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Introduction

By exchanging information, communication aims to create a shared understanding. One sender sends information to many recipients. using written, visual, audible, or oral media. Information is typically encoded with and decoded from thoughts, feelings, and ideas. People with effective communication skills can communicate and comprehend information. In the workplace, interaction with people from various backgrounds is essential. Encoding and decoding are helpful at work to enhance comprehension. There could be a psychological, emotional, physical, or cultural reason for the language barrier. Without communication, communicators could feel overworked, hurried, and miserable. Ineffective or nonexistent communication hinders personal growth and productivity (Verzosa Hurley & Kimme Hea, 2013). In this study, communication tactics and ideas are looked at.Communication Theories


Communication Theories
Shannon and Weaver Model of Communication
There is a Shannon-Weaver Model of communication that was developed by Shannon and Weaver in 1949 which is generally known as the "mother of all models" (Hollnagel & Woods, 2005)
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· Information sources (Senders) are responsible for generating messages and selecting transmission channels.
· Signals or binary data are converted into signals by transmitters (encoders).
· Channels are platforms for transmitting messages.
· Binary data or signals may be converted into messages by a receiver (decoder).
· This is the place or person that receives the communication, also called the destination (receiver). Messages are interpreted by the receiver based on their content.
· Messages are prevented from reaching their intended recipient precisely due to noise caused by natural disturbances, such as people and the environment.
When sending a communication, a person must both choose the appropriate technology medium and encrypt and encode their ideas and thoughts. The recipient must next translate the communication into thoughts and concepts in order to understand it. Noise interruptions, however, may make it difficult to communicate across the channel. Refrain from expanding on the issue or straying from the main subject. Indicate when tasks need to be completed, and clearly state your needs and priorities (Hawkins, 2003). For instance, if Maria spoke in terms Pedro could understand, she would communicate clearly.


Schramm’s Model of Communication
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As a result of Shannon and Weaver's influence, Wilber Schramm developed his communication model in 1954 (Mcquail, 2015).





Source (In Communication Models, 2014)
Encoding is fundamental to the communication cycle since it begins with turning thoughts and ideas into messages. The recipient immediately attempts to interpret the communication as soon as it reaches them. For individuals to communicate effectively, encoding and decoding are essential, since they would be unable to do so without them. It is essential for a two-way communication system to involve input from both sides of the conversation, according to Schramm. For efficient communication, Schramm believes knowledge, experience, and cultural background must be considered, as people of different religious backgrounds and backgrounds may interpret things differently.
Learn how to distinguish passive listening from active listening. Ensure that your message is understood by others by engaging with their verbal and non-verbal comments. Take notice of what you see, what you hear, and what you instinctively feel. Attempt to understand while taking the time to comprehend. Take the other person's ideas into consideration. Perceptual filters should be considered. Be wary of assuming that what you perceive is what is truly happening.
A chicken was instructed to be purchased from a store by Maria. After returning home the following evening, Pedro went into the kitchen in search of Maria without purchasing the chicken. Due to an ambiguous message Maria sent to Pedro, this occurs.


Berlo’s Model of Communication
The SMCR Model of Communication was developed by David Berlo. Shannon and Weaver's 1949 model was again the inspiration for this model. People's capacity to communicate successfully is positively impacted by aspects of communication, according to Berlo. A crucial aspect of Berlo's model is encoding and decoding, much like Schramm's paradigm (Narula, 2006).
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Source (Strate, 1970)
· According to Berlo's model, the components of the model are the Sender, Message, Channel, and Receiver (SMCR). There are several factors that affect each of them (Strate, 1970).
· When a message is sent, it is sent to the recipient by the sender. It is possible for the message to be altered as a result of the sender's communication skills. An individual's attitude can also affect the message, as it does with social institutions and culture. Cultural norms, beliefs, and values may influence how messages are delivered.
· Recipients receive messages from their senders. It can be a speech, a picture, a text, etc. Video or email coding, content, treatment, elements, structure, or coding (all of these) can affect the message.
· Channels send messages. The telephone, the mail, the internet, etc. Communication via the senses plays a key role in human efficiency. Senses of hearing, seeing, smelling, tasting, and touching.
· An individual who received the message. According to Berlo's model, the sender's and receiver's thoughts should reflect each other's. There may be a problem understanding the message. Social systems, cultures, skills, attitudes, and knowledge should match those of the sender.


In Shannon Weaver and Schramm's Model, noise and feedback are ignored as communication barriers. There must be a level of agreement between the sender and receiver in this one-way connection.
It was not communicated by the professor to the people, for instance. Due to this, he was unable to receive assistance from them.






Communication Skills
Verbal 
The precise meaning of our words does not convey all the information we intend to convey. The subtext is communicated through pitch, tone, and formality. Our message will be understood if we choose each piece carefully. Whether we are greeting co-workers or presenting presentations to the full company, verbal communication plays a vital role in our work lives (Worth, 2009).
Spoken, written: There is a language component to verbal communication. The terms oral communication and written communication can be used interchangeably. E-mails and letters fall under this category.
Words: It is crucial to choose the right words when communicating. There is something conveyed by language. Word choice determines style. Language is chosen based on one's comfort, confidence, and ability to be understood by others.
Pitch: A person's emotions affect the way he or she communicates. A person's pitch may elevate when angry, upset, or annoyed. Successful communication depends on regulating it.
Tone: Experiences that are frustrating are common to everyone. Being abrupt, short, or rude is a mistake. Attitude of speaker toward listener is conveyed through speaker tone. Establishing great working relationships requires professional and courteous communication.


