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[bookmark: _suhhtxggq42b]INTRODUCTION
 Communication is the exchange of ideas, information, and messages through verbal or non-verbal means. It is a process of sending and receiving messages or expressing thoughts, feelings, and perceptions. It involves a sender, a receiver, and a message that is transmitted through a medium. It is a vital process that helps people to connect and build relationships.
 Communication is one of the most important skills to have in the world of work. It helps to build relationships, establish trust, and create a positive work environment. Effective communication also allows employees to work together efficiently and effectively, leading to greater productivity and better results. Good communication also helps to ensure that all team members are on the same page and working towards the same goals. In addition, it can help to prevent misunderstandings and resolve conflicts. Good communication also helps to improve morale and increase job satisfaction, which leads to a more productive and successful workplace.
Barriers to effective communication include
· Lack of clarity: When people lack a clear understanding of what is being communicated, it can lead to confusion and miscommunication.
· Language: If people don't speak the same language or understand regional dialects, it can be difficult to communicate effectively (Adu et al., 2019). 
· Cultural Differences: Different cultures have different norms of communication. What is appropriate in one culture may not be in another.
· Physical Barriers: If people are in different locations, it can be difficult to communicate effectively.

Consequences of poor communication include
· Misunderstandings: Poor communication can lead to misunderstandings, which can cause frustration, conflict, and hurt feelings.
· Loss of Productivity: If people are not communicating effectively, it can slow down the completion of tasks and lead to a loss of productivity.
· Strained Relationships: Poor communication can lead to strained relationships between individuals and groups (Abrams and Greenhawt, 2020).
· Damage to Reputation: Poor communication can lead to a loss of trust and credibility, which can damage a company's reputation.

[bookmark: _sd23hxw1p8rp]MODELS of COMMUNICATION

[bookmark: _i0za752h2aii]Shannon and Weaver’s (1948/49) Model of Communication
Simple Description: The Shannon-Weaver model, created in 1949 by Claude Shannon and Warren Weaver, is a linear approach to communication which views it as a sequence of the sender, message, channel, receiver, and feedback. It is assumed that the sender and receiver share a common understanding of the message and that any noise in the channel may distort it (Miazga and Królikowska, 2020). The model also considers the possibility of feedback from the receiver to the sender (Kubota,  2019).
[image: ]
Figure: Shannon and Weaver (1948/49) Model
(Source: CMT, 2021)
Describe the case study: Maria and Pedro are a married couple who have recently moved into a new home. Maria is a housewife who stays at home while Pedro works on a construction site. One day, Maria was preparing dinner and decided to make chicken as the main dish. She asked Pedro to pick up a chicken from the store on his way home. Pedro, however, misunderstood her request and brought home a kitchen instead of a chicken. This miscommunication resulted in an unexpected dinner of kitchen appliances
Avoiding misunderstanding
·  Maria and Pedro should both strive to be clear in their communication. They should avoid using ambiguous language and be specific in their statements.
· Maria and Pedro should both strive to be mindful of the other’s understanding and interpretation of their statements. If they are unsure of how the other person is interpreting their words, they should ask for clarification.
· Maria and Pedro should both strive to create an environment of mutual respect. They should be open to hearing different perspectives and should not be afraid to express their own points of view.
· Maria and Pedro should both strive to be patient and take the time to listen to each other. This will help them to better understand each other and their respective points of view.
· Maria and Pedro should both strive to be honest and open about their feelings and intentions. This will help them to build trust and avoid misunderstandings.
Similar Experience: Yes, I do. At my workplace, I once had an experience with a colleague of mine where we had a miscommunication about an event, we were both working on. I was in charge of the catering for the event, and I had asked my colleague to bring some chicken for the meal. However, my colleague misunderstood, and instead brought a whole kitchen to the event! Needless to say, it was a bit of an awkward moment, but we were able to eventually resolve the miscommunication and get the right supplies for the event. 

[bookmark: _cx76awl3keq7]Schramm’s (1954) Model of Communication
Simple Description: The Schramm model of communication takes the Shannon-Weaver model of communication and builds on it, viewing communication as an interactive process between sender and receiver. This model adds the notion of a feedback loop to the sender-receiver relationship, thus creating a more dynamic and interactive communication process (Kalogiannidis and Papaevangelou, 2020). This feedback loop means that the receiver of the message can respond to the sender, who can then adjust the message based on the response. This allows for a more interactive, two-way communication process, rather than a one-way process as in the Shannon-Weaver model (Lin and Lin, 2020).
[image: ]
Figure: Schramm (1954) Model
(Source: CMT, 2021)
Avoiding misunderstanding:
· Maria and Pedro should begin by clarifying their understanding. They should ask each other questions about what they mean and what they expect. This will help them to identify any potential misunderstandings and get on the same page.
· Maria and Pedro should also consider their own biases and assumptions. They should take the time to think about why they might have different perspectives on the topic and be open to the possibility that they may not be right.
· Maria and Pedro should also be aware of their own emotions and the emotions of others. If one of them is feeling frustrated, they should take a step back and try to understand why. This can help to prevent miscommunication from escalating.
· Finally, Maria and Pedro should be open to compromise. They should try to find a solution that is beneficial for both of them and that resolves the misunderstanding
Similar Experience: Yes. I once had a miscommunication with a coworker regarding a catering order. My co-worker thought that I was ordering chicken for the catering order, but I was actually ordering a vegetarian option. We had to go back and forth a few times to get the order right, and it caused some confusion and frustration.

