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[bookmark: _Toc101306041]1. Introduction
'Communication' is the specified act of sharing information by giving and receiving. In other words, it is a system, through which ideas and feelings can be shared or exchanged. Every animal has their way to communicate with the same species. Though humans have different and better ways of communicating with others. Communication can be done in different ways, writing, speaking, signaling, and others. For any productive work, communication is the key to success. According to Lasater (2019), effective communication skills are the main key to success in the workplace. One needs good communication skills in his personal as well as professional life to achieve something great. Good bonding through communication is a basic necessity in any sustainable workplace. It is most important for an organization to enhance its productivity that the employees have good communication skills in their respective work areas. On the other hand, the communication gap reduces the overall productivity of a person as well as the organization. The communication gap results in a lack of understanding among the staff. It results in an interruption in teamwork. In many cases, employees do not understand the commands placed on them for the communication gap. All these factors reduce the overall productivity of the company. In this assessment, models of communication, communication skills, and the advantages and disadvantages of communications are going to be discussed.
[bookmark: _pa7m8tegohfu][bookmark: _Toc101306042]2. Models of Communication
There are different strategic models through which communication in the workplace can be described, known as the Three Models of Communication. The models are described below.
[bookmark: _4to5thh0dqoi][bookmark: _Toc101306043]2.1. Shannon and Weaver Model
· In 1948, the American mathematician-scientist duo Shannon and Weaver published a strategic communication model named 'A Mathematical Theory of Communication', also known as the Shannon and Weaver model.
· It is a unidimensional model. According to Kubota (2019), the Shannon and Weaver model is one of the best models for understanding effective communication skills in the workplace.
· The basic concept of this model is to explain how messages are lost and distorted during communication.
· It is a linear model that also provides a proper concept of how messages are sent and received during communication.
· In the SW model, the communication happens through five steps but if the communication channel gets disturbed by any positive internal or external noise, the communication may be hampered.
· The components or the steps of this model are Sender, Encoder, Channel, Decoder, and the Receiver. The sender sends a message all the way to the receiver. In this case, the receiver need not decode the message, and after receiving the message the receiver gives the feedback to the sender.
· The SW model stated many methods or solutions among which it mainly emphasizes communication clarity to reduce misunderstandings.
· In this model, the receiver can further send feedback to the sender, which reduces the chances of miscommunications. It is the easiest method of effective communication between two individuals, Kalogiannidis and Papaevangelou (2020).
· I also have experience in my previous workplace regarding the correction of miscommunications with other staff using the Shannon and Weaver model of communication.
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[bookmark: _l4gomeq5u3nq][bookmark: _odigqu825173]             Figure 1. The Shannon and Weaver Model of Communication
(Source: Ali, 2018)
[bookmark: _crzwl1jir4sp][bookmark: _Toc101306044]2.2. Schramm Model
· This model was introduced by Wilbur Schramm in 1954.
· It is a circular model consisting of sender and receiver, and there are no intermediates between them.
· In this model, the sender encodes a message and the receiver decodes it.
· It is a two-way process, where both sender and receiver have the opportunity to send and receive a message.
· In this method, the value of correct information is the most, as wrong information can create big misunderstandings.
· This model states the shortest way of communication, as there are only two components, sender and receiver. Both communicate between themselves in accordance with their needs. It generally takes the shortest time to communicate, as there are no intermediate steps. Miscommunication is much less in this method of communication also, so, it has high popularity and is accepted globally for enhancing communication skills in the workplace.
· In workplaces, it is the best way to communicate between two people through this model. 
· I also applied the Schramm model of communication in my previous workplace to communicate with other staff. 
· Since this is the best method for one-to-one conversion, different employees can communicate well with each other. Which is helpful in improving the organization by creating a good environment in the workplace.
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[bookmark: _mkc8e04mkd19]Figure 2. Schramm Model of Communication
(Source: Chistyakova et al. 2019)
[bookmark: _igv843him5j5][bookmark: _Toc101306045]2.3. Berlo Model of Communication
· The Berlo Model of communication was developed from the Shannon and Weaver’s mathematical model in 1960 by David Berlo.
· It is also a linear model of communication but the feedback is not available in this model. 
· This model includes four components that describe the communication process. The components are sender, message, channel, and receiver. According to Kuznar and Yager (2020), the Berlo model can create several misunderstandings due to its complex nature.
· The components can be further affected by many factors.
· The source or sender can be affected by different communication skills of reading, writing, and speaking ability and language differences.
· Messages can be affected by content, elements, structure, and others.
· Channels are also affected by different sensual activities.
· The receiver got affected by knowledge gaps, attitudes, and others, which results from misunderstandings during communication. 
· This model generally works on emotional aspects, it believes to create effective communication by placing the source and the receiver in the same place.
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Figure 3. Berlo Model of Communication
(Source: Jonsdottir and Fridriksdottir, 2020)
[bookmark: _l0y3sntl085x][bookmark: _Toc101306046]3. Communication Skill
[bookmark: _5483znlu9aw0]There are different ways of communication, generally known as communication skills. A good listener is also a good speaker in his own life. Different modes of communication skills are described below.
