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Executive Summary
This report discusses some of the key communication models such as Shannon and Weaver’s, Berlo’s, and Schramm’s. Communication skills are identified besides detailing the benefits and limitations of communication technology. The case studies of Professor and Village people, as well as Maria and Pedro, are discussed. In the context of the case studies, the selected communication models are applied. Considering the workplace, some examples of poor or bad communication are presented. Finally, recommendations are presented that can be applied in the workplace for improving internal communication. For the same, communication theories application can be proved useful.
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Communication act includes receiving, sending, and sharing information in writing or talking, reading or listening (McLeod, 2018). It is important in the workplace to increase work collaboration and boost teamwork. Communication enhances streamlining internal interaction that ensures the team and management are on the same page. It promotes better performance or productivity by making operations run smoothly. In relationship development, communication enhances team commitment and trust. Some barriers to effective communication are distractions, lack of interest or attention, and differences in viewpoint and perception of sender and receiver (Sibiya, 2018). Besides physical barriers like speech or hearing difficulties are other barriers. Poor communication creates a tense workplace environment leading to unmet expectations. Other results are missed work deadlines and distrust among the team.


[bookmark: _Toc100081505]2. Three communication models
2.1 Shannon and Weaver (1948)
This model discusses the communication between receiver and sender and finds factors that influence communication such as noise (Kubota, 2019). It deals with an information source, noise, channel, receiver, transmitter, message, information destination, decode, and encode. The sender sends a message or data while the transmitter that converts the message is called the encoder. The decoder is the reception place that converts the signal into a message while the receiver is the message destination. As messages are transferred through a channel, they may be distracted by physical noise such as thunder, crowd or horn sounds affecting communication flow. It is a simple communication model that is effective in individual-to-individual communication. However, it is criticised for being a one-way process due to a lack of feedback.
2.2 Schramm (1954)
Osgood Schramm’s communication model is circular which suggests there is a two-way path in communication between receiver and sender (Kuznar and Yager, 2020). Major elements are sender or encoder, receiver or decoder, message, and interpreter. Both of them play role in decoding and encoding the message for effective interpretation of the message. It also upholds semantic noise is interrupting communication. Feedback is important to understand for senders that receivers have understood the information effectively. Although this model has practical applications, it is based on the assumption that decoding and encoding do not need external help and work independently which is not true.
2.3 Berlo (1960)
The SMCR communication model includes varied factors such as source wherein the message originates, communication skills, attitudes towards the subject, self, and audience, and knowledge of the communication topic (Kuznar and Yager, 2020). Besides these, social systems and cultures such as beliefs, religion, values and others affect communication. Elements like gestures, language and body language are part of a message. Content is referred to as the message's body while treatment is the way the message is conveyed. Even structure, code and channels like seeing, hearing, and others matter. The receiver and source should be on the same level for effective communication. However, feedback importance is not considered moreover it is linear and does not consider noise. It needs people to be on a similar level that rarely happens.
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Verbal communication skill
This skill contributes to effectively conveying information and ideas by using spoken language (Sutiyatno, 2018). In a workplace, verbal communication skill is applied in varied contexts such as training sessions to engage newly hired people in the work process. It is used in presenting PowerPoint presentations to a large or small audience in a clear and effective way. In group meetings, supports sharing ideas and influencing others. Even in a one-to-one discussion, verbal communication plays role in clearly conveying a message or sharing information or thoughts. The ways to enhance verbal communication skills involve using concise language, understanding the audience, and paying attention to body language (Indeed, 2021). Additionally, in the workplace, one should speak with confidence and try to gain feedback on conveyed message.
Active listening skill
Active listening holds importance in restating and summarising what is heard in own words to confirm the understanding (Chatzinikola, 2021). It helps people to avoid misunderstanding, open up, build trust, and resolve conflicts. In the workplace, active listening is applied by paying attention to the team while they communicate by making eye contact and giving them full attention. During the presentation, the receivers or audience can reflect on the information shared by the speaker. By offering feedback to the presenter, active listening skills can be revealed. The speakers in meetings should be responded to appropriately. This skill can be enhanced by avoiding interrupting the speaker and listening to them without judging or jumping to conclusions. One should stay focused and practice active listening.
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Advantages of communication technology
Speed
It is one of the major advantages of communication techs as messages are sent faster generating instant responses (Ji et al., 2018). Thus, it is a reliable communication tool socially and for businesses. 
Automated ventures
Information communication technology has automated ventures being available 24 hours a day. This enables people to buy commodities from any part of the globe and have them sent in a short span of time without the need to make a physical visit.
Reduced cultural barriers
People can communicate from different backgrounds easily which helps reduce prejudice and enhance awareness of the global business. Over the internet, knowledge or information sharing enhances the cultural sensitiveness of people.
Disadvantages of modern technology
Identity theft
Identity theft occurs when criminals obtain personal and financial details of other people using their identity to fraud them by making unauthorised purchases or transactions (Irshad and Soomro, 2018). People are stealing data and identities affecting businesses by impacting cash flow, hampering reputation, and causing issues with suppliers and creditors.