[bookmark: _7cu1f4bxat9f]Berlo’s (1964) Model of Communication
Simple Description: Berlo's Model is different from S/W’s and Schramm’s in that it focuses on the communication process and the factors that influence it. Berlo's theory of communication outlines six elements that work together to produce successful communication: Source, Message, Channel, Receiver, Feedback, and Context. Schramm's and Shannon and Weaver's models, on the other hand, focus on media and how it can be used to facilitate communication (Hagiu and Bortoș, 2021). They do not address the individual factors that influence communication. Berlo’s Model also includes the idea of communication noise, which is the external and internal factors that can disrupt the communication process. S/W’s and Schramm’s models do not address noise (Foran and Lee, 2022).
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Figure: Berlo (1964) Model
(Source: CMT, 2021)

Describe the case study: The case study of the English professor and his house on fire is a classic example of the power of language. The professor was a renowned linguist, and when his house caught fire, he was able to express the severity of the situation using vivid and descriptive language. He exclaimed, "The edifice is being consumed by a great conflagration!" His words evoked a powerful image of the destruction caused by the fire and enabled others to gain a better understanding of the situation. This case study is a testament to the power of language, showing that words can be used to convey powerful and meaningful images.
Avoiding misunderstanding:
· Source: The English professor is the source, and the villagers are the receivers. 
· Message: The English professor's message is that his house is on fire and that "the edifice is being consumed by a great conflagration!"
· Channel: The English professor can use verbal communication to communicate his message to the villagers. 
· Reception and understanding: The English professor and the villagers should discuss the message and try to understand each other's perspectives. The English professor should explain the situation to the villagers in detail to ensure that they understand his message. The villagers should ask questions if they are unsure of anything so that they can better understand the situation. 
By following the Berlo model, both the English professor and the villagers can avoid any misunderstanding and ensure that everyone understands the message.
Similar Experience: Yes, I do. A few years ago, at the university I used to work, an English professor was in the middle of teaching a class when he noticed a large plume of smoke outside the classroom window. He immediately ran out of the room with the students following him and he saw that his house was on fire. He was horrified and shouted, "The edifice is being consumed by a great conflagration!" Everyone was in shock and quickly called the fire department. Fortunately, the fire was put out before it could cause too much damage.

[bookmark: _6nvxe0ivrjo4]COMMUNICATION SKILLS
Verbal: Verbal communication skills include both spoken and written communication. The choice of words used in a conversation or written document can affect the effectiveness of the message. The tone and pitch of the voice should be appropriate to the context and the intended message. Spoken communication requires the speaker to use body language and facial expressions to help convey the message. Written communication requires the author to use grammar, punctuation, and structure to ensure the message is clear and concise.
Non-Verbal: 
· Body Language: This type of communication involves the use of body postures, gestures, and eye contact to convey a message without words. Examples include leaning forward when listening to someone speak, crossing your arms when feeling defensive, or averting eye contact when feeling uncomfortable.
· Facial Expressions: Facial expressions are important forms of non-verbal communication that can convey a range of emotions. Examples of facial expressions include smiling when happy, frowning when sad, and eye-rolling when annoyed (Moore et al., 2018).
· Gestures: Gestures are non-verbal communication used to express ideas or feelings without speaking. Examples include pointing or nodding your head to indicate agreement or shrugging your shoulders to indicate uncertainty.
Listening:
· Active Listening: Active listening is the practice of paying close attention to the speaker, understanding what they are saying, and responding in a way that shows understanding. This type of listening requires focusing on verbal and nonverbal cues, such as body language and facial expressions. Active listening also involves asking questions and providing feedback throughout the conversation.
· Empathetic Listening: Empathetic listening is a form of active listening that involves understanding the speaker’s perspective and feeling and responding in a way that conveys acceptance and understanding. This type of listening requires the listener to be non-judgmental and open to the speaker’s feelings. Empathetic listening also involves offering support and advice when appropriate (Valentina et al., 2019).



[bookmark: _cumvtwydq54m]THE ADVANTAGES and DISADVANTAGES of TECHNOLOGY in communication
Advantages:
· Technology has made communication quicker and easier. People are able to communicate instantly with each other through email, text messages, and video calls.
· Technology has made it possible to communicate with people from all over the world. This has opened up opportunities for global business and cultural exchanges.
· Technology has allowed us to stay connected with our loved ones no matter where they are (Sadeghi,  2019).
· Technology has enabled us to access a wealth of information quickly and easily (Nayak et al., 2019).
Disadvantages:
· Technology can lead to over-reliance on devices, which can diminish our ability to interact in person.
· Technology can be distracting and can lead to decreased productivity.
· Technology can lead to social isolation as people become more reliant on technology for communication (Golosova. and Romanovs,  2018).
· Technology can open up the possibility of cyberbullying and other malicious activities.

[bookmark: _ujfol3cxozs0]CONCLUSION
 Overall, communication is a vital tool for society. It helps us form meaningful connections, exchange ideas, and keep up with what is going on in our lives and the world. It is essential for any kind of progress, be it physical, emotional, or intellectual. It is a skill that everyone needs in order to be successful in life.
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