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[bookmark: _Toc101902237]Introduction

Data, ideas, and opinions may be exchanged between parties or inside a system via communication. As a means of communication, information and knowledge can be shared between individuals and groups of people. Improved communication reduces the likelihood of misunderstandings by making it easier to comprehend one another. There are educational benefits to using it as a teaching tool as well. No matter what sort of business you work for or what large it is, you cannot ignore the importance of excellent communication in today's environment. Efforts to improve collaboration and communication in the workplace are the subject of this study.



[bookmark: _Toc101902238]Models of Communication

Methodical representations of the process assist in understanding how communication may be carried out via the use of communication models These models simplify the process of understanding and concluding it.
[bookmark: _Toc101902239]Shannon and Weaver Model of Communication

For communication to work, the Shannon and Weaver Model relies on a transmitter (also known as an encoder) and receiver (also known as a decoder) (channel). Because of its widespread usage, it has been dubbed the "mother of all models" (Shannon et al, 2013). There are several names for the concept. It is known as information theory or the Claude Shannon theory since it was first developed by Shannon. It is well known for its ability to illustrate how communications might get muddled and misunderstood throughout the transmission and receipt of the message.
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Figure: Shannon and Weaver Model of Communication
Source: Toolshero
They decide what they want to transmit to the receiver, and it is their decision alone. It is called a transmitter because it converts data into electrical impulses (Berlo, 2015). It is necessary to compress and encode the message delivered by the intelligent sender to transmit it over cables or satellites as signal. Messages are created here once signals are received. The coding has been inverted. These digital signals may then be decoded into a message that is more familiar and simpler to understand for the recipient (Russell, 2018). Based on the encrypted message, the sender receives a response from the recipient Communication between transmitter and receiver may be disrupted by noise.
Messages encoded in the channel are sent to the decoders. Physical noise or encoded signals may disrupt the transmission process, resulting in a message that is mis decoded or incorrectly received by the intended destination. 
Advantages:
· Noisy communication may be eliminated by understanding and using the noise concept.
· Communication is seen in this approach as a two-way street.
· Therefore, the model may be used to a broad variety of scenarios.
· Shannon Weaver's concept considers communication to be quantitative.
The Shannon Weaver information theory was groundbreaking because it went into detail on the concept of "noise” (Bianki et al, 2008). As an example of how information may be disrupted, it can also be used to identify places where communication might be improved. In the given case, Maria asked Pedro for a chicken and Pedro heard it ‘kitchen.’ This misinterpretation often turns into misunderstanding. When it comes to communication, there are three 'levels' in the paradigm that might be disrupted: technical, semantic, and effectiveness. When it comes to information flow, for example, we can see it from beginning to end using the model.


[bookmark: _Toc101902240]Schramm’s Model of Communication

After learning about Schramm's communication model, which is based on the Shannon weaver model, let us look at it further. This paradigm also goes by the name of the Osgood-Schramm communication model. This model of communication is circular or cyclical, as opposed to linear or linear-like models, and it includes all the critical components of communication (Shramm et al, 2014). The transmitter and receiver must encode and decode the message at the same time for it to be transmitted. This is critical to the success of the message and the right understanding of the message.
According to the approach, communication is not complete until both parties have provided input. When the information has sent to the addressee, the previous paradigm of communication ended. This is not the case anymore.
[image: Schramm's Communication Model - YouTube]
Figure: Schramm's communication model
Source: Marshall Jones, 2020
· An early non-linear model of communication may be found in this document. As a result of its belief that communication is a two-way street, this paradigm is known as a circle. Because the message is in control of both parties, this paradigm allows them each to assume the other's duties.
· To better comprehend potential problems that may develop during the decoding of the sender's message, the communication model considers the concept of noise.
· There is a feedback system in place, which makes it much easier for senders to determine whether their messages have been successfully delivered and comprehended by their intended recipients (Berlo et al, 2016). In this way, you may check whether your message was received correctly.
The Schramm Communication Model is a popular option when it comes to defining and understanding the way individuals interact. As a tool, it may be used to observe how two people are communicating while they are exchanging information, ideas, or attitudes. There is a chance Pedro called Maria and inquired about Maria's intended meaning of the word "Kitchen." For Schramm, the three essential elements of communication are origin, message, and end receiver, as Aristotle demonstrated in his model of the world. Computer networks often use encoding and transmission to move data from one node to another node.
Advantage:
· It is possible to show how a situation changes using a dynamic model.
· In this example, the importance of redundancy is clearly shown.
· Think of the flow of information as a cyclical one.
· Feedback is a critical component.
[bookmark: _Toc101902241]Berlo's model of communication

