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1.  Introduction 
  Communication is the transmission and receiving of information and it can be one-on-one or between groups of people, face-to-face or through communication technologies. Communication necessitates the transfer of thoughts or the encoding of a message by a sender, the individual who begins communication. This communication is delivered to the receiver, who must next decode or understand the message.
  Language involves symbols and signs and is distinct to the culture that speaks and writes in that language. Effective communication requires a shared language and understanding of common concepts. It's also important to bear in mind that a receiver may interpret what the sender puts out differently than what he intended but his is less likely if the two share the same language and culture (study.com, 2021). Language obstacles, psychological and emotional barriers are some of the hurdles that might alter the message sent by the sender, also hearing issues or speech challenges lack of attention, interest, diversions, or irrelevance to the recipient nonverbal communication and cultural difference may lead to misunderstanding.
 
2. Models of Communication

2.1 Shannon and Weaver (1948)
      The Shannon and Weaver Model of Communication is a mathematical communication    theory that contends human communication may be divided into six basic concepts: sender, encoder, channel, noise, decoder, and receiver (buisnesstopia.net,2022). In the case study Pedro e Maria, we have Pedro who is the information source the transmitter is his mouth, the channel is the phone; the noise is represented by the drill hummer used by Pedro`s colleagues from the work site; Maria is the receiver and the destination is Maria`s brain who have to decode and understand the message send by Pedro. The next figure represents the diagram made by Shannon and Weaver about effective communication.
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At my workplace for example the manager told me via radio that the lorry is on the bay A and I need to load it but because of the noise on the background the message was disrupted. He wanted to load Hong-Kong lorry which is special because it goes airfreight and need a specific documentation but in the same time in the yard another lorry for a different country waited to be load. To avoid the misunderstanding, he could have been asking me if I understand the message to be sure that the right country is loaded. In case of Pedro and Maria, the misunderstanding could have been avoided if there was feedback.
                                                     
        2.2 Schramm (1954) 
 Wilber Schramm propose the model of communiction in 1954.Acording to Schramm the information is useless until it is carefully expressed in words and communicated to others. Encoding is critical because it starts the communication process by transforming thoughts into content. When the information reaches the intended recipient, his primary role is to understand what the speaker means. The communication is useless unless and until the second party understands or decodes the information that the sender wishes to relay.He also underlines that coding and decoding are the two basic steps of efficient communication and  the communication is not complete until the sender hears reply from the recipient wich is different from Shannon and Weaver model (managementstudyguide.com, 2022).In the case study Pedro and Maria, Pedro did not understand what Maria wanted from him so the communication was useless.The misunderstanding could have been avoid if there was feedback. He could phone a second time Maria and ask her to repeat what she wants from him to buy a chicken or that she will wait for him in the kitchen. 
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                                                                                                                        Figure 2
                                                                   Source: communicationtheory.org
At my workplace for example every time that we load a lorry, I send a message to the admin that everything is ok and that we finish loading, but I release the driver only when I get feedback from admin that everything is in order and that he can leave the site, in this way we avoid confusion and mistakes. 
 
  
2.3 Berlo
 David Berlo's SMCR Model of Communication describes communication in its most basic form. SMCR is an abbreviation for Sender, Message, Channel, and Receiver. Berlo's SMCR Model of Communication simplifies the communication process by separating it into four components that are each controlled by different situations. The sender and receiver must have some common ground for the message to be communicated as efficiently as feasible. In the case study Professor and the village, the people from the village did not understand what the professor wanted from them, they were peasants with no school education and the way that the professor express his message was way to academic.  Communication skills are essential in this. Culture, knowledge, and attitude are also important considerations. What is deemed impolite in one culture may be entirely acceptable in another. Communication is not always as easy as one would want. Disruptions, noise, and an asynchronous process, among other things, might block good communication. Schramm believed strongly in the two-way nature of communication(buisnesstopia.com). This communication model, unlike Berlo's Communication model, lacks a fourth element. The sender sends the communication, which is subsequently encrypted and sent to the receiver. The message is decoded and comprehended by this recipient.
 Berlo's SMCR model is comparable to the others, however, like Shannon and Weaver, it is linear and lacks feedback. After the communication is sent, there may be interference or "noise." This noise disturbs the communication, causing the listener to receive it just partially or not at all. Factors that impact the transmitter also affect the recipient. External noise, like in Shannon and Weaver's model, can be created by background noise during a phone call, for example. Internal noise may be created by mismatches between sender and listener.
 An example from my workplace is when our section leader gives us a brief of what we must do on that day. Because in our warehouse there are a lot of people who came from different countries and do not understand the language very well at the end of every brief, he asks everyone if they get the message and understand what they must do. If there are misunderstandings, he will repeat the message in common words. In case of professor and the village the misunderstanding may have been avoided if the professor had spoken a common language and used less complicated vocabulary because the people in the village do not have a lot of schooling.
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3. Communication skills
   3.1Verbal communication 
 Verbal communication is the use of words to transmit information with others. As a result, it might contain both spoken and textual communication. However, many individuals use the phrase to refer to only oral communication. The verbal component of communication is all about the words you pick and how they are heard and perceived. Any communication that employs words to exchange information with others is considered verbal communication. These words can be spoken or written. Communication is the transfer of information from one person to another. This means that both the sending and receipt of the message are important. As a result, verbal communication need both a speaker (or writer) to send the message and a listener (or reader) to interpret the message. There are many distinct types of verbal communication abilities. They range from the apparent (for example, being able to talk effectively or listen) to the more subtle (such as reflecting and clarifying). It is very important to remember that good verbal communication cannot be separated from nonverbal communication, such as body language, tone of voice, and facial expressions. Clarity of speech, politeness, keeping calm and focused will all help the process of verbal communication (skillsyouneed.com, 2017). 

