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[bookmark: _Toc102563104]Introduction 
The definition of communication is transforming information from one person, place or group to a different person, place, or group. It is the process by which the information is exchanged between the individuals, or it can also be defined as the action of sending and receiving the information, ideas, feelings, and thoughts with the help of a proper channel of communication. In terms of organisation, workplace communication is the tool with the help of which employees and management exchange information to achieve the goals and objectives of the organisation (Downs et al, 2020). Communication at the workplace plays a significant role in the growth and development of the company. Communication at the workplace is important because effective communication facilitates innovation and improves employee productivity and employee turnover. Not only this, communication helps in achieving the goals and objectives of the company, enables the frontline employees to get success, it also improves crisis management and workplace safety and can also optimise the change management initiatives. In the organisation, there are several types of barriers which can deteriorate the quality of communication and the barriers include physical barriers, perceptual barriers, emotional barriers, cultural barriers, language barriers, interpersonal barriers and many more. The report aims at identifying and analysing different models of communication, and different communication skills and analyse the disadvantages of modern communication technology and different examples of poor communication in the workplace (Keyton, 2017). 


[bookmark: _Toc102563105]Three models of communication 
[bookmark: _Toc102563106]Shannon and Weaver (1984)
The Shannon and Weaver model of communication has a mathematical basis which states that human communication can be broken down into six concepts gender, encoder, channel, noise, decoder, and the receiver. The model of communication proposed by Shannon and weaver is a linear model of communication which allows the companies or individuals a framework with the help of which the analysis can be done about how the messages are being sent and received (Al-Fedaghi, 2012). 
Sender- the person with whom the communication process begins, who has some idea, source, or information. 
The encoder- is the machine or the person who is responsible for converting the idea into the signal which can send the message to the receiver. 
Channel- The channel is the infrastructure by which the communication is being transmitted for example internet. 
Noise- is a barrier in the process of communication 
Decoder- a device which transforms the message into the readable form
Receiver- The person to whom the sender wants to communicate the idea, knowledge, or information (Baecker, 2013). 
The model can also be understood with the case study of Maria and Pedro. In their case, Maria is the sender and Pedro is the receiver. The channel of communication was a mobile phone, and the element of noise is a misunderstanding Maria said Pedro to bring chicken and because of the barrier to noise Pedro understood that she wants to see him in the kitchen. 
[bookmark: _Toc102563107]Schramm model of communication (1954)
The Schramm model of communication was created by Wilbur Schramm and according to the model, communication is a two-way process in which both sender and receiver take the turn sending and receiving the message. The theory also states that the information is of no use until and unless it is put in the words and is conveyed to others. The Schramm model of communication is a classical approach used to explain communication. With the help of this model, it can also be determined how the communication takes place between two people when they are exchanging some sort of information or any knowledge. According to this model, communication includes sender, encoder, decoder, interpreter, receiver, message, feedback, medium and noise (Elleström, 2018). 
[bookmark: _Toc102563108]Berlo’s model of communication (1960)
The Berlo model of communication considers, the emotional aspect of the information, knowledge, idea, or message. The Berlo model of communication is based or operates on SMCR in which S stands for source, M stands for the message, C stands for channel and R stands for the receiver. The source is the sender and the source transfers his transformation to the recipient with the help of communication skills, social system, culture, attitude, and knowledge. When the person converts his/her thoughts, ideas or any information into words, the message is created. The message includes the elements like the content, element, treatment, code, and structure. Channel is the medium through which the idea, message, the information flows from the sender to the receiver and it includes the elements like seeing, hearing, tasting, touching, and smelling. The last base is Receiver, and he/she is the one for whom the message is created, and the receiver tries to understand the message with the communication skills, attitude, knowledge, social system, and the culture (Eadie and Goret, 2013). 

