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[bookmark: _Toc110551687][bookmark: _Toc111732350]Introduction
The aim of this report is to highlight the different types of the communication model. For this purpose, report will discuss the concept of communication and why it is necessary. Additionally, communication is the transfer of information from individuals, groups, and one place to another through different techniques such as speaking, writing, and many others. In addition, it is the act of sharing messages, facts, ideas, emotions, thoughts, and opinions with others. However, communication skills are very important for human beings that used in all business organisations, institutions, and daily routines. This report will also highlight the different types of communication skills. Moreover, the report will discuss the advantages and disadvantages of technology in the communication process.

[bookmark: _Toc111732351]Models of communication  
There are many models available in the marketplace that help to improve the communication skills such as the Shannon-weaver mathematical model, Berlo’s model of communication, and Schramm’s model of communication.  
[bookmark: _Toc111732352]Shannon-weaver mathematical model
 This model was developed in 1949 by Claude Shannon an American mathematician and Warren weaver an American scientist. They developed a theory of communication that focused on how information travel from sending to receiving side. The main purpose of this model was to make effective communication and find factors that affect the process of communication (Cobley and Schulz, 2013). This model is divided into 6 different steps that all focus to complete the process of communication. 
Sender: it is the first step of this model that plays a primary role in this model of communication. A sender is a body that emits some information or ideas to others. In addition, it creates messages that will deliver to another side communicator through different types of platforms.
Encoder: the second step of this model is an encoder that converts the message into a signal that will be decoded on the receiver side (Sana’a, 2016). Although, this model was developed to analyse how communication occurs through computers or telephones that have a transmitter to convert information into radio waves or binary numbers. 
Channels: it is the third step of this model also called the medium of the communication process. In addition, it is the medium that helps to travel the encoded information toward the receiver side. For example, the internet is a medium that can be used to deliver information to another side. 
Noise: it is the fourth step of this model that sometimes occurs when the sender sends the message to the receiver (Craig, 2013). Although, any disruption that occurs in the process of communication is called noise. 
Decoder: it is the fifth step of this model that is the reverse form of the encoding phase. Information that was emitted from the sender side and converted into a binary number. In this step that information converts into its actual form. 
Receiver: it is the final step of the Shannon-weaver mathematical model that receives information into its actual form after decoding information. 
[bookmark: _Toc111732353]Berlo’s model of communication
This model was developed in late 1960 that also called the SMCR communication model. It is the modified form of Shannon Weaver’s Model of Communication that focuses on factors that affect individual components of the previous model (Craig, 2013). However, the purpose of this model is to make the communication process more efficient. This model focus on four steps of communication such as source, message, channel, and receiver, and what factors affect these four steps.
Source: it is the first step of this model that can also be defined as sender. It is the person that originates the message in the communication process. There are many factors that are related to the sender such as communication skills, attitude, knowledge, social system, and culture (Craig, 2013). Communication skills help to make communication better. If the sender is not good at communication so receiver can’t grasp the actual meaning of the message. The attitude of the sender also affects the information such as the person's attitude can the meaning of the message. Knowledge increases the understanding clarity of the message for the receiver side. Moreover, social systems refer to beliefs, values, rules, and religions that affect the sender's message. In addition, differences in cultures can also affect the message as well.  
Message: it is the package of information that is sent from the sender side to the receiver side. It can also be affected by different types of factors such as content, element, treatment, structure, and code. Content refers to the body of the message that can easily affect the meaning of the message if it’s not an ineffective format (Cobley and Schulz, 2013). The element includes various things such as body language, gestures, and language that can easily affect the communication process. Treatment refers packing of the message and structure refers arrangement of the information. Code concerns the transmission form of this information.
Channel: it is the medium that is used to send the message and it also has many factors that affect the whole communication process including sound, vision, taste smell, and touch. Sound concerned receives messages through ears and vision concerning messages received through eyes such as from television (Sana’a, 2016). Taste concerned that message received through the tongue and smell concerned message received through the nose. The last factor is touch which concerned messages received by a sense of touch such as buying food.
Receiver: it is the body that receives the message that is sent by the sender side and gives feedback to the message. In addition, the factors that affect receiving of the message as all same as sender side factors that are discussed above. 
[bookmark: _Toc111732354]Schramm’s model of communication
This model was developed in 1954 by Schramm to analyse the communication process more easily. In addition, this model explains the classical flow of communication in the two-way path between the sender and receiver. This model consists of three steps of communication such as sender, receiver, and message (Sana’a, 2016). Both sender and receiver have the ability of encoding, decode, and interpret the message. 
Sender: it is the person that is also called a communicator in the communication process that sent different types of information or message to the receiver side after decoding the message. Then it receives feedback or replies from the other side of the communicator and then decodes the message into actual form through computers or mobile phones.  
Message: it is the body of the message that is transferred from one side of communication to another side of communication. It is transferred through different types of mediums such as the telephone, the internet, and other different types of media (Cobley and Schulz, 2013). In addition, the message should be meaningful and valuable and help to understand the actual meaning of this message to the receiver. 
Receiver: it is the other side of the communication process that receives information from the sender side. It is also the ability to encode, decode, and interpret information. If it gives any feedback to the sender at that time it will be called the sender of the communication process and the sender will be called the receiver of the communication process.  