For Berlo, emotional content is as important to communicating as content in Aristotle's concept of communication, which emphasizes the speaker as the source of all communication. SMCR model is the foundation of Berlo's communication model.
The sender is the common denominator in all communication paradigms. Written communication is a two-way street where one person creates and the other receives the message (Gargon, 2011). It is all about who you are talking to and how effectively you are talking to them when it comes to communication. Perspectives on message, receiver, and even on oneself all influence how a message is perceived by those involved in its transmission. You might expect varied outcomes when you send out a positive or negative message, depending on what you are trying to convey.
[image: Pinterest] 
Figure: Berlo's model of communication 
Source: Jayaseelan
The way a message is worded or organized may have a significant impact on its success. Using Berlo's channels, we are reminded of the five human senses that might understand a communication encounter. These five senses are critical to the message's effectiveness. Keeping in mind Berlo's communication model, all these elements must be coordinated with the sender's thinking pattern. As a result, communication will be much more effective going forward.
Advantages:
· Modern communication models tend to be more complicated than this one. We evaluate all the fundamental components and the influences on them that are a part of any communication process (Miller et al, 2017).
· Even in more direct kinds of communication, such as one-on-one conversations, this approach is still employed.
· This paradigm serves as a foundation for more advanced models of communication.

[bookmark: _Toc101902242]Communication Skills

The ability to communicate verbally and nonverbally is essential to the sharing of information. The more effective you are at communicating, the more likely it is that you will advance in your career and get a new job.
[bookmark: _Toc101902243]Active Listening
An example of active listening includes talking with the person you are talking to, asking them questions, and rephrasing their answers. In the workplace, developing a culture of active listening may help you build stronger relationships with your coworkers and better understand their perspectives. Do not use your phone or computer while you are paying attention to what the speaker is saying, be prepared with courteous comments or questions in mind.
Make yourself a better attentive listener by paying attention to the tone, body language, and facial expressions of the people around you. What the other person is saying and how they are saying it is more important than thinking about your own words or your thoughts. Asking further questions or restating what they said can help you confirm that you have understood them correctly.
[bookmark: _Toc101902244]Verbal Communication
People who have good verbal communication skills are more likely to have pleasant conversations and build stronger professional relationships (Al-Fedaghi, 2012). Reflection helps you distill your thoughts into a single, clear statement. Your listeners will receive the impression that your response was well crafted before you spoke it if you hesitate few times. By following these guidelines, you can be sure that your intended audience will comprehend and react to the most important points you make.
Successful message delivery requires you to understand your audience and put yourself in their position. Inflection and diversity of tones may also use to emphasize significant points in a speech. Using this method is all it takes to draw the audience in.
[bookmark: _Toc101902245]Empathy
One-on-one and team settings need this skill set. There are two situations when you will require a good ability to interpret other people's emotions. Observing someone's fury or frustration may be easier if you have empathy, for example. Gaining support for your ideas and initiatives may be made easier if you can determine whether the person, you are speaking with is enthusiastic and happy.
· One way to practice active listening is to avoid making assumptions or prejudices about the individuals you are speaking with.
· To avoid distractions, such as a noisy atmosphere, you should remove yourself from the situation.
· Consider the other person's point of view before deciding what to do next.
· If you have any questions, do not be afraid to ask.
· Wait for the other person to finish speaking before responding.
[bookmark: _Toc101902246]Non-Verbal 
Nonverbal signs such as gestures, facial expressions, and eye contact make up the majority of how people communicate with one another (Griffin, 2016). When you are trying to understand what someone is saying, paying attention to their body language is just as crucial as what they say. What you communicate with your body language is a bit as significant as what others say while communicating.

