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[bookmark: _Toc112857371]Introduction 
An effective communication is the key to success. If the thoughts are not conveyed effectively then the whole conversation can take a wrong turn. The objective of this report is to analyze the importance of effective communication by using a number of popular models of communication. It will also give an understanding about the pros and cons of using technology in communication process. Further, the report will provide an analysis of a case study to highlight the importance of communication. An example is also discussed where miscommunication resulted in difficulties at workplace along with some suggestions to improve the communication process.
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[bookmark: _Toc112857373]Aristotle’s model of communication

The model was proposed by a popular Greek philosopher Aristotle which emerged as a linear model that largely emphasized on public speaking rather than interpersonal communication which other models of communication use. Aristotle’s model is considered to be straightforward and simple. It primarily has a speaker centered approach in which the speech and speaker play critical role.  The five main elements of this model are Speaker, Speech, Audience, Occasion, and Effect (Edwards, 2018).
The three components of this theory which are essential requirements for becoming an effective communicator are Ethos, Pathos and Logos.
Ethos: This is the characteristic which tells about the credibility or integrity of the speaker in any communication. Without credibility the speech given by the speaker will not have any significant impact on the listeners and thus the speaker may fail to have an influence on the audience. The credibility here depends upon many factors such as the experience of the speaker, his or her position or status etc. Speaker has a very crucial role and therefore, he must be able to maintain an eye contact with the audience so that the audience may feel involved and accept the speech. This is defined as Ethos (Managementstudyguide, 2022).   
Pathos: This element emphasizes on making an emotional bond or connect with the audience which this theory believes to be very important to mark an impact on the audience. Various emotions such as confidence, happiness, anger, sadness are used to develop a connection. Many social activists or politicians rely upon this way to influence the masses. 
Logos: The logos, which symbolizes logic, is regarded as a crucial aspect of Aristotle's communication model. The speech and its rationale will both have an influence on the listeners. In Aristotle's philosophy of communication, the communicator must use Logos to offer information and details that will enable the listener perceive him and, ultimately, relate to him. Only to a restricted extent will persuasion succeed, however when it is supported by rationality and reliable information, the result is phenomenal (Persona Global Greece, 2022).

[bookmark: _Toc112857374]Helical model of communication

It was proposed by Frank Dance who explains the process of communication on the basis of a helix structure that came to his mind where he compares communication with helix structure. A helix structure has a very small starting point which goes in upward direction gradually in a back and forth circular motion to form a bigger circle at the top of the structure and keeps moving this way. This process takes time to complete. In the similar way, the communication process also starts gradually in a constricted circle. The speakers share a small portion of the information with a small confined group (Managementstudyguide, 2022). 
According to the helical model of communication, the process of communication begins right from the very birth of an individual and stays till the existing moment. All living entities begin to communicate from the very first day of their coming into existence. When seeds are embedded in the soil, they convey their message to the gardener that they need to be watered on every day basis and should be treated well with enough manure and fertilizers. When a plant emerges from the seed it also commences communicating its requirements for sunlight, water, manure or fertilizers, thus supporting the helical way of communication.
The benefits of this model is that it assumes receiver and sender to be interchangeable and considers the process to be two way. This model considers the process of communication intellectual and speculative. To understand more clearly, take the example of a new born baby who cries at the time of birth which signifies that he or she is alive. Therefore, is was said that the process starts at the birth itself. The child takes up some particular languages and makes a conversation with those who can speak the same language he or she has learned. As one grows up into an adult and is open up to the present moment, communication starts becoming difficult. The individual uses the same facial mannerisms, words, and pronunciations as they were taught when they were children. The way a person communicates is directly influenced by how they behaved as children and can alter as they turn older (Dias, et. al., 2020).