[bookmark: _Toc102563109]Communication skills
Communication skills are the ability of the person or individuals to communicate the information idea message in an accurate, clear, and effective way. Communication skills are the vital skills which help in sharing information most effectively and properly. The most common and important communication skills include verbal communication skills, nonverbal communication skills, active listening skills and empathetic listening skills (Hargie et al., 2017). 
[bookmark: _Toc102563110]Verbal communication 
Verbal communication can be defined as the transmission of a message or idea with the use of words. verbal communication is any communication in which the use of words takes place to share any type of information with another person. Verbal communication can be done in two ways which include oral communication and written communication. The use of verbal communication cannot be fully isolated from the nonverbal communication as when verbal communication takes place, nonverbal communication also takes place as the use of body language, voice tone and facial expression and many more. Calmness and remaining focused, remaining polite are some of the etiquette that is important in the process of verbal communication (Rocci and Saussure, 2016). 
Oral communication 
Oral communication is the process in which the communication takes place by transmitting the message or information verbally and it can either be formal or informal. Some examples of verbal communication include face to face conversation, discussions in the meetings and telephonic conservation (Jackson, 2014). 
Written communication 
Written communication skills can be defined as the process in which the message or idea is transmitted in a written manner and the message is exchanged between sender and reviver in the written form. Reports, emails, fax and es, and memorandums are s of examples of written communication (Prabavathi and Nagasubramani, 2018). 
For example- written communication can be understood effectively way by understanding the case study of MAX the MULTITASKER, max was very good at the planning and event management and because of this he got an order from one of his clients Tamara, who want Max to plan her parents the  50th anniversary on which Max agreed, but due to some complications, Tamara requested Max to change the date on which max agreed but forgot to write the date and because of this, he forgot to make agreements for the event and he loosed one of his clients. This case study shows the importance of written communication in an organisation and how written communication can save the company by ensuring a smooth flow of work. 
[bookmark: _Toc102563111]Nonverbal communication 
Nonverbal communication is many times is also known as the manual language communication and it can be defined as the process of sending and receiving the information, idea, or message without the use of the word or in an oral or written manner. In this type of communication, the communication takes place in the following types of kinesics or body language, paralanguage, personal appearance, proxemics, haptic, chromatics etc. (Hall et al., 2019). 
[bookmark: _Toc102563112]Listening 
Listening can be described as the ability to accurately receive the interpreted information or message in the process of communication. Listening is one of many vital skills in the act of effective communication. Listening is a soft skill which always allows people to understand the information which is conveyed to them. There are distinct types of listening like active listening, biased listening, empathetic listening, selective listening and many more. 
Active listening
Active listening is a soft skill and redirects the focus of people to listen to the speaker while at the same time listening alternatively to the speaker and trying to understand what they want to say and later responding and reflecting on what is being said and retaining the information for an as prolonged period. Paying attention, providing feedback, and responding appropriately are some of the skills needs for active listening (Friston et al., 2021). 
Empathetic listening
Empathetic listening is another type of listening and can be defined as the structured listening and the questioning technique which allows the listener to develop an enhanced relationship with an understanding of what is said or conveyed intellectually and emotionally. Empathetic listening represents an emotional connection between speaker and listener. In empathetic listening, the receiver tries to listen to the speaker with empathy and emotions. This type of listening help in building relationships and helps in solving problems (Cuny et al., 2012). 

[bookmark: _Toc102563113]Disadvantages of the modern communication technology 
Identity theft 
Identity theft is one of the disadvantages of using modern communication technology is the stealing of the identity and the data. With the increased use of social media sites, the internet and smartphones, the threat of identity theft have increased at a high level. Hackers hack the accounts of the public or copy the pictures and other personal detail and create a fake account and then they involve in more illegal works. Many the studies have shown that victims suffering from the identity theft suffer financial loss and to protect public from the identity theft, many companies are taking extraordinary steps for keeping the customers safe and the implementing tools like encryption, chip technology, touch to pay technology and many more are helping in protecting people from the identity theft (Reznik, 2012). 
Social interaction
One of the biggest disadvantages of modern communication technology like social media platforms, the internet, and smartphones is that it is reducing face-to-face communication. Mobile devices, the internet and social media sites are nowadays have become the only way of communication and multiple studies have shown that the use the smartphones, the internet and social media for communication can result in the feelings like loneliness, depression and this modern communication technology can also create ate negative impact on the physical and the psychological wellbeing. 
Cyberbullying
Another disadvantage of modern communication technology like smartphones internet and social media sites is cyberbullying. Cyberbullying includes sending, sharing, and posting harmful, incorrect, or false content about someone on a social media site. When this type of incident happens, it causes the victim person humiliation and embarrassment and this negatively affects the victim in terms of physical, emotional, and mental health (Kowalski et al., 2014). 


[bookmark: _Toc102563114]Conclusion 
Communication is an important process in everyone’s life and with the help of the communication process, one can share his/her ideas, beliefs, and knowledge with another person. Communication is not only important at a personal level, but it also plays a key role in organisations as communication ensures a smooth flow of information. There are various theories of communication like Shannon and Waver, Schramm and Berlo and many more. The different communication skills include verbal communication, non-verbal communication, active listening, emphatic listening and many more. Modern technologies have made it easy for people and companies to communicate, but despite having many advantages, modern communication technologies have many disadvantages like identity theft, cyberbullying and social interaction which are creating a negative impact on individuals. 
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