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INTRODUCTION 

Communication refers to the actions made with the aim to give, receive and share information. In reference to this, communicators are considered good when they tend to listen carefully, speak and respect the thought of others. Teamwork whereas refers to number of people work together for the common goal. Communication is the key component of effective teamwork. There is two side impact of communication on teamwork that is positive and negative. So overall the volume in which communication made along with the quality affects teamwork. It is also imperative that when team is not communicating in an effective manner then their work is at stake (Bergman, 2019) . The report below aims to cover three models of communication, the communication skills and the pros and cons associated with the usage of communication technology which has been discussed in class. Also the report aims to cover the poor communication that occurred in the workplace and the suggestion in form of improvements will also be covered. 
TASK
Three models of communication
Models of communication refers to the representation made in the communication process. The objective of most of the models is to provide description of both verbal and non verbal communication. The models that have been discussed in class are- 
· THE SHANNON WEAVER MATHEMATICAL MODEL
It is considered as the most popular model of communication. The objective of Shannon and weaver was to simplify the message that is generated from the person who has the source of information. It was also designed to build the effective communication among the sender and receiver. Shannon and Weaver came to know that “Noise” is the most important factor that impacts the process of communication. Initially the aim of the model is to enhance the technical communication. The model takes into consideration concepts like source of information, transmitter, noise, channel, message, receiver, channel, destination of information, encode and decode.  
1. Sender- it is the original source from where the information is generated.
2. Encoder- It transmits the messages into signals 

Here, the message of sender gets converted into signals like waves which gets transmitted through the use of satellites 
3. Decoder- it is the place where signal is received and where conversion takes place of the signal into message. It is the reversal of the encode. 

Here the focus is provided on comfortability and understandability of the receiver. If the exact message is not received than it will have direct impact on the communication among the sender and receiver. 
4. Receiver- it is considered as the destination where the sender receives message.

On the basis of the decoded message, the receiver offers review to sender. Being the noise the crucial element, have an impact on the flow of communication among the sender and receiver. 
5. Noise- there is transfer of message from encoder to decoder through a medium of channel  (Cargill, 2019). So it brings the importance that there can be a distraction in the message via physical noise like sounds of horn or crowd noise. 
· THE BERLO”S MODEL OF COMMUNICATION 
This model of communication takes into consideration an emotional aspect of message. Thus it works on the SMCR model 

	SMCR 

	SOURCE
it is also referred to as the sender from the actual opinion is generated. When the information is transferred to the recipient, then it is done with the help of- 
1. Communication skills- It is important for an individual to have good communication skills so that there can be effective communication and create a positive impact on the other listeners. A good speaker therefore should know about when to take pauses, when to repeat the sentences, the way in which particular sentence is said and much more. 
2. Attitude- In order to create the long lasting impact on the listeners in positive way, sender is required to have positive attitude
3. Knowledge- It is not about the educational qualification of speaker but it is about the clarity in information which speaker is willing to convey to the third party.  
	MESSAGE
when the thoughts are transformed into words, it leads to creation of the message. It includes- 
1. Content- until and unless thoughts will not be put in words and content is not prepared, conveying message becomes difficult. So content is considered as the foundation of communication 
2. Element- a speech will not create a different in communication(Dissanayake, 2018). So continuous speaking, will make the listeners to lose their interest so it must be done with certain other elements like hand movements, gestures and postures .
3. Structure- message is required to be structured. 
	CHANNEL 
It refers to the medium  through which information flows from the sender to receiver. It includes the use of five senses that act a channel like hearing, tasting, seeing, smelling and touching. 
	RECEIVER 
When receiver gets the message, then understanding of listener thoughts is important. It is so because the response will be made accordingly  (Carlino, 2018). It is very important as per model that the receiver and  speaker should be on the same platform for the ease in flow of information and clear understanding. 