Cyberbullying on social media
Cyberbullying is the act of using digital technology to bully people. It takes place on messaging platforms, mobile phones, social media, and gaming platforms (Talpur et al., 2020). This causes anxiety and depression leading to suicidal thoughts among people. In this, threatening messages are sent to people to intimidate them. Psychologically, it creates problems like loneliness, depression, low self-esteem, and phobias.
Social interaction
Too much time spent on the internet and mobile reduces direct interaction that is face-to-face communication (Verduyn et al., 2021). It is leading to isolation, reduction in social skills and social interaction and increased human-to-machine interaction due to overuse of technologies.
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Some case studies can be referred to discuss the issues related to ineffective communication. Relevant theories of communication will be applied in the same.
Maria and Pedro
In the case of Maria and Pedro, one day Maria called Pedro over the phone asking him to bring a chicken on his way home after work. Pedro was working on a building or construction site and might be due to the noise surrounding him he could not listen properly to Maria's request yet replied affirmatively. However, when he returned home he did not bring the chicken but rather went into the kitchen. When Maria asked him the reason, he answered that he misheard her saying to see her in the kitchen instead of bringing chicken.  Thus, miscommunication occurs due to the presence of environmental noise during a phone conversation.
Shannon and Weaver's communication model
This model is relevant to the case of Maria and Pedro as communication between them has been affected due to physical noise surrounding the construction site. The message through the source of information is Maria transferred to the information destination, Pedro with the use of the channel, the phone. Yet, noise in the destination of information led to ineffective decoding of the message that caused communication error between encoder and decoder or sender and receiver. 
Schramm’s communication model
Based on this model, communication should be circular that is followed by feedback (Kuznar and Yager, 2020). Based on this encoder plays the role of the decoder and vice-versa, this has not been effectively managed in the case of Maria and Pedro. This is for the reason that when due to noise Pedro misinterpreted Maria’s message, the latter should obtain feedback to confirm that the message is effectively transferred. As Maria must have known that Pedro works in a building site where the level of noise is considerably high, the use of feedback would have been effective in making the communication effective. Even Pedro could have made sure that the received message is correct or incorrect by confirming the same with Maria. Yet, the absence of feedback led to a communication issue.
The Professor and the Village People
It is found in the case that an English professor’s house went on fire one night and he ran to the nearby village where uneducated villagers were residing. He used uncommon words to inform them about the fire saying ‘the edifice is being consumed by a great conflagration to which the villagers did not respond, as they did not understand what he said. The next day after his house was destroyed he went to the villagers saying that it is because they did not help him he lost his house. However, the villagers did not underhand that his house was on fire thus they did not come forward to help. Thus, the gap in educational experience loses communication clarity between them.
Berlo’s model of communication
This communication model depends on several factors that lead to effective communication such as knowledge of communication subject, culture, social system language, and so on. As the sender and receiver in the case of professor and village people were at different levels, due to differences in education level, social status, and knowledge of the English language, a communication gap occurred. Thus, the villagers could not understand the vocabulary used by the professor. If the professor had used simple English language to inform them about the fire at his house, the villagers might have helped him. However, as they did not understand the meaning behind his sentence they ignored him and thus the professor could not save his house.
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One of the examples of poor communication in the workplace is selfish communication or one-sidedness. In this, members communicate with associates when they need a favour from them. Another example is the lack of rumour control. In the business environment, sensitive subjects like layoffs should be communicated clearly and directly. Rumours used to circulate unconfirmed and unchecked information lowers employee morale. One of the prime examples of bad communication is a written email sent in anger. It has occurred in 2011 when Cerner Corporation a medical software company’s CEO sent a mail in anger to employees for their late login and early logout threatening them to take away their benefits (Adubato, 2022). This email was posted online which resulted in a drop in the stock price of the organisation. Another example of poor workplace communication occurred in Nike where due to ineffective bottom-up communication, the leader was unaware of gender discrimination in place against women. Female employees were harassed by male employees and it took a renegade survey to reveal such toxic culture (Creswell et al., 2018).
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Based on the findings of the report, some recommendations can be made for communication improvement. They are:
· In the workplace, relevant communication theories can be applied that will enhance communication outcomes. For instance, as Schramm's communication theory revolves around feedback being a two-way approach, this may enhance internal communication in the workplace (Kalogiannidis and Papaevangelou, 2020). Its application will make sure that communication topics among members are effectively discussed using the viewpoints of each of them on the subject.
· As Berlo’s communication model, focuses on consideration of varied factors that lead to effective communication its application in the workplace will be useful. Communication as per this should take place considering the uniformity in the characteristics of sender and receiver. There should be a suitable use of language, time, and body language. Besides, the differences in culture or social aspects of the audience should be considered to ensure that the message is properly delivered and interpreted.
· Even Shannon and Weaver’s model of communication may aid in making one-way communication (Kubota, 2019). It is applicable in sharing business-specific information such as changes in policy, code of conduct, or organisational vision.
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It is concluded that the major communication models are that of Shannon and Weaver, Schramm’s, and Berlo. The major skills to be applied in effective communication are active listening and verbal communication abilities. There are both advantages and disadvantages of communication technology such as social media or the internet. The discussed theories are applied in the case of Maria and Pedro as well as the Professor and the village people. Some poor communication examples are given that affect workplace and its people. In the workplace, communication models can be applied effectively. The selection of the same should be based on the requirement of one-way or two-way communication.
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