1. Introduction

Communication is a Latin term that translates as 'to share.' (Editorial team, 2014)
 It is the exchange of data between persons. It encompasses disseminating notions, ideas, imaginations, behaviours, and textual information. Communication may be described as the exchange of data from one location to another. This information transmission might take place in a variety of ways. Communication is a straightforward process that demonstrates complexity in certain areas. Different modes of communication and the distances necessary to deliver information complicate the process.
Additionally, communication ability is critical since it helps individuals communicate information and understand one another. For instance, it is necessary to interact with individuals from many origins and cultures in the workplace. Encoding and decoding should be done correctly in the workplace because it helps individuals have a more precise and complete comprehension of what is being spoken. Effective communication is critical in the workplace because it fosters teamwork, fosters development and creativity, boosts productivity, efficiency, and loyalty, minimizes conflict, and enhances employee engagement, among other benefits. 
This report describes many communication models: Shannon-Weaver, Schramm, and Berlo. Each model is described theoretically and illustrated with examples from real-life work experience. 
To communicate effectively, individuals must possess superior verbal and non-verbal communication skills and the capacity to listen to and comprehend the speaker actively. These abilities are discussed in detail in the second section of the study. The third section of the study will discuss the advantages and disadvantages of communication.

2. MODELS of COMMUNICATION

When people communicate, they exchange information. Communication may be described as a sort of contact in which a bilateral exchange of messages, composed of meanings, occurs under certain circumstances and regulations. This may be accomplished by following the communication models, some of which are discussed in detail in this study, for communication to be successful and to provide the intended outcome.


2.1 Shannon and Weaver (1948/49)
In 1948, two scientists devised the Shannon-Weaver model of communication to facilitate communication between sender and receiver. While the concept was first intended to enhance technical communication, it has been extensively implemented in various fields, including communication. The model works with various topics such as information source, transmitter, noise, channel, message, receiver, information destination, encode, and decode.

1. Sender (Information Source) 
A sender may deliver a message verbally via body language, music, etc. They are the original knowledge source (person, entity, or thing). The information source begins by selecting a message, a recipient, and a channel.

2. Encoder (Transmitter)
An encoder is a person who turns a concept into signals capable of being sent from sender to receiver. The Shannon model was first developed to describe how we communicate through telephones and computers and encode our speech using binary data or radio waves. However, it can also be applied to human language.

3. Channel
The communication channel is the infrastructure that connects the sender and transmitter to the decoder and receiver. This is sometimes referred to as the medium.

4. Noise
Noise degrades the quality of communication as it travels from the transmitter to the receiver. It comes from the notion that noise might impair our comprehension of a message.
Noise is classified into two types: internal and external. Internal noise occurs when a transmitter or receiver makes an error in encoding or decoding a message. External noise occurs if anything external (not within the sender's or receiver's control) obstructs the communication. One of the main aims of this theory is to identify the sources of noise and minimize them.


5. Decoder
The inverse of encoding is decoding. In this model, a device converts a message from binary digits or waves to a format that the recipient can understand. Decoding may still be needed if we talk about non-technological direct communication. For instance, you may be required to decode a secret message.

6. Receiver 
The receiver is the culmination of Shannon and Weaver's initial concept of technical communication. This is when the individual receives the message or what remains of it after accounting for noise.
[image: Diagram

Description automatically generated]
(Drew, 2019)


Example 

John works as a waiter for a Thai restaurant and his responsibility for taking orders and delivering food to the table. One day John is taking the order from a gentleman, asking him which dish he would recommend as spicy. After giving the customer the recommendations, the customer decided to try the spiciest dish from the restaurant; after taking the order, John asked the customer if he would like his dish to be less spicy or as it was, customer, replied that less spicy. After the customer started eating, he instantly became red and could not breathe because the dish was too spicy; when customers asked John if the dish was made less spicy, he replied no because he misunderstood, thinking he wanted regular spicy. The customer complained to the manager about not hiring adequate staff or having proper training. On the same day, John has been fired because of the incident that occurred earlier that day.

2.2 Schramm (1954)
Because converting thoughts and ideas into messages begins with the encoding of such thoughts and ideas, it is critical to consider this element. When a communication is sent to its intended recipient, they immediately attempt to decipher what is communicated. In order to have effective communication, encoding and decoding are required since the information would never be transferred between individuals if they were not present. According to Schramm, to have complete communication, the sender must get feedback from the receiver since the system should be a two-way system. 
Significantly, according to Schramm's approach, knowledge, experience, and cultural background should all be considered to have successful communication since individuals of various religious and cultural backgrounds are likely to perceive things differently.
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“The circular nature of the model shows that individuals change roles as they decode the message and by the process of interpretation then recode the message to pass on to another individual.” (Mccabe, 2012)

As in the case study of Maria and Pedro, where Pedro misunderstood his wife when she asked him to buy chicken on the way back home, John misunderstood the customer, asking his dish to be less spicy. In both stories, the outcome could be different if John and Pedro double-checked, ensuring they understood what they had been told.

Example:
When a team works together, everyone contributes ideas, agrees, asks questions, and completes tasks. This is a good illustration of Schramm's two-way communication concept. 
In this scenario, one person sends information and another or others receive it, with a response required. This is a highly dynamic shift in roles that happens naturally.