· SCHRAMM'S  MODEL OF COMMUNICATION 
It is referred to as the cyclical communication model that takes into account the principles of communication. This describes about the way in which communication among two people works when the information is exchanged or the ideas or attitudes. In this model at least two parties are required to send and receive the message and they are also associated with encoding and decoding of message. Therefore, it works by including three elements-
1. Source (Encoder)- it is the sender that is the party who sends message 
2. Recipient (Decoder)- it is the person to whom the message is sent 
3. Message- message is particularly the information which is communicated through words or characters or symbols. 
Communication skills 
Communication skill refers to an ability that an individual use to give and receive different kind of information. Certain skills that have been discussed in class are- 
· Verbal skills- as discussed verbal skills refers to the usage of the words with the aim of sharing information with the people (Gillespie and Schiffman, 2018) . Thus it is the extent as per which person chooses words, sentences or written text. In context to workplace, this skill is considered very important to have everyday interactions. It helps in offering information to the senior manager about its working, to share the outcome with the stakeholders and giving updates if any. Members working in a team get messages verbally via voice messages where the verbal communication can be made and also thoughts and ideas can be shared. When it is said that there is effective verbal skills than it includes certain components- 
1. Ask questions- question must be relevant, well timed and open ended. The reason behind open ended question is to increase the chance of discussion because it requires additional data
2. Paraphrase- redefining in own terms what is said by other is a confirmation of active listening. 
3. Encouraging diversified views- possibilities will be expanded on solution of a problem like considering other thoughts and opinion
· Non verbal communication skills- it is associated with the body languages like eye contact, gestures, facial expressions and vocal tone. This is considered as an advance skill that will be helpful in career (Herrero and Lorenzo, 2020) . No doubt that every individual pursue different body language for communication, so it become important to under others body language as well. It takes into account certain steps like paying attention to eyes of an individual, observing posture clues, looking at the arm position, inspecting facial expressions. 
· Listening skills- Listening refers to receiving of sound, understanding the information conveyed, evaluating the same and making response to it. It is observed that an individual equipped with the good listening skills have capability to understand something in more clear terms. In workplace, it refers to the process according to which a person understand needs, demands and preferences of the stakeholders by having one to one interaction. Therefore listening requires an ability to decode and interpret the verbal messages and non verbal communications.
Communication technology and its pros and cons-
Communication is an important aspect not only at the workplace but in daily life. In this reference, communication technology comes into picture that transfer messages among people with the use of technology. With the introduction of this technology, it has become simple to share or transfer information. Also various gadgets, tools and software has come into picture. There are four most important communication technology that has been commonly used like telephone, radio, television and internet. 
1. Telephone- through this verbal form of communication is made. With this people can have conversation with each from any place that in return has benefited in making of more stronger relationships. With the emerging advance technology, the mobile phone has almost replaced the telephone. 
2. Radio- with the passage of years, radio is among the leading mode of communication that has the capability to reach out to the wider audience. This has further made the communicators to take maximum benefit of the tool. Organisations looking for advertising, makes use of the radio and invests substantial amounts in the same.
3. Television- it is the alternative to reach out to the wider audience and brought new thing to the field that is visual communication (Lievrouw, and Finn, 2019). This has somewhat replaced the radio as the information is shared not only word wise but along with the visual. With various television channels, information related to each and every aspect can be shared easily 
4. Internet- with this, the use of separate device for communicating information has reduced. Thus it has offered all source at one place. It is considered as “queen bee” of interaction (Loesche, 2022) . Here both verbal and non verbal form of communication can be made.

After observing all this, there are certain pros and cons associated with the communication technology. 
	Pros 

· Wider accessibility- communication technology has brought on ground several tools for communication. This in return have made the connections easy. 

· Social relief- it is observed that some people are socially awkward and face difficulty in making interactions with others. So the technology has offered a relieve to these people.
	Cons 
· Digital divide- every individual does not contain similar expertise with the communication technology

· Invasion of privacy- it has direct impact on the safety of an individual and the life gets out of control and have the tendency to cause emotional consequences like anxiety and depression.


Examples of poor communication and improvements
Poor communication refers to the breakdown which is the outcome of the deviation that incurred between what is said and what has been understood. This is the misunderstanding that can occur between colleagues. Some of the examples in this reference are-

1. Delay in communication from leadership- in many organisations, irrespective of size employees there report that the leaders on senior position do no communicate in frequent manner. The reason behind the same is that leader do not have answers to all the questions or topic 

2. No accountability after fact- communications are closed when leaders take reviews from the employees and they offer particular suggestion. Here in this context leaders poor communication occurs when leaders face inability to act to a particular suggestion. 

Improvements- 

From the case study mentioned, it came to view that there are two method that can play a crucial role is decreasing the scope of poor communications such as- 

· Active listening- it refers to the practice that prepares are person to listen with complete attention and focus on verbal and non verbal messages that are being sent and then accordingly offer the feedback in order to present the attentiveness (Xu and Zhang, 2021). This will also create a mutual understanding among the speaker and listener and overall reduce the chances of misunderstanding to a certain level. 

· Empathetic listening- it is the structured form of learning and questioning technique that makes a person to build the relationships with strong understanding of what is being conveyed both intellectually and emotionally. 
CONCLUSION 

From the above report, it is concluded that communication at workplace or in daily routine is important. There is the strong connection between the teamwork and communication. The report above has covered the three model such as The Berlo's model, Schramm's model and Shannon  Weaver model of communication in order to understand the communication process. Further the report has also covered about the communication skill by including verbal, non verbal and listening skills. Emerging advance form of technology has almost changed the way in which things used to work that is in traditional way and most importantly communication, though this has brought the negative and positive impact which is also covered in the report above. 
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