[bookmark: _Toc112857375]Berlo model of communication

In the Aristotle’s model, the speaker was put in the central position and was given prime importance and was the driving force of whole communication process. But in the Berlo’s model the emphasis is on the emotional element of the communication. This model is based on the SCMR model which is explained below:
S- Stands for Source
M- Stands for message  
C- Stands for channel
R- Stands for Receiver
Source: The source is the sender of the information from whom the information is delivered. He or she is the individual who carefully transforms the thoughts into words and give the information to the receiver. But this requires some factors in place such as communication skills, knowledge, attitude, culture etc. A person who possess effective communication skills can better make the other persons understand about the message being conveyed. Same way attitude plays a key role. If the message is conveyed with a positive approach it will be impactful on the audience. Culture of community where the speech is being delivered also plays an important role in making a conversation or delivering a speech (Menor, 2021). 
Message:  A message should contain all essential elements, content, structure or code. Content is the most important part of a conversation therefore it should be easier to understand. A good content has to be effective, relevant, sensible, to the point, accurate and to be presented with a proper structure. 
Channel: It refers to the mode of communication through which the information is actually being transferred. For example, hearing is the mode with which a person knows that the other person is speaking. The other channels are touch, taste, smell, seeing which all help in conveying a message to the receiver in different ways.
Receiver: For a smooth exchange of words or information and a better comprehension of the thoughts that are to be conveyed, the listener needs to be on the same level as that of speaker. She should be in a position to comprehend everything the speaker is conveying if she possesses good communication abilities. She needs to be in the correct frame of mind to get the message constructively. She has to be knowledgeable enough about the issue and should have a similar level of expertise to the listener. Additionally, she needs to be a part of the similar cultural and social background which the speaker has. This will help in hassle free and effective communication (Kalogiannidis and Papaevangelou, 2020).
[bookmark: _Toc112857376]Communication skills 
It is very important to have good communication skills in order to make a conversation fruitful. Some of the prominent communication skills are:
Non- verbal communication: This includes hand gestures, voice tone, eye contact or body language of the individual. These play an important role in making a conversation better otherwise, the listeners may not take the interest in the speech. 
Listening: A good listener is a good communicator. Because to convey a message, an individual should first listen carefully what the others are saying only then, the speaker can make them understand his or her thoughts (Brown, et. al., 2021). 
Empathy: Active listening helps in empathizing with others as the person can understand the perspective of the other person and he can put himself in their shoes to understand better and then giving them a solution.
Confidence: Confidence is perhaps the most critical part of a good communication.  It brings motivation. If the speaker lacks confidence then even if the content is good, he will not be able to convey the message and the whole process will become a failure (Syriopoulou-Delli and Eleni, 2021).
[bookmark: _Toc112857377]Advantages and Disadvantages of technology in communication

Advantages: 
· Technology use in communication has enabled better connection. Now, people can connect easily in real time thorough various means such as e- mail, texting and social media). Now, anyone can talk to anyone in the world without any extra costs or efforts.
· The process does not take much time today. Individuals are just a click away to talk to the other people. This has especially helped a lot in the businesses and education domain where online platform is making the tasks so simpler (Menor, 2021).
· It is economical as well. Earlier individuals had to spend so much for even a few minutes call and these costs were even higher if the other person is in abroad. Now the platforms like MS teams, WebEx, WhatsApp have made the communication a cost effective process (Peng, et. al., 2018).

Disadvantages:
· Distraction has become the prime concern. People are giving much time to online channels which can consume their productive time that could be used somewhere else.
· It cannot replace the face to face interaction which is more effective and comprehensive.
· Not everyone has an access to the technology thus creating a sense of biasness (Kastberg, 2020). 
[bookmark: _Toc112857378]Examples of poor communication
The case studies discussed in the class helped a lot in understanding the importance of effective communication. It helped be in improving my skills as well since I have started actively listening to the others before reaching to any conclusion. In this section, I am going to provide an example of poor communication at my friend’s workplace. One of my friend works in a hospitality company which is operating with multiple hotel branches across UK. He is in the administration department responsible for ensuring appropriate arrangements for the guests. On a day, some important event was planned in the hotel venue which had to be happened on a fixed date in morning. Due to some miscommunication between the hotel staff and the guest He misunderstood it to be happened on next day of the date provided by guests. On the day just before the actual date of the event he realized about the mess that was created and he had to plan everything in a rush. This could have been resulted into a loss of customer if things were not made right. This shows that a better communication is must for successful accomplishment of the targets. 
[bookmark: _Toc112857379]Suggestions for improvement
Some of the recommendations for better communication are:
· Create an open environment at workplace where the people can talk without getting hesitant.
· Create a positive work culture which is encouraging for the individuals. 
· Have regular meetings and establish a system of timely follow ups (Cui, 2021).
·  Encourage team work which will help in building better bonds between employees and effective sharing of ideas.
· Take regular feedbacks to know about the concerns of the individuals if any.
· Use technology to enhance communication wherever it seems possible and effective (Shatri, Z.G., 2020)

[bookmark: _Toc112857380]Conclusion
The objective of this report was to examine the significance of effective communication by using a number of popular models of communication. Every model has a unique approach which has been briefly discussed. It also gave an overview about the advantages and disadvantages of using technology in communication process. Additionally, the report provided an analysis of a case study to highlight the importance of communication. An example was also discussed where it was conveyed that how miscommunication could result in difficulties at workplace along with some suggestions to improve the communication process.
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