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[bookmark: _Toc102231223]1.0. Introduction 
Communication is very important in the daily life of general people. It is a very essential skill required in both personal and professional life. Communication is also very important for companies or organisations (Skyshliak, 2018). Effective communication can be helpful to further progress the profitability of the business. Without an efficient communication process companies cannot sustain and exist in the vast market. Employees with excellent communication skills are desirable candidates for recruitment. Teamwork also needs good communication skills, as the teammates need to communicate effectively to understand the problems and express their own opinion to find effective solutions. Also, several tasks like collecting information, handling shareholders, negotiating with investors, handling suppliers, understanding the consumers, and decision making all of these processes need effective communication. This report aims to discuss communication models with relevant case studies and also discuss different types of communication skills with relevant case studies. Also explains the benefits and drawbacks of telecommunication. 
[bookmark: _Toc102231224]2.0. Three communication model 
[bookmark: _Toc102231225]2.1. Shannon and Weaver (1948/49)
The Shannon and Weaver model was established in 1949. This model is a linear communication model that puts a framework to analyse the process of sending and receiving the conveyed messages (Karanikas and Passenier, 2019). This communication model is well-known for explaining the interpretation of receiving and sending messages. By using this mathematical communication theory, Shannon and Weaver hope that they will identify the pressure points of communication where it is distorted. Some major components of Shannon and Weaver's communication model are as follows:
Sender: This model starts with the source of information or sender. The process of communication starts with the information source by choosing a person or a channel to transfer the message. 
Encoder: Encoder is the next step in the communication model of Shannon and Weaver. The encoder converts the thoughts into signals that can be sent to the receiver from the sender. 
Channel: The channel of communication refers to the infrastructure that receives information from the encoder and sender through to the receiver and decoder (Adanlawo et al., 2021).  
Noise: Noise can interrupt a message when it is on its way to the receiver from the sender. Internal noise can be created when the receiver makes a mistake while decoding and the sender makes a mistake while encoding. 
Decoder: The decoding of a message is just the opposite of encoding technology. This model was designed about the communication process that happens through telephones. Due to this, in this model, a device is required for decoding the messages into a proper format from binary signals (Subaeki et al., 2019). 
Receiver: The receiver is the terminal point of this model. In this step, an individual finally receives the conveyed messages after identifying the noise disruption. 
Case study of Maria and Pedro
In the given scenario, Pedro was asked by Maria to buy some chicken while returning from the office. Due to the noise disruption, their telephonic conversation was disturbed. Pedro returned from the office quickly as he found that he should help Maria in the kitchen preparing dinner. It can be said precisely, Pedro was the receiver of the message and Maria was the sender in the given scenario. Encoding and Decoding technology were performed throughout the telephonic communication process. Pedro’s telephone set played the role of Decoder to receive the signals of communication. 
Feedback
From the given scenario, the Shannon and Weaver communication model has been assessed and justifies this case study along with the communication technology. The important factors of telecommunication are present in this model of communication. Only the noise disruption has disturbed the communication process. 
[bookmark: _Toc102231226]2.2. Schramm (1954)
Schramm’s communication model was established in 1954. The origin of this communication model is in the Shannon and Weaver model. This communication model provides a traditional approach to explaining the communication flow (Breen, 2018). The major elements of the Schramm communication model include sender, receiver, message and noise. These elements are described below:
Sender: In this model, the sender is determined as the information source. The message must be legible, understandable and clear to the receiver. 
Receiver: Receiver refers to the person to whom messages are sent by the sender. Understanding the information source is very important for the receiver to continue the process of communication (Sabido, 2021). 
Message: Message is the core element of the process of communication. It can be non-verbal or verbal depending upon the receiver and the sender. The message plays an important role in this communication model. 
Noise: Noise refers to the disruption caused in the communication process. The messages are diluted by noise disruption and the meaning of the messages also changed. 
Case study of Maria and Pedro
In the matrix of the case study of Maria and Pedro, Maria was the sender and Pedro was the receiver. The transmitter used in this case study for the transmission of messages is a telephone set of Pedro and the connection cable. In the process of telecommunication, Encoding and Decoding technology were performed to break the human sources into the digital forms and reverse back. Connection cable played a role in this case study. Due to the noise disruption, Pedro cannot send the messages to Maria successfully.  
Feedback
From the model of communication proposed by Schramm, it has been identified that the details of the important components of telecommunication have been clarified in this communication model. The author of this communication model admitted the significance of Encoding and Decoding technology in telecommunication. The removal process of noise disruption cannot be performed in the Schramm communication model. 
[bookmark: _Toc102231227]2.3. Berlo (1964)
Berlo’s model was established in 1964 by David Berlo. This communication model includes four elements to explain the communication process and these are sender, channel, message and receiver (Dida et al., 2018). Berlo’s model also focuses on decoding and encoding technology before sending and receiving messages. The components are discussed below:
Sender: The sender is the person or the information source who creates the message. The transfer of the information is done by using communication skills, knowledge, culture, attitude to the topic and listener and social systems. 
Channel: Channel is the medium used to transfer the messages from the sender to the receiver. Technical devices like the internet, telephone and many more are used as a channel in the communication process (Husky et al., 2020). 
Message: Message is the transformation of ideas into words that are sent to the receiver from the sender. The form of the message can be audio, video, voice, text or any other media. 
