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[bookmark: _Toc108700639]1. Introduction
Communication is one of the key factors for effective working within an organization; communication helps to promote the performance of the employee and helps to build relationships within the workplace. Thus, communication can be defined as a mode of exchange of information within a workplace. This is the flow of ideas, information and other value in the working environment. Effective communication helps the organization to achieve a better alignment of work and improve the significant KPI like engagement, motivation, talent management and retention. Poor communication results to affect the KPI of the workplace. Thus, the report will cover the three different models of the communication process, and the different skills to be acquired within the workplace. The advantages and disadvantages of modern technology will also be discussed in the report. 





[bookmark: _Toc108700640]2. Models of communication 
Communication plays a significant role in an organization, the flow of information and idea are exchanged effectively in the workplace with the help of an effective communication process. There are the development of different models of communication within a workplace, the three models of communication that will be discussed in the report are
[bookmark: _Toc108700641]2.1. Shannon & Weaver model 1948
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Figure 1: Schematic diagram of a general communication system.
(Source: Shannon, 1948, p. 2)
According to Kubota (2019, p. 2), Shannon & Weaver’s model has discussed the one-way communication process. In this model, the sender of the message sends the message to the receiver using a channel. Thus, the flow of information is transmitted using a transmitter and later received at the destination. While sending the message, there is the presence of noises. These noises act as a barrier and try to reduce the message during the process of transmission. Thus, for an effective and accurate flow of messages, the sender works on reducing the noise. The different types of noise that can be discussed are 
· Physical noise, these are the noise that is created by the external environment like construction noise, and crowd noise. 
· Psychological noise, these are the noise that is developed by the attitude of the receiver and the sender.
· Biological noise is the noise that is created by disease, biological disadvantages etc.
Thus, according to Shannon & Weaver’s model, the communication process works with 7 major components within the process of communication. This includes “a sender, a receiver, a message, encode, decode, noise, and channel” (Kubota, 2019, p. 2). 
As per the case study of Maria and Pedro, Maria sends information to buy a chicken while getting back home from work. But the statement she said was “See if you can get me a chicken”. When this message is transferred, noise due to technology (Telephone) made Pedro receive a message that he will find her in the Kitchen. The noise transformed the word chicken into kitchen. This has resulted in a major miscommunication and it has been understood by Shannon & Weaver’s model.
[bookmark: _Toc108700642]2.2. Schramm Model (1954)
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Figure 2: Schramm model of communication
(Source: Elkins et al., 2012, p2-4)
Wilbur Schramm developed a new model of the communication process in 1954, the model has many similarities to the Shannon & Weaver model but with little more complexity. Schramm finds the relationship between the sending and receiver as he visualized the process of communication also depends upon sharing experiences. This resulted in the introduction of the concept where of the sharing of information between the sender and the receiver. The process of communication is between the two individual that is engaged in the communication and is very unlikely to have a linear flow (Kapur, 2020, p.7-10). The process of interaction, feedback and experience sharing is absent in the linear flow which limits the effectiveness of the communication process. This way the communication focuses on building a similar experience for the sender and the receiver.
[bookmark: _Toc108700643]2.3. Berlo’s Model
In the year 1960, David Berlo developed a new way of communication process. The name of the model is SMCR, SMCR stands for source, message, channel and receive. 
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Figure 3: Berlo's SMCR Model of Communication
(Source: Kuznar and Yager, 2020, p. 3)
Based on this model, a linear approach is a process toward the communication process. Then, a cyclical system is portrayed for the process of communication in which the sender received feedback. This way both of them are influenced by their “communication skills, attitudes, knowledge, social system, and culture” (Kuznar and Yager, 2020, p. 3). The channel has sensory elements like visual, audial and others. Also, Berlo’s model highlights four elements within the communication process; if the elements are missed the chance of failure within the communication is high. 
As per the case study of “The professor and the village people”, after the professor’s home got into the fire he rushes into the village and screamed, “The edifice is being consumed by a great conflagration”. The message that is sent by the professor is very complex, the edifice reflected the house and the conflagration is the big fire. The village did not understand the channel professor used to explain his condition and ignored him. The professor should make sure that his message is understood by taking feedback which is discussed by the SMCR Model of Communication.
[bookmark: _Toc108700644]3. Communication skills 
A workplace environment is set by the working employee and the management system. For an effective working operation of the system, communication plays a major role to contribute for the effective flow of communication. Thus, the development of communication skills is highly significant for all the working members of the company. The two major communication skills are
· Verbal Skills
· Non Verbal Skills
[bookmark: _Toc108700645]3.1. Verbal
The process of communication that uses a medium of language is known as verbal communication. Therefore, the process of communication can be written and spoken. Verbal skill mainly includes writing skill and speaking skill. In the workplace, formal communications are practiced (Vasanthakumari, 2019, p. 1-4). In the formal writing skill, the processes of writing have longer sentences. The process of objective writing is also practised within the workplace. The tone of writing is a clear information statement with values and respect. For example, Email writing is a written skill that is our primary mode of communication in a workplace. On the other hand, spoken skills include a clear understanding and pronunciation of the word (Yusof and Rahmat, 2020, p.4-7). In the formal context, the Standard English language is majorly practised. The use of colloquial is strictly avoided and complex sentences are avoided. 
