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[bookmark: _Toc109750268]Introduction
In the below report the definition of communication skills is included. Furthermore, the pros and cons of digitalization and technology in terms of communication are also win included. The report consists of the three models of communication which is not in the class. In the below report the three models which are used for the discussion of communication skills such as Schramm’s Model of Communication, Berlo’s SMCR Model of Communication, and Shannon and Weaver's Model of Communication.
In everyday work, communication skill is vital for everyone's skills to stop as they transfer information and data to make a better understanding.


[bookmark: _Toc109750269]Communication skills 
Communication skills are abilities that are used by one individual to provide transfer of a variety of data and information. Some examples of communication skills are communicating new ideas and feelings update on one assignment. Communication skill comprises listening, speaking, observing, and understanding. This skill is very helpful to make understanding the differentiation in how to communicate or may conversation through face-to-face interaction or with phone chat or with digital infrastructures ideas like email and social media platforms(Moore, 2022).
Figure:01
(Source: Siddique., 2022)
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There are certain examples of communication skills which are active listening which means keeping an eye on or to pay attention to the individual who is speaking to one another. And acting the communication style by audience confidence giving and receiving a response, volume and clarity and so on.
The importance of the communication skills
The importance of good communication skill is very important to every individual in their day-to-day life whether professionally or in their personal life also which are given below
The need for communication skills in the professional life is very important for every individual because if one person to you there current employer need thanks to explaining the good communication skill. In personal life also every individual needs to improve their communication skill so that it will improve their help them be more long-lasting. Negotiation skill is very important and every business or organization which will make sure that the owner or the manager can manage the data and information interchange. Communication is the dual whey process. It is not similar to distribution or simply sending the information full stop because it is both speaking and listening and understanding of data and information that has been received and sent between individuals (Alfuqaha et al.,2022).
[bookmark: _Toc109750270]How to improve communication skills:-
One can improve their communication very with the help of the year's close friend calling to give the constructing criticism. Will be very hard to know. They improve communication skills one individual should have occurred listener first because it is very important to people a good listener rather than to become a good communicator. To improve good communication skills one should always speak or convey their data and information in a few words particularly. To improve communication skills one should always speak straight and to the point information in communication. To improve communication skills one should. One should make use of body language as they make eye contact while communicating with others or they should make use of hand gestures also to watch the tone of voice while communicating with others while talking. To improve communication skills one should be very confident while interacting with others. The open minus is also very important to improve communication skills. To improve their skills one person should give respect to others to make sure that they are giving importance to others' communication also. To improve communication one should always use the correct thing to do communication(López.,2022). 
Advantages of the communication skills:-
Figure:02
(Source: Podgórska.,2022)
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· Communication in every field plays a very important role in professional or personal life is very important as it will build the relation strong. 
· The advantage of communication skills is that it will make better understanding in the relationship. 
· The advantage of communication skills is that it will read the emotional signature of the people and it will pay attention to the signatures and the desires of conveying sending needs which will occur naturally. 
· The advantage of communication skills is that it will minimize or reduce the cost and conflict among the employees. 
· It will help them to do planning and doing work in the business or the organization. 
· It will also help to interchange ideas and complaints.
Disadvantages of the communication skills:-
Figure:03
(Source: Mihai., 2022)
[image: Advantages and disadvantages of communication]
· The disadvantages of communication skills are poor planning certain people are not doing proper planning and stating the purpose of the message. 
· The disadvantage of the communication skill is that the poorly worded messages in this the sender who is sending the message is not clear about what the message is writing and the words which are chosen are very poor which will fail to clarify its message. 
· The disadvantage of communication skills is the difference that is arising between the person who is sending the message and the person who is receiving the message. 
· The disadvantage of communication skills is also affected by environmental factors if there is any kind of noise it will affect the communication and kinds of ways.


[bookmark: _Toc109750271]Communication technology
The transfer of data and information among the individual and group by the use of tools and instruments are known as communication technology the process of information and data will help the individual to make accurate decisions on how to resolve issues and also to control the machines also included in communication technology. There are various kinds of communication technology such as utilizing telephone radio, TV internet, online platforms, and so on. The data which is transferred by use of electronic mediums such as tally facts and videos are also included in the communication done by technology(Wiyono et al., 2022).
Advantages of the communication technology
The advantages of communication technology are given as follows:-
· They are more effective. 
· That they are the quickest method to do communication in times of emergency 
· they can come and get from anywhere in the country or the world 
· They are easy to connect the long distance.
· They have made things quick and easy.
Disadvantages of the communication technology
The disadvantages of communication technology are given as follows:-
· That they are harder to use and implement by people who are in the older generation as they are not know how to operate. 
· Cyber hacking and cyber pulling as also done it is the drawback of communication technology.
· It will not always make statements less particular.
· It will make the communication less trustworthy. 
· it will not make sure who the person is communicating with and with whom.