Receiver: The individual who receives the message and tries to understand the meaning of the conveyed message. 
Case study of Professors and Villagers
In the case study of the professor and villagers, it can be observed that the professor lived in a huge bungalow beside a small village. There is a huge communication gap between the professor and the villagers due to the cultural background of the villagers. Due to the difference in literacy background, the professor never communicated with the villagers. One night, due to their carelessness of Professor, the bungalow caught fire and to get help from the villagers he shouted “the Edifice is being consumed by a great conflagration”. The villagers, unable to understand, did not help and the professor lost his bungalow in the fire. As a result, the professor accused the villagers because of their intractability. 
Feedback
From this scenario, it can be observed that due to a lack of effective verbal communication the professor lost his belongings. The professor should have communicated By using understandable language which the villagers can understand. This is also the reason for not getting help from the villagers.

[bookmark: _Toc102231228]3.0. Different communication skills 
[bookmark: _Toc102231229]3.1. Verbal
Verbal communication is a type of communication that is used to convey messages using appropriate words. It can be both written or oral communication but it mainly pays attention to the selection of words (Ahmed, 2020). If the words selected for the message cannot be understood by the recipient, then the purpose of the communication cannot be fulfilled. So, words need to be selected according to the recipient's understandable language. Understanding the expression of the sender is the purpose of this communication.
Case study of Mark and his boss Mrs Brown
In the given case study, it can be seen that Mark is one of the top salesmen and due to this he gained an opportunity to have a meeting with the CEO Mrs Brown. Mark due to some bad rumours about Mrs Brown considered her to be dominant and oppressive towards her employees and also felt nervous before meeting her. Arriving at the meeting Mark realised that Mrs Brown is not oppressive and does not intimidate any worker. Through many questions about the work Mark felt relaxed and through changing his body language answered all questions after that Mrs Brown became angry and drove Mark out.
Feedback
According to me, if I was in a similar situation, I would have expressed formal body language and answered according to the benefit of everyone, not only me. Mark showed the wrong body language and expressed wrong verbal communication.
[bookmark: _Toc102231230]3.2. Non-verbal
Non-verbal communication is a type of communication that focuses on body language, facial expression, gestures and postures To send messages for communication (Wahyuni, 2018). Non-verbal communication mainly is followed in workplaces of companies. This communication is not used in formal communications. Non-verbal communication does not have any use of words, it can help communicate with people having speech disabilities. 
[bookmark: _Toc102231231]3.3. Active listening
Active listening is a type of communication that needs immense concentration and focus to listen to the sender and understand the message. It can be also called a hybrid communication which helps to recognise messages with verbal or nonverbal methods (Jones, Bodie and Hughes, 2019). This type of communication can be very effective in both internal and external communication in the workplace.
[bookmark: _Toc102231232]3.4. Empathetic listening
Empathetic listening is a type of communication that follows many questions and answers between the sender and the receiver. This communication not only helps to understand messages but also shows care about opponents' compassion, and feelings. Empathetic listening communication also increases the positivity among the sender and the receiver. 
Case study of Max and Tamara
In the given case study of Max and Tamara, it can be observed that Max is very hardworking, he single-handedly handles all the work and also saves money for his mother's illness. In the scenario, it can be seen that Tamara who previously hired Max for her wedding arrangements decided to hire Max again for her parent's 50th anniversary. Max is performing the solo Job when suddenly Tamara requested preponing the event. On that day Tamara found another party arranged instead of them which was Max's Fault due to multitasking. 
Feedback
In this scenario it can be analysed that the impatience of Tamara is a problem which is responsible for such a mishap, Max showed irresponsibility by not focusing on Tamara. The behaviour of Tamara is justified from her side as it involves many people. 
[bookmark: _Toc102231233]4.0. Benefits and drawbacks of telecommunication 
There are many benefits of utilising telecommunication in the workspace.
Benefits
· It improves the efficiency of communication. It helps to communicate with other members or teammates without any hassle (Arafat, Qusef and Sammour, 2019).
· IT also increases flexibility within the workspace. It helps to access any meeting or conferences easily with travelling to the location. 
·  Telecommunication also helps to improve teamwork progress. With the help of virtual interaction, teammates can communicate outside of the working hour and can reach anyone easily with this communication.
· It also helps in managing time, saving various costs and spaces. 
Even though there are many benefits of using telecommunication there are some drawbacks also.
Drawbacks
· Sometimes cultural barriers can be a problem when utilising this communication.
· It can also increase the utilisation of electricity and can increase the cost.
· Due to the unavailability of equipment for telecommunication facilities in remote locations, it can be a problem to utilise this communication.
· Connection breaches or poor connection can sometimes cause a hindrance when using this communication.
 
[bookmark: _Toc102231234]5.0. Conclusion 
From the above report, it can be concluded that communication is very important for both the personal and professional life of people. Without the use of communication, companies cannot sustain their business. In the above report three of the communication models Shannon and Weaver model, the Schramm model and the Berlo model are discussed and analysed with relevant case studies. Different types of communication such as verbal communication, non-verbal communication, active listening communication and empathetic communication are also discussed with two relevant analyses of case studies. The advantages regarding telecommunication and also disadvantages of telecommunication are also highlighted. 
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