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Abstract
Communication is a very essential element for developing the understanding between individuals. Efficient workplace communication ensures the growth and success of the organisation. Communication skill is much needed in every organisation. For developing the understanding level and better communication flow some theories of communication are developed. Some of them believed that communication is one-sided communication and others conflicted that proper flow of communication needs two-way communication with feedback. Further, there are certain barriers to communication flow like language, culture and as such. Communication can be verbal and non-verbal. Verbal communication can be oral or written. There must be clarity in speech, tone and pitch for effective communication. Non-verbal communication is expressed through facial gestures as such. This report discussed three theories of communication: Shannon and Weaver theory, Osgood and Schramm theory and Berlo theory. Further verbal and non-verbal communication is also discussed.
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[bookmark: _Toc1219735270]Introduction 
The act of expressing or transferring thoughts, ideas and information between one person to another or a group of individuals is communication. Efficient communication acts as a heart in the success of any organisation. It acts as a pillar of the success of teamwork in the workplace. There are many barriers to effective communication such as noise, language, networks, people's attitudes, emotions, culture, and such. Lack of proper communication may result in losing the confidence of the customers, and employees and as a result, it will adversely affect the organisation's reputation and in some extreme cases may result in the collapse of the organisation. Effective communication is not attained by a natural process; there must be certain tools and techniques to be followed (Al-Musalli, 2019). This report aims to discuss models of communication, various communication skills and the advantage, and disadvantages of communication theory.
[bookmark: _Toc2135493122]Models of communication 
Shannon and Weaver 
The term communication theory mostly developed after 1940. In the year 1948 or 1949, Shannon and Weaver developed a communication theory that mainly focused on the communication process. This process mainly involves a sender, a receiver, a message, a channel, and a medium through which the message is sent (Kubota, 2019). This model is also known as Shannon theory as it was developed mainly by Claude Shanon. It is a linear model of communication and provides an analysis of the way messages are sent and received. By applying this model individuals can find the cause of the distortion of the message.  This model of communication describes distortion can be done in three ways: technical problem, semantic problem and effectiveness problem (Tung et al., 2021). They also focussed that the main reason for distortion is the noise that includes noise from traffic, thunder as such. A person begins the message that is the sender and also chooses the medium through which the message is sent. A message can be oral or written or as such. A transmitter or the encoder transmits the message into signals. The channel or medium receives the message. Then the noise is the main cause that distracts the message or interrupts the understanding. The noise can be of two types: internal and external. Shannon and Weaver believe that messages are transmitted through devices such as telephones so messages need to be converted in such a way so that they can be easily understood. The receiver is the last point who receives the decoded messages.
Shannon and Weaver's model mainly focused on the cause of disturbance in the communication but it did not give any way to avoid misunderstanding. It mainly deals with one-way communication.
Shannon's model applies to Maria and Pedro's case. Maria called Pedro and asked him to ‘bring the attendance register’ due to sudden thunder, Pedro only heard ‘bring the’. It is seen that the miscommunication arises due to noise and the full message was not delivered to Pedro.
There are many examples of miscommunication that happened in our workplace. One happened yesterday when the manager called his secretary and asked to fix a meeting at 3 pm but due to the huge noise of machines he was unable to hear the exact time and the confusion arose. 
Schramm
In 1954, Osgood Schramm proposed a theory of communication later developed by W. Schramm (Kuznar and Yager 2020). This theory emphasises the circular model and believes that communication is not linear and consists of all the communication elements. They believe in two way communication which was not prioritised by the Shannon model. Both the sender and the receiver should understand the message and there must be a reversal of the message. This is the crucial element of this model and there is no use for communication unless it is two-sided. The communication is incomplete unless feedback is received by the receiver. Both sender and receiver have empowered by the feedback function (Kimmel and Mutto, 2019). The element of this model is the source or the sender started the communicating message and it should be clear and understandable. It is encoded and the receiver can decode the message so that it becomes understandable. The decoder is the receiver. There are many factors like culture, and language as such to be considered so that the message can be understandable by the receiver. The message is the main thing that is communicated. It can be a verbal or oral message or non-verbal. Feedback is the message that is delivered by the receiver after getting the message from the sender. It is a crucial part of this model. Here physical noise is the main cause of interruption in the flow of communication. Schramm also believes that individuals' background, experience and knowledge are the main factors that impact communication.
When Pedro asked Maria for a cup of coffee but she kept mum so here the communication is not complete as per the Schramm model. There must be feedback or a proper reply for complete communication.
My colleague asked Andrew to accompany him for lunch, he replied properly that he had some pending work to complete. This is proper two-way communication which is as per Schramm's model. 
