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1.INTRODUCTION
 Communication is a subject of a complex nature. However, communication is referred to as the actual act that involves the transfer of information between places, people or even groups (Van Ruler, 2018). Communication is made up of three parts mainly. That is the send, the message transmitted and the receiver of recipient. Communication is very import in the world of work because it enables business to continue as people, teams and groups are able to exchange information on important day to day business matters.
However physical barriers like difficulties in speech and hearing problems can be a hinderance to good and effective communication. On the other hand, lack of interest, attention as well as other distractions, differences in perception, viewpoints and distortions are a real barrier to communication (Gordon etal., 2020). In the end, poor communication may have some consequences on the productivity of the business or work place, it my even lead to frustration and stress in a work place and thus affecting employee performance.
2. MODELS OF COMMUNICATION

Communication models are mainly used to create an understanding of the communication process that takes place between people. Many communication models exist, such as the Shannon and weaver model, the Schramm model and the Berlo communication model.
2.1 Shannon and Weaver 

Shannon and Weaver’s model of communication was made up of four main parts, the sender, the message , the channel and the receiver. A telephone was used as the channel, a person (the sender) would speak into the phone, thereby sending the message, to be received on the phone by the person listening on the other end of the line. Shannon and weaver were well aware of the fact that back ground sounds would cause interference with the communication, and they referred to this background interference as noise (Kubota, (2019). 
Figure 1. Shannon and Weaver’s model of communication
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In the cybernetic tradition, on which well-known Shannon & Weaver Model (1949) is based, communication is
defined as “information processing” (Craig, 1999). In the Shannon & Weaver Model, the process of information
transmission from a source to a receiver is examined thoroughly, and the importance of reducing noise and the
concept of channel that mediate the information is proposed (Figure.1 ).
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Figure 1.Shannon & Weaver’s model

Shannon & Weaver’s model shows one way communication. It means that a sender sends a message to a receiver
through channcls, the five senses, and while sending the message, noise should be reduced as much as possible in
order to send the message effectively and accurately. Four types of noise are identified. 1) Physical noise such as noise
from construction outside of the classroom or room temperature. 2) Psychological noise such as prejudice, biased
atitude towards the other person. 3) Biological noise such as discase, fatigue or hunger of a sender and/or a receiver.
4) Semantic noise such as slang or special terms. A sender encodes a message before uttering a word and decodes the

message to interpret a message. The Shannon & Weaver Model provides the key components of ‘communication
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Shannon & Weaver Model (1949)
In figure 1, a message is sent from the sender, it is encoded, goes through a channel, which is vulnerable to noise, and the message is decoded and made ready for the receiver. However, others argue that the Shannon and weaver’s communication model does not take into account the fact that people communication may have different reasons, interpretation as well as power relations of an unequal strength (Kubota, (2019). 
For example, at my workplace when my manager calls for a junior staff on the phone to come with the supplier’s invoices, the signal interference creates noise, and the sentence is not finished. So, the junior staff replies ok and goes to the manager’s office without the supplier’s invoices. The noise creates a communication problem.
  2.2 Schramm’s Model 

Unlike Shannon and weaver’s model, in Schramm's Model of Communication, the communication is said to be a two-way process in which the sender and receiver, send and receive messages in turns. However even here in this model, decoding and encoding are part and parcel of the communication process in Schramm's Model. Without the send receiving feedback from the receiver Schramm's Model argues that communication is incomplete (Ellestrom, 2018).
Figure 2. Schramm's Model of communication
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Ellestrom (2018)
Communication moves in a circular motion whereby a message in sent by the sender to and the receiver and the back to the sender after being encoded, interpreted, and decoded (Ellestrom, 2018). An example of the Schramm's Model of communication in a work place is when one staff who is at home calls their workmate and tells them he will be late and that the staff who is already on duty should take hand over on their behalf.  In return, the staff   on duty takes the hand over on behalf of the staff at home and passes it on to their work mate.
2.3  Berlo’s SMCR model (1964)

Berlo’s SMCR model is similar to the others but, like Shannon and Weaver, it is linear and without feedback. The model operates under the acronym SMCR, meaning Sender, Message, Channel, and Receiver. The model uses various components to explain the communication process in basic terms and thus being an effective model or toll for effective communication (Turnitsa, 2013). In this mode, interference, or ‘noise’- might be caused after the message is sent and might be in the form of miss interpretation of the message of technically not getting part of the massage simply because they may not be feeling to well. 
However, Berlo’s model considers the emotional aspect of the message there by limiting noise, by making sure that he sender and receiver share a common ground. And evidently the person’s communication skills paly a very important role (Turnitsa, 2013).

Figure 3. Berlos SMCR Model of Communication 

[image: image3.png]Encodes
Source Message

Decodes
Channel Receiver

i

Communication ; communicat
e Content Hearing o
Attitudes Elements Seeing Attitudes
Knowledge, Treatment Touching Knowledge

! Structure Smelling
Code Tasting Culture





Berlo (1960).
Figure 3 show Berlos’ SMCR model where a message is sent by the sender through a proper channel and as a means of maintaining effectiveness of the communication, it is important to keep all parts of the communication active.