[bookmark: _Toc109750272]Three models of communication 
There are three models which have been included in the communication. The models which are used in communication technology are Schramm’s Model of Communication, Berlo’s SMCR Model of Communication, and Shannon and Weaver's Model Of Communication.
[bookmark: _Toc109750275]Shannon and Weaver's Model Of Communication 
This model is a linear model method of communicating which will set the framework to analyze how messages are sent and received. This model is proposed in 1948 as the mathematical theory of communication. This model allows the method of communication in a linear fashion which is from sender to receiver. The essential element of this model is the source the teller the channel, the sound, the cryptographer, the headset, and the response(Annabi et al., 2022).
Figure:05
(Source: Murakami., 2022)
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The advantages of the Shannon Weaver Model
The advantage of the model is given as follows:-
· The main concept of noise will help in making the effect of communication by removing all types of noises or trouble-causing noises. 
· The model makes communication a dual process as it will make the module applies to every communication in general. 
· The advantages of this model are taken as calculable in communication.

The disadvantages of the Shannon Weaver Model
The disadvantages of this model are given as follows:-
· The disadvantages of the model are that the receiver who received the message will play an inactive part in the communication process and the sender will play the main role of who has to send the message. 
· The feedback which is taken is not much important compared to the message which is sent by the center.
[image: Figure 4.4 The Schramm model of the communication process]
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This model is also known as the as good gram model of communication. This model is not similar to the other model as it is in a circular or cycler model that well consists of all the important things of communication. This model was first formed in 1954 and its formation is done and we were model. This model takes the traditional method to explain the movement of communication. The basic of the model is that the letter which is sent should be understood between the receiver and sender. For instance, the lecturer of art will not be handle or able to clarify the historical participle tense to the group of 2nd standard students. The main elements of the model are the source, the receiver the message(Sieberg and Schramm., 2022).
Advantages of Schramm’s Model of Communication
· The main advantage of this model is that it is not in the linear model. 
· The assumption is that this communication is a union lateral process but it will consider in the dual process making in the circular model. 
· The main concept of noise is included in the communication model which will help people to understand the problem which will occur during the transmission of the message which is sent by the sender.
Disadvantages of Schramm’s Model of Communication
· That is the advantage of this model is that it is based on the assumption that encoding and decoding will not require any kind of outside assistance and it will take place which is not dependent on anything. 
· This model will not help with the complexity of the process of communication and this model is a very different level.
Figure:04
(Source: Daley et al., 2022)
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This model of communication well signifies the process of communication in the most naive model. The acronym which is there is SMCR which stands for sender message channel and receiver. This model is formed in 1960 and will define the parts of components which will form the basic procedure of communication. The main component of this SMCR model of communication is the sender's knowledge social system culture message code channel receiver. 
Figure:05
(Source: Rubino., 2022)
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Advantages of Berlo’s model of communication
· The benefit of this model is that it is very straightforward as compared to modern communication technology. 
· As it is the main factor that is the main part of the process of communication which is taken into consideration along with the elements which will affect the sample. 
· The advantages of the model are that it is used in major cases in the pure form of communication.
· The advantages are also used in the higher communication model.
Disadvantages of Berlo’s model of communication
· The disadvantage of this model is that failure of any message or noise this model will not contemplate any kind of noise or any other limitation in process of communication. 
· The disadvantage of this model is a dual model of communication there is no feedback. 
· Feedback is one of the main criteria for every communication process and it is very important in modern-day also.


[bookmark: _Toc109750276]Conclusion 
In the above report, the use of communication skills which is important in various kinds of areas is mainly discussed. The report has included the importance of communication skills and how to improve communication skills is also be discussed. Furthermore, the advantages and disadvantages of communication skills are also when discussed. The report has included the communication technology and its advantages and disadvantages of it. In the report, the models which are discussed in the class also has been discussed with their advantages and disadvantages.
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