[bookmark: _Toc108700646]3.2. Non-verbal
The form of communication that is either spoken or written, is based on the gesture, facial expressions, posture, pitch of voice signals and signs etc. This type of communication is known as non-verbal communication. A good conversation involves gestures and body language as it improves the flow of information more effective. Within a workplace, non-verbal skills play an important role as the sender and receiver show their body gesture, smile at each other and maintain a good tone (Bhat and Kingsley, 2020, p.2). This way the feedback that is generated for the receiver end is also polite and well maintained. This way the communicators can pay attention to the detail of the information that is flowing. A workplace, therefore, looks for employees who can showcase its gesture and maintain good decorum in the workplace. 
3.3. Other skills for effective communication 
Communication is a two-way process, there are significant responsibilities for the receiver to be an effective communication process. Listening skill is also a significant factor that is responsible for effective communication.
Listening 
The process of receiving information through the ear of the person is known as listening. The process of listening involves the sound of speech and processing it into words and then into sentences correctly. Thus, the process of listening is part of a soft skill that helps people to understand information. Active listening and empathetic listening have been developed within the process of listening
· Active listening: In this process, the receiver pays attention to speaking without any shift of attention to other activities. This way the listeners make sure to process all the detailed information that is passed by the speaker (Min, Jung and Ryu, 2021, p. 3). Active listening does not look into the phone, file finger, complete the other end sentences etc. 
· Empathetic listening: In this listening process, the listener pays attention and responds based on the input of the conversation. If the speaker is emotional, the listener tries to fit into their shoes. This way the speakers experience no gap and find similarities in their emotions. This way the process of communication is smooth and effective. Empathetic listening is not practised in workplace situations but it is practised in informal conversations with the leader and subordinate. 
[bookmark: _Toc108700647]4. The advantages and disadvantages of modern technology 
In the era of digitalization and globalization, the mode of communication is mainly practised using modern technology and tools. For example, the use of email is widely practised in every workplace, and software like Microscope Teams is used as a medium to exchange information. The process of working with the digital tool is highly significant as it’s much more effective and faster. Lately, global pandemics have promoted the use of modern technology due to social distancing. The significance of technology has been improved and brought changes by workplace transformation. Following are the advantages and disadvantages of modern technology in the context of communication in the workplace.
[bookmark: _Toc108700648]4.1. Advantages
· Efficient: The uses of technology have significantly improved the efficiency of communication. The exchange of information is improved and directly reflects the production quality of the workplace (Kalashi et al., 2020). The services that are provided to the stakeholder are improved and effective.
· Saves time: The major advantage of modern technology within the process of communication is the process of saving time. Communication is more effective when the information is exchanged in real-time. The use of digital tools like Email, Audio and video conferencing, web applications etc. help to save time and make the communication process more real-time. 
· Long distance: When information is transferred over a long distance, the information takes time to reach and sometimes the information gets manipulated. The use of modern technology has been able to communicate with people who are placed in different parts of the world. The use of Email, Audio and video conferencing, and telecommunication is widely practised to communicate long-distance communication. 
· Data saving: The use of technology also helps to save records and other detail. This way the data is secure and helps to bring evidence to the communication process. This data helps to improve the communication process in the future. 
[bookmark: _Toc108700649]4.2. Disadvantages
· Data security and privacy invasion: The digitalized platform also carries the risk to get tracked and results in loss of data and privacy. The data security is compromised and people take advantage of this data.  The degree of risk during this process is very high. 
· Miscommunication: With more practice of digitalized communication, people generally prefer to spend time on technology. The chances of lying and faking information have been increasing. Also, people are more tend to lose interest to have a face-to-face communication process. 
· Bullies: The term ‘Cyber bully’ has been introduced in the world now. People take advantage of the system and become anonymous and bully others on social media and other platforms (Yao, Chelmis and Zois, 2019, p.1-3). This is also part of the harassment as the individual can hurt anyone with their words and language. 
· Deteriorating Language: The use of digital technology has introduced messaging that uses code and short words. The formal communication process is losing and slang or deteriorating Language is practised within the workplace conversation. 




[bookmark: _Toc108700650]5: Conclusion
The report has been able to evaluate the ‘effective team working and communication’. The practices that are present in communication have been defined based on the three significant models of communication. The skills that are significant for effective communication have been discussed. The different skills to be acquired within the workplace to improve communication have been able to bring the understanding of the different communication skill that is required. The advantages and disadvantages of modern technology have been able to evaluate how the communication process is affected. The significance of technology-based communication with the introduction of the digital workplace has brought attention to the risk of the modern communication process. The reports have covered all the different aspect that has been highlighted in the assessment needs. 
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