2.3 Berlo (1964) 
David Berlo developed the SMCR Model of Communication. This model was inspired by the Shannon and Weaver model from 1949, which was used to create it. The factors of communication that Berlo identified as having a favourable impact on people's capacity to communicate more successfully were discussed. 
Just like in the case of Schramm's approach, encoding and decoding is an extremely crucial component of Berlo's concept.
Berlo structured his concept into four sections (SMCR) to make it easier to understand: Sender, Message, Channel, and Receiver. Furthermore, they are susceptible to being impacted by various variables.
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Sender
 Is responsible for sending the message to the receiver. Their communication aptitude may alter the sender's communication skills. Sender attitude influences message, as well as social institutions and culture. Their views, religion, values, and cultural background might impact the message.

Message
Is the information delivered to the recipient by the sender? Speech, picture, text, etc. The message is impacted by its content, non-verbal signals, treatment, how it is presented, structure, structure, coding, and how it is transmitted, such as video or email.

Channel
Specifies the way via which the message will be sent. These include telephones, the postal service, and the internet. However, the human sense also functions as a mode of communication, and its efficiency is affected. These are acquired by hearing, sight, smell, taste, and touch.

Receiver
Is the person or place receiving the communication? According to Berlo's concept, mutual understanding requires that the receiver's thought process match the sender's. Otherwise, the message may not have the intended meaning. Communication skills, attitudes, information, social systems, and cultures should all be on the same level as the sender.

There is no consideration for communication constraints like noise in the Shannon Weaver and Schramm's Model, and there is also no use of a feedback strategy. It is simply a one-way communication, and as previously said, both the sender and the recipient must be at the same level to comply with the factor.


3.COMMUNICATION SKILLS

Verbal

Verbal communication is a sort of oral communication in which the message is communicated via spoken words to convey the message. The efficiency of verbal communication is determined by the tone of the speaker's voice, the clarity of his or her speech, the volume and pace of the speech, the body language of the speaker, and the quality of the words used in the discussion. The sender must maintain a loud and audible tone throughout his speech, and he or she must tailor the subject matter with the intended audience in mind.

Non-Verbal
Non-verbal communication is communication between two or more people using facial expressions, hand motions, body language, postures, and gestures. Non-verbals convey emotions, execute rituals, and showcase one's individuality. It also controls the flow of conversation by indicating when someone has done speaking or wants to talk.

Active Listening 
Active listening is how a person obtains information from another individual or group by asking questions. 
Attending the discussion, refraining from interrupting, and taking the time to grasp what is being said are all examples of good conversational skills. The "active" aspect entails taking measures to seek out facts that could otherwise go unspoken in the conversation.

Empathic Listening
The goal of empathic listening is to have a thorough knowledge of the speaking person. In other words, it extends much beyond active listening to include a significant amount of non-judgment and empathy. When listening to people without passing judgment, fully hear what they say with an open mind. Empathy is defined as an emotional connection with another person characterized by identification, compassion, understanding, feeling, and insight on the part of the observer. Empiric listening is essential when someone wants to be seen and heard but is not necessarily looking to you for a solution.


        4.THE ADVANTAGES and DISADVANTAGES OF COMMUNICATION THEORY

Communication energizes our work and broadens our horizons. This helps us understand ourselves and others better and contribute to a better society. We need to be able to connect to grasp human communication. These are the basis for a better understanding of communication via various styles and viewpoints. To understand communication, numerous researchers have developed theories from various perspectives. With so many theories to choose from, we may gain knowledge and insight. 
Throughout history, technology has enhanced human communication methods. It has tremendously influenced our social and private life. Information is readily accessed through many networks and websites and exchanged via cost-effective and quick communication solutions. Globally, technology-enabled communication has increased global relationships and productivity. Thus, cultural differences are beginning to be healed via the interchange of ideas and knowledge. 
This communication paradigm has various benefits and drawbacks that we may learn from and improve. There will be parallels and variations in our behavior and words as we communicate. Perhaps we can communicate better with those who share our experiences and culture. Adapting our communication style to others who are different from us may also help us grasp new ideas, knowledge, and unfamiliar cultures. This helps us to be aware of others' viewpoints and differences. 
Communication is a gift that should be used to understand more about our environment. To convey our ideas and information while retaining a courteous attitude without sacrificing or lowering others' social position. Learning about the potential concepts in which we might alter our behaviors for others develops greater understanding among diverse individuals across the globe.
5. CONCLUSION

According to Berlo, the message is influenced by communication skills, attitudes, knowledge, and cultural background. The message encodes content, components, structure, code, and processing. All senses must first receive the message. 
Verbal communication: word-to-word information exchange. Oral and written language are included. Verbal communication is the most reasonable and conscious. When a person thinks, new words come up in his subconscious. So human speech is part of thinking. 
Nonverbal communication is the art of communicating without using words. This comprises facial emotions, gestures, posture, and vocal tone. 
One must know how to utilize technology to retain excellent communication abilities. However, they cannot replace human connection and may be an impediment. Human communication skills must not be left behind by new technology.
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