[bookmark: _Toc111732355]Communication skills
Good communication skills are very important for both in-person and online purposes. These skills also play the most important role in personal development and career development as well. Because in every business or employment everyone will need effective communication skills from many perspectives (Kurtz, et al., 2017). There are many communication skills that are necessary for any person including active listening, confidence in speaking, body language, writing skills, teamwork skill, and presenting. However, these are my personal skills, and I am good at these skills. I have faced various challenges to improve my communication skills active listening and teamwork skills. 
Before this module, I was unable to concentrate on class lectures due to a deficiency in active listening. That’s why I avoided class participation and debate. Then after a different type of practice and instructor support, I improved my active listening skill which now helps me to understand the actual meaning of lectures and also help class participation and debate. Moreover, class participation and working on different projects in a team also caused to improve my team working skills. Both communication skills were my weakness but after practice, these skills are my strength. In addition, I am also working to improve these skills that are very beneficial for me as well as for my career.
Active listening: is one of the most fundamental components of communication skills. It refers that everyone should be active at the time of communication and help to understand the actual meaning of the message. With active listening, a person can easily generate a meaningful reply to the communicator. For example, my friend is not good at active listening so he can’t focus on the class lectures.
Writing skills: it is very beneficial for a successful career because communication is going continuously toward online platforms such as email, slack, and Google chat also. Effective writing skills can help the receiver to understand the actual meaning of the message (van Dalen, 2013). In business terms, it is very important that use to give the instructions of business toward the main objectives. Moreover, poor writing skills create many disturbances in the exchange of information and ideas.
Teamwork skills: it is the ability of a person to work with other people in a team to achieve the main objective of the company. In addition, in the workplace manager or leader guide all team workers about the goal of the business (Kumar and Lata, 2011). The team start work with different ideas toward the same objectives. Every industry requires teamwork that helps to increase the efficiency of business operations. 
Body language: it is related to nonverbal communication but very effective when a person is communicating with others through physical appearance. However, at the time of communication person's body also gives information such as positive eye contact, smile, and nod. 
Confidence and presenting: it is also very important skill for an academic career as well as for a professional career. In addition, in business leaders or managers has to present different types of ideas to the employees that are part of this business (van Dalen, 2013). However, this presentation requires more confidence which helps to improve the value of the message. Moreover, this confidence and presenting skills are also necessary for class participation. 

[bookmark: _Toc111732356]Advantages of technology in communication
There are many advantages of technology in the communication process that help to increase the efficiency and effectiveness of communication. Some advantages are discussed below. 
Speed and time: technology increase the speed of the communication process which helps to save time. In addition, by using technology information can be transferred quickly (Turturici, et al., 2014). A person can communicate with a person around all over the world through social media and different types of platforms.
Improve education sector: technology improved the education sector such as teachers can conduct online classes through different types of platforms. 
More business opportunities: technology gives more business opportunities to the business such as business officials allow to customers to contact them 12/7. However, technology makes business easier than opened anytime, anywhere for the clients. 
 
[bookmark: _Toc111732357]Disadvantages of technology in communication
With many advantages, there are also disadvantages of technology in communication that are discussed below. 
Cost of implementation: it requires more money for implementation. For example, a business is making a website that will help to communicate with customers. However, the first business requires a website that also requires hosting and domain. 
Depend on electronic devices: technology in the communication process requires different types of electronic devices such as a business making a website for communicating with customers (Sadeghi, 2019). However, for this purpose businesses require internet routers, computers, or mobile phones to monitor the web application. 
Unemployment: technology in communication caused to increase in unemployment in the business sector.

[bookmark: _Toc111732358]Conclusion
This study has described the concept of communication that is used to transfer and exchange information. The study also discussed the different models of communication that help to improve the communication process such as the Shannon-weaver mathematical model, Berlo’s model of communication, and Schramm’s model of communication. Moreover, the study also described the various communication skills that are very necessary for personal development as well as career development. Furthermore, the study has also discussed the advantages of technology in communication including Speed and time, improved education sector, and more business opportunities and disadvantages of technology in communication such as cost of implementation, depending on electronic devices, and unemployment.
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