Berlo 
In 1964, David Berlo and based on the SMCR model of communication (Kalogiannidis. and Papaevangelou, 2020). . It has four elements: a source or the sender who initiates the communication, the message which is communicated, the channel is the medium through which message is transmitted and the receiver who receives the message. This model is mainly emphasised one-way communication so it is a linear model and feedback is not an essential element of this model. This model can be explained with an example taken from the real world. While listening to the news on the radio the news presenter is the source who started sharing the information, the message is the information shared through a digital platform and the audience is the ultimate receiver who receives the information but they cannot provide any feedback. This is the phenomenon explained by David Berlo in his model. The source can be any media may be newspaper, television and so on. There are certain exceptions like social media where comments can be given on any post. Berlo further describes communication skills, knowledge, culture, attitude and social system are the five factors related to the source. Communication skill is the ability to read, speak, write and listen efficiently. The sender's and receivers' psychological factors that are assuming things, being bored and not listening carefully that affect the meaning of any message is the attitude. Knowledge is the difference in language that affects the understanding level. Code, content, structure, treatment and element are factors related to messages. Five senses are important in the process of communication. In this model, there is no room for feedback and noise. It is a complex model.
When the professor explained the process of organic farming most of the villagers were not able to understand it as he spoke very fast and he had a good command of the English language. Most of the villagers were not able to communicate in the case of the professor and the villager. This often happens in the workplace when the manager visits another country to supervise the work and most of the local staff did not understand the language. Here the case of barriers to language and culture arise.
[bookmark: _Toc562158596]Communication Skills 
Communication skills have four categories: firstly verbal, nonverbal and listening skills; secondly, conflict management and negotiation skills; thirdly, teamwork skills and collaboration; and fourth, ly cross-cultural skills (Hardjati and Febrianita, 2019). Some of them are discussed below:

Verbal 
The communication where there is the use of words to share the information is verbal. It can be either oral or written communication. The main element in verbal communication is the social expression, encoding and social sensitivity (Manusov et al.,  2020) The main point in this communication is the choice of words and the tone in which it is communicated. For efficient communication the speaker must speak and express the feeling, the listener is supposed to be a good listener. Further, it should be calm and polite and must be focused. In the workplace, this communication can have an effective influence if it is rightly used. By using correct words and a respectful tone the team leader can motivate his team and this will have great results in the working of the organisation. In the case of a day with the chief, the use of the right tone influenced the chief so much that he created a new dish with limited stuff. The word of the customer influenced him and motivated him.
Non-verbal 
Communication through any facial expression, body language, tone or gesture is non-verbal communication (Ramallah et al., 2019). It is expressed through non-verbal behaviour. These signals give a clue through which it becomes easy to understand what the speaker is going to tell. It helps to communicate without any word spoken and helps to convey information and also helps to understand emotions. This communication strengthens the relationship and the feedback can be given with any gesture like just a simple smile. This communication is not simple, moreover, it is more complex than verbal communication. By looking at the facial expression of the child the chief understood that the soup was too spicy so the chief added some sugar to make it balanced. The child was happy after that and he ate all the soup which was explained in the case a day with the chief. 
Active listener 
Any effective communication includes both good speaking skills and active listening skills. Listening is equally important as speaking in the process of information transmission (Raju,  2018). Efficient listening skills enable everyone to respond quickly and effectively by understanding well. It is very important in solving any problem. Active listeners pay full concentration and never entertain any simultaneous activity side by side like reading, watching tv, mobile phone and so on. They never interact with the speaker and allow them to complete their sentences. Active listeners don't believe in any assumptions and assume what the speaker is going to convey.
Empathetic listening is paying attention and being responsive to others during any conversation. One of the qualities of an empathetic listener is they try to encourage and give support rather than giving advice. As seen in the case of Max he was doing many activities at the same time and believed himself to be a multitasker. He was busy reading a storybook when the lecture was being delivered. When the professor asked him a question he was unable to answer as he was not attentive in the class.
[bookmark: _Toc158691366]Advantages and disadvantages of communication theory 
Communication theory is important in understanding human behaviour. It helps to understand the individual and the total community, friends, company and media very well. It helps to build a relationship. Communication helps to build a strong relationship. It is very important in every field, maybe in personal life or in the growth of any organisation. It also helps in understanding the value. Communication is related to skills. These models and theories help to develop skills that are a necessity for every individual. Also, it stated that communication is a two-way process so it helps in understanding the importance of feedback and without this communication is not complete. Despite the many advantages of communication theory, there are certain drawbacks also. Few theorists only emphasised linear communication where the sender sent the message through and received by the receiver. It is seen that for effective communication there must be two-way communication and there is also the importance of feedback. It also stated some interruptions in the communication mostly noise but it did not give any specifications to solve the problem. Further, there are barriers like culture, language and many more but the way to solve these issues is not given.
[bookmark: _Toc1840518124]Conclusion
Communication is the basic priority of every human being. It helps in increasing the understanding level. In any workplace, its importance is beyond any description. In an organisation, it helps to build a strong relationship with the stakeholders and have a position in the market. Communication skills need to be developed. It can be verbal or non-verbal but the essential element for good communication flow is trust, understanding and such. Many theories have been developed by many theories to develop the communication flow. In the end, it can be concluded that communication is a two-way flow of messages and the important part is that there must be feedback given by the receiver. 
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