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[bookmark: _Toc101371205]Introduction 
Communication is the process of sending and receiving information (‌Erlangga and Sos, 2020). It is a method of perceiving information and sharing thoughts. It is a two-way method of interaction. Effective communication is necessary for every sphere of life. However, good communication is an integral part of modern business. Productive communication is necessary for enhancing employee engagement, employee satisfaction, and increased employee morale in an organisation. Clear and effective communication helps to build strong employee and customer relationships for an organisation. The study will discuss the Shannon weaver model, Berlo's model and Schramm's model of communication to understand the communication process effectively. It will also illustrate various skills of communication and demonstrate the technological advantages and drawbacks of communication. 
[bookmark: _Toc101371206]1. Communication models
Communication is a process that involves a sender who sends a message to the receiver (‌Erlangga and Sos, 2020). The receiver decodes the message and formulates feedback based on the information provided by the sender. The receiver generates his opinion and provides feedback to the sender. A medium or channel is required for an effective communication process. There are various channels of communication such as verbal, voicemail, telephone, email, letters, online platforms and more. There are various models of communication to perceive the methods of communication elaborately. 
“Schramm’s Model of Communication”
The model is suggested by Wilbur Schramm who stated that communication is a two-way method and both the sender and receiver need to take part in the communication process equally. The model was established in the year 1954. The model suggests that the sender sends the message and the receiver receives the message and provides feedback to the sender. The receiver decodes the message and interprets the information. Accordingly, the receiver provides feedback to the sender and the sender needs to decode and interpret the feedback. Significantly, the message should have an appropriate meaning (Elleström, 2018). Therefore, the formation of the message and placement of the words must be in the correct order so that the receivers can get the exact message. In Schramm's model encoding and decoding are two major elements of the communication process. The sender is the person who sends the message. The encoder converts the message into codes and sends it to the decoder. The decoder receives the message and translates it into a comprehensible language. The interpreters perceive the message and analyse it. The receivers are the people who interpret and receive the message. The message is the information that the senders send and the receivers receive. The feedback is a method of acknowledgement of the message. The channels of communication are known as media or medium. The interruption of communication is known as noise. In the process of communication, feedback from the receiver is necessary to make the process of communication complete. Communication is a process that involves both the sender or first party and the receiver or the second party. People’s experiences, cultural backgrounds and knowledge influence the process of communication (Elleström, 2018).
“Shannon-Weaver Model” 
The model is invented by Elwood Shannon in 1948. The model is based on the mathematical theory which emphasises the six major elements of communication (Hilbert, 2020). The components of the communication are the sender or source of information, encoder or the transmitter, channel, decoder or the receiver, receiver or destination, and noise. The senders are the creator of the information. They are the source of the information and they select the channel through which the information will be sent. The encoders transform the message into binary data by leveraging machines. The media for sending messages is known as a channel. The decoders translate the binary information into regular languages. The receivers are the people or places where they intended to be sent. The receivers generate feedback on the information (Hilbert, 2020). Noise can be caused by interruption of the individuals, environment and other issues. It disrupts the delivery of the message.   
“Berlo’s Model of Communication”
The communication model of Berlo was published in 1960. The model states that there are separate elements that make the communication process successful.  It is also known as the SMCR Model as the components of the communication methods are the source, message, channel, and receiver (Kuznar and Yager, 2020). The source is the sender of the message. The sender needs communication skills, knowledge, culture, social systems, and attitudes to make the process effective. The message requires content, treatment, structure, elements, and code. Channel is the mediums such as hearing, seeing, smelling, touching, and tasting through which information flows. The receiver also acquires certain skills such as communication, culture, knowledge, social system and attitudes to decode the message. 

[bookmark: _Toc101371207]2. Communication skills
Communication skills play a key part in the success in personal and professional life. The success of businesses also depends on effective communication skills. Therefore, businesses must emphasise the following skills of communication.
Active listening and an effective communication process are correlated. It is necessary to listen actively to perceive the message of the sender (Ismail and Fathi, 2020). Active listeners are good communicators as they listen and understand the message of others. These types of people are successful in their workplaces as they listen, pay attention and perceive their co-workers. As described in Schramm’s model they can decode and encode the message productively. I have observed in my workplace that some of my co-workers are communicating efficiently due to their good listening skills. However, some employees act before listening to the information appropriately. As a result, compilations arise at the workplace due to the gap in communication. 
Feedback is an integral part of the process of c communication. It is a two-way process of receiving and sending information based on the process of communication. It is important to perceive the message of the speaker to generate proper feedback (Ismail and Fathi, 2020). Feedback is an important element of Schramm’s model. Feedback plays a significant part in the communication process at any workplace. In my workplace, I have noticed the necessity of feedback for effective communication and the flow of work. Sometimes, a lack of feedback from a few supervisors creates confusion among the workforce at my office. 