Non-verbal Interaction
There are two ways to communicate nonverbally, which is intriguing. When someone makes a comment, we do not agree with, we raise our eyebrows. The ability to regulate your nonverbal communication is a result of understanding how others communicate with their nonverbals (Charles, 2019).
Body language includes eye contact: Maintaining eye contact is essential. Eye contact is important because it conveys sincerity, honesty, and curiosity. Maintaining eye contact while listening shows that you are paying attention. When presenting bad news, you should engage the audience to demonstrate your understanding of their emotions. When you look someone in the eyes and deliver a hard message, you show honesty and respect.
Face: We demonstrate that we are paying attention when we make facial expressions of interest and when we actively listen. Smiles, scowled brows, or perplexed looks can all communicate feelings. It's simpler to show interest without having to say it all the time when they lubricate the discussion. When talking with a stone face, it's crucial to watch your facial expressions.




Body language: Depending on the person's origin, gestures and touch could be used frequently or infrequently. From these actions, there is much to be understood. A gentle touch on the arm can be reassuring but a hard handshake might be scary. The difference between feeling guilty or avoiding when your hands twitch and feeling confident or eager when your arms boom or you move quickly.


Listening  
Active listening skills can be refined with practice. The skill of active listening requires a lot of practice. One who actively listens is said to be an active listener. This approach entails actively engaging with the speaker's message as opposed to simply passively hearing it. Multiple senses are actively used when listening. An "active listener" must give the speaker their undivided attention and must appear to be paying attention for the speaker to not perceive it as a dull discussion (Spataro & Bloch, 2017).
When in a conversation, someone who empathises with another is alert and receptive. Making a connection with the other person and identifying shared experiences are necessary for developing empathy.


Technology's Pros and Cons in Communication
Humanity has spent millennia communicating. It facilitates sharing and engaging. Technology has improved communication. 2000 was wired-only. Technology has improved communication. Workplace technology has several advantages (Mizerani, 2006).


Benefits of technology in communication
The use of technology can help us communicate better. Communication may become more efficient and effective with the help of technology. There are a number of advantages to technology when it comes to communication (Bandyopadhyay & Sen, 2011):
Remote communication: Technology enables distant communication. Worldwide nature enables global communication. Convenient to communicate without travelling. Technology has improved communication.
Wider: Technology is becoming more prevalent in the workplace. Contacting people near and far is made possible by it. Communication is possible anywhere and at any time thanks to technology.





Unplugged: Technology has rendered cables obsolete. Everyone should remove office wiring and connections. Technology will help many communicate. Technology might replace cables and wires.
Better: Technology improves communication. This improved communication and decision-making. We're more productive. Technology speeds and simplifies communication. Everyone can understand the simplified information.
Safer: Communication is secured by technology. Eavesdropping and listening are prevented, making communication more secure. Technology can be used to conduct secret talks. Business letters will look great in this format.
Reliable communication: There is reliability in technology. Despite dangerous conditions, it ensures reliable communication. It is possible to communicate seamlessly and without errors thanks to technology.
Accessibility: Communication is improved by technology. Communication has become easier thanks to technology. People can communicate more effectively with the help of technology.
Time and costs reduced: Technology has made communication cheaper and faster. Conversations are faster and cheaper with it. Communication has been streamlined thanks to technology.
Communication trends: Technology has had a significant impact on communication. The use and effects of technology are examined in relation to communication.


Communication's drawbacks with technology
Technology facilitates communication. Many disadvantages may hinder communication. Technology limits communication. Pew Research Centre says many individuals don't comprehend how technology affects communication. People can't control how their info is used. In recent decades, technology has radically changed communication. Digitization spreads phones and computers. Communication technology has downsides (Vinko et al., 2022).
Privacy: Technological privacy is a serious issue. Smartphones have trackers, microphones, and cameras. Most smartphones' GPS can track a person. Our culture constantly invades our privacy. Hackers and others with superior technology can spy on people. If you don't want your company recognised via technology, it might be difficult. E-mail and the Internet obscure voices and faces. It's anonymous.
Distract: Internet browsing and emailing distract people frequently. Technology distracts everyday life. Technology limits socialising. Multitasking prevents individuals from talking. Technology speeds up and strains communication.




Misunderstand conversation: The conversation has become obsolete due to technology. Communication isn't learned behind a chair. Messages or phone calls will suffice now. Technology makes communication difficult due to too many distractions.
Tension: People are busier now than 10 or 5 years ago due to technological advances. Overwhelming is common when there is so much information, messages, and people to contact.
Sociopath: "Too much" connection is an issue. When on the phone or computer, it's hard to pay attention to others. Public eye contact is harder. Mobile phones and other technology have increased social anxiety. People stare at their phones instead of looking about. Cell phone and laptop interactions aren't musical. Mobile gaming and online surfing dominate their talks.


Conclusion
The author covers the Three Models of Communication, numerous communication styles, and the benefits and drawbacks of using technology in communication throughout this essay. These classes also covered a number of theories relating to communication in addition to the Shannon-Weaver model, the Schramm model, and the Berlo’s model.
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