[bookmark: _dm9194hayhce][bookmark: _Toc101306047]3.1. Verbal Communication
Verbal communication is a practice, in which words are delivered in the form of written or spoken to communicate with others. The choices of words and the tone and the pitch of voice reflect the sender's attitude toward the receiver. According to Radovic and Salamzadeh (2018), good verbal communication skills are a basic need in a sustainable workplace. The sweet chosen words, tone, and pitch of the voice can help to engage with the people easily whereas a hoarse voice creates a communication gap. According to various case studies, an organization's betterment depends upon the good relations between owners or chiefs and the workers. A positive approach in the Chief's speech motivates the employees and enhances their performance. On the other hand, if the Chief's use or communication style is rude, it reduces the productivity of the company.
[bookmark: _g4raqhe4e6mv][bookmark: _Toc101306048]3.2. Non-verbal Communication
Non-verbal communication skill consists of various practices which are not in words. Some of the ways are facial expressions, gestures, body language, the loudness of voice, appearance, eye gaze, touching, and others. According to Ali (2018), non-verbal communication skills have a great impact in the workplace. Through the above ways, one can explain some things without using any kind of words. The sustainability of the workplace depends on these nonverbal communications also. Since a person can express his or her thoughts in this style, the positive approach of the chief in a workplace creates a positive vibe among the employees, on the other hand, a negative nonverbal communication style diminishes the employees, which is detrimental to the workplace and negatively affects the organization.
[bookmark: _bsp5bhlcorbt][bookmark: _Toc101306049]3.3 Active Listening
[bookmark: _70sucjge5b9v]Active listening skills are very important for a sustainable workplace. A good listening quality is required in this case. A good listener attentively listens to the speaker without doing other things, which is management or the owner, in the workplace, to understand what they want to say and respond accordingly. Active listeners also require good quality of assumption in the lines. In order to improve one's life, it is necessary to increase one's efficiency in the workplace, and for that, it is very important to follow the specific guidelines received from the upper house. Jonsdottir and Fridriksdottir (2020), stated that active listening skill is very necessary to enhance leadership qualities in a person. In this case, the importance of active listening is immense.
[bookmark: _qdh5nlnr8qtd][bookmark: _Toc101306050]3.4. Empathetic Listening
Empathetic listening is a type of structural listening, through which the listener solves different issues in the workplace using the speaker's strategy. The listener has to be very attentive and multitasker in nature to grab the strategic discussion of the management. According to Jonsdottir and Kristinsson (2020), empathetic listening enhances the effective communication skill through which a person can also enhance his workability. A theory from literature stated that Max, a multitasking employee achieved the zenith of success using this communication skill.
[bookmark: _xrnnuzmca7fx][bookmark: _Toc101306051][bookmark: _i9d5xez7sxq3]4. Advantages and disadvantages of technology in communication
[bookmark: _Toc101306052]4.1. Advantages
There are several advantages of technology incorporation in communication that has been demonstrated in the section below
Effective communication: It has been identified that technology helps to communicate accurately and effectively within the organization that has been observed to be very effective and beneficial for keeping updated all the employees regarding all kinds of notice as well as advertisement. It also helps to connect to the world in an effective and advanced manner.
Smooth Working: A sustainable healthy workplace needs good communication bonding among the employees. The technology help to enhance communication in individuals associated with an organization and increase the overall productivity of a whole team by enhancing the overall ability to smooth work. 
Coordination: Coordination is the key to success in the workplace. A proper coordination between management and the workers reflects the company's requirements for the employees. Technology helps to enhance coordination among employees.
The technologies also help to increase the capabilities of managemental as well as working efficiency, promote cooperation skills and maintain peace among the workers in the workplace. 
[bookmark: _8xy62nvk25jo][bookmark: _Toc101306053]4.2. Disadvantages
[bookmark: _m7evx9smcfma][bookmark: _Toc101306054]There are several disadvantages of technology in communication as well among which data security is one of the most common and major disadvantages of technology in communication. This has been illustrated as data security has been observed to be one of the most crucial parts in the organization that has been observed to be leaked through technological incorporation. It has also been identified that privacy concerns are not effectively maintained with the help of technology Incorporation that also create issues within the organization. Moreover, technology is not reliable for communication of confidentiality as data leakage can be done by hackers that can negatively impact the organizational productivity. Technology also makes communication process lists personal as well as requiring ability to coordinate with each other that has also been considered as one of the major disadvantages of technology within the organization for communication.
[bookmark: _Toc101306055]Conclusion
Communication is a gift of nature to us. Communication skills are very important to maintain a good relationship for the betterment of both personal and professional life. More positive communication results in less suffering. Communication is important for sharing thoughts, and innovative ideas to enhance professional ability in the workplace. A positive communicational approach also helps to maintain a good relationship between the management, staff and producer, and customers. Therefore, every organization should reduce the communication gap between employees by implementing different strategies, which will give them sustainability. On the other hand, it will be possible to reduce the misunderstandings created as a result of miscommunication. The above study shows that effective communication is very necessary for workplaces.
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