3.COMMUNICATION SKILLS

Communication skills contribute greatly to an efficiency and effectiveness in a work place, and there for to have the right communication skills is very important in a work place. There are several types of communication, such as verbal, nonverbal communication and active listening (Kanki, 2019).  

3.1 Verbal communication 
Verbal communication refers to how someone can use words to pass on a message. Most importantly, verbal communication in some cases can be oral or written. There are four types of verbal communication, and these include the following (Werry, 1996).
3.1.1 Intrapersonal Communication
Intrapersonal communication takes place when the person sending and receiving the verbal communication are one and the same. This often happen inform of self-reflection where the person is talking to themselves. Despite the absence of real spoken words, it is still considered as verbal communication, and the reason for this is simply because thoughts are said to include words spoken internally in a certain language (Alemoh, 2019).

3.1.2 Interpersonal Communication

Interpersonal communication is when one person sends the message, and the other person is the receiver. This is evidenced in normal day to day conversations between two people, like in a work place or an interview for a job. The main point is that information flow takes place between two individuals. This is considered verbal communication at the first level (Alemoh, 2019).
3.1.3 Small Group Communication
When there are many people exchanging information, it is called small group communication. It is the verbal exchange of information between member with in a small group. An example of a small group communication would be a presentation in work place or work place meeting where there is a presentation about certain issues and a discussion of the issue if made between members of the same group (Alemoh, 2019).

3.1.4 Public Communication
When a person of a group of people exchanges verbal information with a large group of people it is called public communication. This can be seen in seminars and debates, churches, television, and radio and many more. The target message and its intention are what makes the difference between the small group communication and public communication. The public communication focuses on lager crowds and is less restricted (Alemoh, 2019).
Strong verbal communication is very important for the work place and business as it shows that someone is a leader when it comes to business. verbal communication plays a very big role in building business relationships. And making sur that the business is able to run smoothly. communication ins a workplace. Although most people think verbal communication can only be written, it is important to note that it can also be written (Alemoh, 2019).
3.2 Non-Verbal communication –
Non verbal communication is very vital in communication. More often than not people need verbal clues to accompany the different types of communication. Communication attitudes and attributes that can not be communicated verbally are determined by the nonverbal clues. Non-verbal communication is made of kinesics which include facial expression, postures, gestures, eye contact as well as body orientation. People use non-verbal communication to convey a series of emotions pertaining their individual personality (Phutela, 2015).

3.3 Active Listening 
Active listening involves empathy and also the ability to understand how the other person feels with as much accuracy, emotional components to establish the meaning of the message conveyed (Jonsdottir and Fridriksdottir, 2020). Furthermore, maintaining eye contact during a conversation is a typical example of active listening. This physical expression makes it possible to build a relation between two people communicating to each other, there by building trust and sending a message that you care about the other person. On a technical level, silence may be used in active listening to encourage the other person say more, as it also project contemplation, revision, and repetition.
4.THE ADVANTAGES AND DISADVANTAGES OF TECHNOLOGY IN COMMUNICATION
Technology has an impact on communication whereby it makes the communication quicker, easier, and efficient. It also makes it possible conversations when it comes to business and thus in a work place and business customer feedback is gathered and necessary changes made to improve the customer experience. 
4.1 Advantages OF Technology in communication

a) Technology makes it possible to communicate in real time
Using technology Apps make it easier to communicate as opposed to the traditional ways of communication. Other technologies like Microsoft teams in the work place it easier to communicate in real time(Brothen and Bennett,2012)..
b) technology is more friendly to the environment
The use of technology enables people to communicate with each other without destroying the environment. The use of technology in communication is more sustainable to the environment compared to the use of letters (Brothen and Bennett,2012). As they say, “the greenest paper is not paper at all.”
4.2 Disadvantages of technology in communication
a) Lack of Privacy
Although technology makes communication easy, for example someone can communicate through a simple quick text, or email, but there is not enough guaranty on the privacy of this communication as it may be shared with more than one person without the sender’s knowledge (Brothen and Bennett,2012).

b) Limits active listening 
Sometimes it is impossible to express your properly or even know if the person you have sent the message to is actively listening. You may not be able to understand if they truly empathise wit h you or not as they read the email or text message that you sent them. This also limits the advantages that come with active listening (Brothen and Bennett,2012).
5.CONCLUSION

In conclusion, when analysing the different communication models, one has to understand that in all the communication models, noise is present, however different models deal with noise differently. Its is also very important for a person to know which communication skill is most appropriate in for the accession they are involved in, to make sure that the right information is received, and that the communication is effective. The use of technology is good and improves communication, but one has to be careful to avoid the disadvantages that can be faced when using technology for communication.
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