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[bookmark: _Toc102394752]INTRODUCTION 
Communication is considered as the procedure of exchanging information from one person to another in various forms such as writing, oral and other mediums. In organisation effective communication is required because it facilitates manager to inform and convey necessary information to employees so they can perform their operations in desirable manner and contribute in attaining business goals and objectives (Abd Hamid and Jamrus, 2021). Communication also plays an important role in development of workplace coordination between employees. Effective communication maintains positive work environment and motivate employees as well that lead business towards growth and development. Team is defined as the group that includes various members who contribute equally to achieve common objective. It important for the team manager to maintain effective and strong communication in team that enable all team members to understand that what are their roles and responsibilities in team to achieve determined objectives. Organisation have to face various consequences due to ineffective communication so, it is essential to ensure the efficient of communication. In this report various communication model such as Shannon and Weave, Schramm and Berlo are explained. Along with that different communication skills and disadvantages of modern technology are mentioned. Furthermore, examples of poor communication at workplace and suggestions to improve communication through using theories are discussed. In this project case study of Maria and Pedro is taken into consideration for better understanding communication and its dimensions.
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TASK
[bookmark: _Toc100071795][bookmark: _Toc102394754]Models of communication 
[bookmark: _Toc100071796][bookmark: _Toc102394755]Shannon and Weaver’s communication model: 
	Shannon and Weaver’s communication model was introduced in the year of 1948 by the Shannon and Weaver. Shannon and Weaver’s communication model is developed with the purpose of developing effective communication and coordination between receiver and sender that created mutual understanding regarding specific topic (Ayar and Gürkan, 2022). This model is also beneficial in communicating with key employees at the workplace. First of all, this mode is used for improving the technical communication but later it is applied in the field of communication in wider context. In this model, different concepts are included that complete the communication process such as information source, transmitters, noise, channel, message, receiver and other aspects. All these concepts are explained below in context of the case study of Maria and Pedro: 
· Sender: Sender is the person who is responsible for generating message and sending it to the receiver in efficient manner through using different channels of communication. Sender is the originator of information or message that is delivered to receiver.
· Encoder: Encoding is the transmission of original information into codes or signals that could be understandable by the receiver. 
Channel: Channel is considered as the mode or medium of communication through which message is transferred to receiver like emails, phones and other modes (Chang and Park, 2018).  
· Decoder (Receiver): Receiver is defined as an individual who is the destination of message or who receives the message from sender. Receiver converts all signals into message that are send by the sender. Effective decoding helps to maintain mutual understanding. As per the case study, it is essential for the receiver to decode the information in a professional manner to achieve quick results.
· Noise: Noise is defined as the disturbance or barriers that are raised in the process of communication that impact overall efficiency and effectiveness of communication. Dur the impact of noise, receiver do not understand the message in same manner that is send by the sender. In the case of Maria and Pedro, supervisor so not take any feedback from staff members that create confusion regarding work responsibilities and operations. 
[bookmark: _Toc100071797][bookmark: _Toc102394756]Berlo’s communication model 
Berlo’s communication model was introduced in 1960 and it consists four major aspects that describes whole process of communication such as sender, message, channel and receiver. This model of communication pays attention on emotional aspects of the message. The Berlo’s model is widely used in many international and national companies to make communication more precise. All aspects of this communication model are getting affected by the various aspects (Chitishvili, 2021). All these factors that are included in model are explained below in context of the case study of Maria and Pedro:  
Source: Source is defined as the one from whom thoughts and messages are originated. Sender is the important part of communication process because he transforms related information to the receiver after putting his thoughts into words. Sender transfer message with the help of effective communication, social system, attitude and culture. All these required capabilities of sender are mentioned below: 
· In the process of conveying messaged and information to receiver, effective communication is the important aspect. It is required for sender to know where to take pause, repeat sentence and how to pronounce words to maintain the efficiency of message.
· It is important for the sender to have right attitude that helps him to create long lasting and effective impression on the listener’s mind.  
It is required from the sender to have understanding of social system, culture and background of community that help to deliver message accordingly (Du and Fang, 2018). 
Message: Message is the very important part of communication process in which sender converts his specific thoughts and message into words in order to create a message. This process is known as the message. In the process of encoding message, various elements are included that makes the message more understandable and effective. These aspects are explained below in context of the case study: 
· It is important for the sender to make the content simple and effective that can be understand by the receiver in efficient manner. As effective content is the backbone of communication. 
· Sender must treat message properly and convey it to listener. He must understand the importance of message and deliver it to sender on accurate way. 
· Structure of content in necessary because it enable to convey the message or information in most desirable manner (Nagappa and Naik, 2022). 
All these elements need to considered by the sender during forming message. 
Channel: It is the medium that ensures flow of communication from sender to receiver. The selection of appropriate communication channel is required in case study to develop effective approach in developing information. There are various channels are used by the sender to communication information in efficient manner such as emails, phone and other modes. 
[bookmark: _Toc100071798][bookmark: _Toc102394757]Receiver: Receiver is considered as an individual who receive message and tries to understand it appropriate manner than respond accordingly. This process also defined as the decoding. It is important for the receiver to have on the same platform as the speaker in order to understand message in best possible manner. It is required from the receiver to have strong communication skills, right attitude, knowledge and understanding of topic so he can perceive the message in best possible manner. 