            3.2 Non-Verbal Communication
 Nonverbal communication involves the exchange of information using body language, facial expressions, gestures, created space, and many other modalities. Smiling when you greet someone, for example, indicates warmth, acceptance, and openness, just like the CEO from the study case A Day With The Chief Everyone, whether they realise it or not, utilises nonverbal communication all the time. In contrast to verbal communication, which uses language to communicate information through written text, speech, or sign language, nonverbal communication relies on seeing and understanding physical motions. Nonverbal communication is crucial because it provides us with important information about a situation, such as how someone is feeling, how they receive information, and how to approach a person or group of people. Body language refers to how someone positions their body in relation to the circumstance, the surroundings, and how they are feeling for example when someone is furious or frightened, they could cross their arms.
Facial expressions are one of the most frequent forms of nonverbal communication. It is possible to transmit emotion or information by using the brows, lips, eyes, and facial movements. For example, if someone feels surprised, they may lift their brows and widen their eyes.
 While gestures vary considerably between societies, they are widely utilized to transmit information to others, both deliberately and unintentionally. For example, someone may display a "thumbs up" to indicate approval or that they are pleased with something.
Using eye content (or lack of eye contact) strategically is an exceptionally powerful technique to show your attention and interest. Looking away from someone and at the ground, for example, may show indifference or disrespect (Hanne Keiling,2022). 
 In the study case A Day With The Chief he shouldn’t use that body language because after all he was speaking with his CEO not with his friends and he should have been listen his colleagues when they describe the boss.
          
             3.3 Listening
      Active listening
 One of the most crucial abilities that we may have is the ability to listen. The ability to listen has a significant impact on our work effectiveness and the quality of our interactions with others. As an example: we listen to learn; we listen to get information; we listen in order to comprehend; we listen to have fun. Given how much listening we do, you'd think we'd be brilliant at it! In truth, most of us are not, according to study, and we only recall between 25% and 50% of what we hear, as defined by Edgar Dale's Cone of Experience (mindools.com, 2022). That implies that if you chat to your employer, co-workers, clients, or spouse for 10 minutes, they will only hear around half of what you are saying. For example in the case study Max the multitasker he listen only half of the conversation with his client. Listening is a skill that we could all need to improve. You may increase your productivity as well as your capacity to influence, convince, and bargain by being a better listener. You'll also avoid conflicts and misunderstandings (mindtools.com, 2022). There are five essential approaches for improving your active listening skills: pay close attention; show that you are listening; provide feedback; defer your decision; react accordingly. In case of Max the multitasker if he would follow these five approaches, he would still have that person as a client.  Begin utilising active listening strategies right away to become a better communicator, increase workplace productivity, and build stronger connections.
      Emphatic listening
 Empathic listening is the technique of connecting emotionally with someone who is speaking. This allows you to put yourself in their shoes and experience what they are feeling—the definition of empathy. It is therefore an extension of active listening, but it necessitates a much more intentional and intense emphasis on sensations. Importantly, empathetic listening allows the speaker to feel hear and value. As a result, it may be more of a therapeutic strategy than active listening, which is more concerned with promoting excellent two-way communication. The primary goal of empathetic listening is to offer support or encouragement to the speaker. This distinguishes it from other types of active listening, in which the purpose is to understand the information and respond in whatever way seems most appropriate (skillsyouneed.com, 2017). 

   4. The Advantages and Disadvantages of Technology in communication
 Electronic systems utilised for communication between individuals or organisations are referred to as communication technology. Communication technology enables communication between people or organisations who are not physically present in the same place. Telephones, telex, fax, radio, television, and video systems are covered, as are more current computer-based technologies such as electronic data exchange, e-mail and text messages. 
   Advantages
· Easier, faster and more effective communication.
· Long distance communication is easier
· Faster method of communication during emergencies
· Ability to communicate send video and photo from anywhere in the world
· 
Disadvantage
· Increase dependency of technology.
· The utilise for older generation is more difficult
· Not always trustworthy
· Allows Cyberbullying
· Not always reliable
  5. Conclusion
  Communications significance cannot be emphasises. After all, culture, society and civilization cannot exist without the capacity to interact with one another. A good communication eliminates wars and misunderstandings, assists us in meeting our wants, sets rules and regulation that aid in the structure of society, assists individuals in finding and keeping jobs, gives information and directions, and passes down cultural traditions, norms and values.
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