Flexibility in the communication style is required to create a communication process effectively. The senders need to adopt the approach of communication according to their audience. The senders plan the communication style by considering the most effective methods to communicate with the target audience. Berlo’s model of communication can be utilised to communicate effectively with the target audience (Kuznar and Yager, 2020). My organisation follows the adaptability method in the process of communication. However, seldom confusion occurs due to the selection of ineffective methods of communication. For example, sometimes telephonic conversations at the workplace regarding important tasks generate confusion due to noise-related issues. On the other hand, in-person conversation or sharing emails can turn more effective in those cases. 
Clarity in information is necessary for the process of effective communication (Ismail and Fathi, 2020). The information needs to be clear and free from noise. It is vital for both written and verbal communication. Therefore, in my organisation, the policies are conveyed clearly to the employees in both written and verbal format. It helps the employees to perceive the overall concept. There was one incident where a small amendment in the policy was conveyed to the employees verbally by the respective managers in the different departments. However, it has generated some confusion among the employees. Later, an email had generated stating the changes clearly to all the employees to clear their confusion and resolve the issue.
Teamwork is another effective means of communication. Teamwork helps to develop understanding, cooperation, friendliness, respect, responsiveness, and empathy among the team members. The process of communication becomes easier in such teams. Teamwork is an essential part of work in my organisation. It helps to accomplish the tasks successfully and quickly (Maund et al., 2017). Communication is a constant part to work in a team efficiently. Though we work productively in our teams sometimes the formation of teams for new projects creates noise in the communication process at the initial stage, It hampers the flow of the work due to the gap in the communication process. However, once the team members get accustomed to each other the gap in communication resolves. 
Nonverbal communication is also an important part of corporate communication. Nonverbal communication includes physical appearance, appropriate eye contact, smile, body language and more. In the workplace, it is necessary to preserve a professional appearance and appropriate gestures to maintain professionalism (Morgan, 2016). I have observed that inappropriate appearance and gestures can create noise in the communication and convey the wrong message.
[bookmark: _Toc101371208]3. Technological advantages and drawbacks in communication 
Technological advancement enhanced the capabilities of the business organisation globally. Business communication is interrelated with the success of the organisation.  Most organisations in the UK leverage technological advancement in communication (Pandey et al., 2020). Hyperlink InfoSystem is a software and mobile application development company in the UK, which operates its business globally (Hyperlinkinfosystem, 2022). The organisation has integrated its entire business communication system for better internal communication and interactive business process. Hyperlink InfoSystem utilises various techniques for effective communication. The organisation utilises various online platforms to communicate with its customers and employees. During the Covid pandemic, there were various restrictions on the movement of the employees as per the government regulations. Most of the workforce of Hyperlink InfoSystem has worked remotely during the pandemic. However, the brands’ effective implementation of technologies for the method of communication has enabled the employees to communicate with each other successfully and perform their tasks.  Hyperlink InfoSystem has communication tools like chatbots, Messengers, WhatsApp, and emails for written business communication. The organisation also leverages applications like Google meet, facetime, zoom, and skype to perform video conferences, and conduct meetings. As smart phones are available to employees and customers, they make the communication process easier for Hyperlink InfoSystem (Hyperlinkinfosystem, 2022). The brand is capable to communicate effectively via video calls with its customers and employees. Since video calls provide the opportunities to utilise audio-visual techniques the process of communication becomes productive. Therefore, Hyperlink InfoSystem was capable to continue its business effective without losing its employees or customers. The organisation has also used various applications of communication so that the employees can interact in groups or teams. Google hangouts and other similar services are utilised by the workforce of the Hyperlink InfoSystem. The advancement of technology in communication has helped to strengthen the holistic communication system of the company. 
However, there are several disadvantages to the implementation of technology in the process of communication. Many organisations in the UK are experiencing certain difficulties after introducing the advanced technologies to their communication systems. Recently Asda, the renowned retailer in the UK has experienced certain gaps in communication due to the technical problems in their system. The customers are complaining about several failures in the operating system of the origination. These are creating barriers to communication between Asda and its customers. The brand is facing issues related to its sites, online orders are getting delayed, and customers are unable to connect with the support staff due to technological issues. Failure in the Asda card machine has also created chaos for customers and disrupted the normal process of communication (Bbc, 2018).  
[bookmark: _Toc101371209]Conclusion 
Communication plays an essential role in the survival of the modern business world. It is an essential factor in achieving success in any sphere of life. The study has explained three models of communication which are Schramm’s Model, Berlo’s Model, and the Shannon-Weaver model of communication. The study has also highlighted the essential communication skills and demonstrated in an organisational context the problems of communication gaps. It has also analysed the advantages and drawbacks of modern technology in communication.
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