Schramm’s communication model 
Wilbur Schramm has introduced Schramm’s communication model in 1954 in which he suggested that communication is the two-way process because both sender and receiver plays important role in communicating message. He stated that information has no use until unless it is not carefully converting into words and conveyed to receiver (Nomaan, 2022). The communication model is applicable in development of systematic communication at the workplace in order to complete key tasks and objectives. It proposed that communication is not a linear model but it is the circular model. This model defines the classical approach to explains the flow of communication in Schramm’s communication model various elements are included that are explained below in context of the case study of Maria and Pedro: 
· Sender is an individual who convey message and information to the receiver and send message to receiver. 
· Receiver is defined as the person who decodes the message that are sent by the sender. There are various factors that must be considered by the receiver that helps him to understand or decode the messages in appropriate manner. It helps to create mutual understanding between sender and decoder. 
· Message is the information or data that is communicate to other person for some specific purpose.  core content of communication. Sender must ensure that message must be clear and structured that can easily understand by the receiver (Pilapitiya and Peiris, 2021).. It can be delivered in the form of verbal and non-verbal aspects on the requirement of communication process. 
· Feedback is considered as the important part of communication process that ensures that receiver receive information in appropriate manner as sender want to convey.  
· Semantic noise: It is defined as the barriers that come in existence during the process of communication. Noise impacts overall efficiency and effectiveness of communication process in negative manner. 
Causes of poor communication at work place :
· Unclear objectives: When the manager doesn’t share their objectives or long term goals , the team can’t meet the manager expectations. 
· Lack of professionalism : I find that some people think that after they reach the manager level they can treat their employees as they wish . Sometimes they mix the professional life with the personal one and they talk about issues that normally wouldn’t be appropriate at the work place .

Suggestions to improve communication: 
· In order to improve overall communication at organisation, it is important to implement Shannon and Weaver, Schramm and Berlo communication models that enable supervisor to maintain effective communication lead efforts of employee in right direction. These models help supervisor to get employees feedback to ensure that they understand the message properly what sender wants to communicate. 
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Effective and strong communication skills enable an individual to communicate their ideas, thoughts, point of views and opinions to another person as well as influence them with perspective ideas. At the workplace, it is essential for the employee as well as for the employer to have precise communication skills for maintaining effective circulation of information. As communication plays important role at workplace to convey necessary information, roles and responsibility among people so they can perform determined operations in best possible manner to attain business goals and objectives. There are various communication skills are required to maintain better communication. These skills are explained below which can be adopted in the case study of Maria and Pedro: 
Verbal communication: Verbal communication skill helped an individual to communicate ideas and message to others with using spoken language. In the working environment of organisation verbal communication is necessary to convey business policies, strategies and other related information in efficient manner that lead employee’s efforts and actions in right direction (Suman and Ebenezer, 2022). There are various conflicts or confusions are raised due to improper verbal communication so, it is important to conduct regular meetings and conferences in which management and employees directly communicate with each other and convey own ideas to other. It enhances overall organisational performance and efficiency. 
Written communication: Written communication skill is related to sharing and communicating ideas, information, thoughts and other things in written format. It is also considered as the formal way of communication. In organisation, various information is communicated through emails, memorandums, faxes as well as other written medium that are easy to understand and maintains proper understanding of employees regarding organisational policies and procedure. In many global companies, written communication is the preferred technique to communicate with middle and bottom level management employees.  
Non-verbal communication: When ideas, thoughts, information are communicated through using imaginary words and non-verbal cues such as body language, posture, gesture, tone and pitch of voice and signs and signals. At workplace, it can be improved through displaying courteous facial expressions, maintaining eye contact and using positive tone of voice. It creates positive impact on employees and motivate them to perform accordingly. 
Listening: 
Active listening: Active listening is the most important communication skill that enable an individual to listen and understand the message that is conveyed by the sender. It is related to summarising and restating the message in own words to confirm that message is received and properly understood. In the communication process, it is essential for receiver to pay attention on messages for developing mutual understanding. In successful communication, active listening plays important role (WAHYUDI, 2020). In an organisation active listening is essential because it enables employees to understand policies as well as strategies so they can implement them in proper wat to achieve business goals and objectives. 
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In current days, various modern technologies are used by an individua or organisation to communicate necessary information or message to others with efficiency and effectiveness. Modern technology makes the process of communication faster, efficient and easier. There are various technologies are used by the organisation with the objective of gaining customer insight and communicating business policies and other related information to employees in appropriate manner. Different social media platforms, mobile, internet, live videos, conferencing technologies are used by business. At the workplace, it is crucial role of top level and strategic management to perform communication using information and technology. Sometimes, organisation faces various consequences or disadvantages through using different communication technologies. Disadvantages of communication technologies are mentioned below: 
Data insecurity and identity theft: Communication technologies enhances the cases of data insecurity and theft. In current days, number of people creates account on different social media channels that contains various personal and professional life information. All this information can be stolen by the other persons for unethical purpose that created threat. It is the major disadvantage that reducing the importance of communication technologies.  
Cyber bullying: Cyber bullying is another disadvantage of communication technologies. Some people used various communication devices like emails, phoned and social media platforms like Facebook, Instagram and others with the objective of bullying, threaten and harass other people for certain unethical purpose. Cyber bulling created various negative impact on an individual’s like enhances their stress level, depression, anxiety and low self-esteem. In order to reduce these negative impacts, communication technologies must be used in appropriate manner. 
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CONCLUSION 
As per the above report, it can be concluded that strong communication facilitates an individual to communicate their ideas, information and thoughts to others in effective manner in order to create mutual understanding. Communication models helps to understand the communication process and its includes factors. There are various barriers are raised during the communication process that impacts overall efficiency and effectiveness. In is important to various communication skills and capabilities that enable them to maintain effective communication. 
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