great skill because it creates an emotional connection between the speaker and the listener. Both of them find similarities in their experiences that ensure heartfelt responses. As a result, interest from both sides can be upheld. Every person has a story to tell and there are emotions at every stage (Sandhusen, 2017). The listener needs to put himself in the place of speakers. He needs to accompany the speaker at the moment of sadness, self-discovery or challenges. Compassions need to be increased to improve the empathetic listening process.
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The communication process is much easier than before due to the advantages of modern technology. During an emergency, communication can be conducted faster. Now communication can take place anywhere in the world. Distance does not matter anymore. This is the blessing of modern technology. But there are some disadvantages too.
Identity theft: Identity theft is a criminal offence and a disadvantage of modern technology in the communication process. In this way, the personal and financial information of another person can be gathered so that these can be used to commit crimes (Cartwright, 2013). It can cause serious damage to the finances, reputation and credit. It is a sort of stealing. For example, stealing of the bank account number, social security number, credit card information etc. It can be performed in various ways. The use of high tech methods can make this thing much easier.
Cyberbullying: Cyberbullying is another heinous disadvantage of modern technology. In this case, the electronic communication process is used to bully a person. Cell phones, computers,s tablets can be used while bullying, Cyberbullying can be done through SMS, Text, Apps, or social media groups. Threats, humiliating, mock can be the form of a cyberbully. In recent days, it is a serious issue. People suffer from serious trams due to bullies. Modern technology has made this thing much easier (Gopal, 2009). Unknown people can bully someone unexpectedly. Regular lives of the people can get hampered due to these bullies. They might lose confidence to run their lives. Sometimes, people commit suicide when they cannot deal with these bullies. So, strict actions need to be taken to stop this crime (Gowar, 2014).
Social interaction: Due to the availability of digital technology, people reduce the face to face conversations like before. They find the virtual world more interesting than real life. As a result, they spend too much time on the phone and other devices. These tendencies are reducing their skills of communication. People are less capable of expressing themselves than before on face to face conversation. Face to face conversation is necessary because it can reduce the physical barriers of communication (Hiam, 2017). As a result, non-verbal communication can get stronger. The body language can be observed and eye contact can be maintained. To develop as a complete human, developing the social interactions skill is necessary, it can be seen that people suffer from depression and nervousness more than before. They cannot deal with social issues that much. It is because of the lack of experience in face-to-face conversation. So, it is another disadvantage of modern technology (Kummerow and Kirby, 2013).
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Communication is an important part of life. Professional and personal lives can get impacted by this aspect. Individuals need to work on these skills. The discussed model of the report can be analyzed to understand the aspect of communication. Besides, communication skills are necessary to function as a human being in society. There are various components in communication skills. All of them needs to get importance in human lives. Proper communication can make the life of people much easier. 
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