[bookmark: _Toc101902247]The advantages and disadvantages of communication in technology

Communication has developed significantly in today's environment. Individualized touch has been replaced by communication technology as the primary reason. Communication technology is the use of modern technology to communicate, like emails, mobile phones, and social media sites like Facebook and Twitter, is called "communication technology." People from various parts of the world can connect with each other through these methods. In the last few years, it has become easier to meet new people and do business because of it. Companies and people can do business with each other even though they live far away thanks to technologies like video conferencing and email. There are ways for individuals to connect with family and friends who live in various parts of the world now because of things like texting and messaging. Communication technology, on the other hand, has both good and sad things about it.
Messages are sent swiftly, and responses are received immediately. As a result, communication has become more efficient and trustworthy. We can now speak face-to-face across borders through video conferencing, Skype, and social networking. Also, using these features saves money over other ways like phone calls. Globalization is another telecommunications benefit. Communication technology has enabled trade and business, transforming the global economy. Language and geographical barriers may be easily overcome.
Using an e-learning platform, students may enrol in an international school or institution. Job opportunities have also opened because of how easy it is for people all over the world to communicate with each other.
One of the primary challenges is the failure of human interaction when communicating. Body language, facial gestures, and verbal information are all impossible to read. Personal contact is crucial for delivering the message and gaining an understanding of the other person. As a result, there is the potential for misinterpretation since the message being delivered, or its severity, might be misunderstood. Another disadvantage is the possibility of having one's information hacked by criminals, which can result in the loss of property and money, as well as a ruined image. Another problem with social networks is that they use words and codes that make it easy to become addicted and have a low level of education.
However, this method of communication is still becoming increasingly popular around the world because its benefits far outweigh its drawbacks.
[bookmark: _Toc101902248]Conclusion

When it comes to today's contemporary world, communication is more important than ever in all kinds of organizations, big or little, regardless of their size or kind or style, or type of organization. This report focuses on effective teamwork and communication skills necessary to build a strong understanding in an organization. The three communication models have discussed along with examples. These models make it simple to comprehend and make inferences from a process.
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[bookmark: _Toc101902251]Case study applying the Shannon and Weaver model of communication.

While on vacation in Spain, my family and I were in the car on the way back to our resort when I decided I wanted to have a massage. I had never had one before. I called the receptionist to make an appointment. However, because of the several conversations taking place in the car, it was extremely difficult for the receptionist, who also happened to be the massage therapist, to understand exactly what I was saying. Even though I asked if I could arrange for a massage to come to the villa, the woman believed I was asking for a spa session instead. Because of the loud surroundings, the flow of conversation was disrupted. Therefore, the massage therapist                                               was expected to wait for me at the spa, even though I was waiting for her at the villa when I arrived. Her issue was addressed by the resort's customer service department, which fixed the situation.

[bookmark: _Toc101902095][bookmark: _Toc101902252]Case study applying the Schramm model of communication.

I phoned my cousin Anna and asked her if she would be interested in joining me to a movie. When I asked Anna a question, she remained oddly silent. This indicated that the conversation between me and Anna had not been completed in its totality. If Anna had not been interested in the movie, she may have answered by expressing her dislike of the film in a positive manner. As a result of Schramm’s (1954) approach, after the information has reached the intended receiver, it is her job to provide feedback and let me know whether she has received the message in the same way as the I intended. If she is unsure about anything or has any concerns, she must discuss them with me. A speaker tells someone what they want to hear for them to listen. The listener then tries to figure out what the speaker was trying to say, and then tells the speaker what he or she has found.



[bookmark: _Toc101902096][bookmark: _Toc101902253]Case study applying the Berlo model of communication.

Case study one

In most of the circumstances, according to Robinson and Robinson (1982), might contribute to a listener's failure to acknowledge what a speaker intends. For example, ten years ago, I used to work for Iceland. My manager was from Scotland, and she spoke English quickly and with a strong accent. My English was good, yet I could not understand her. She asked me to check the frozen goods to ensure they were up to date before leaving. I did not have the time to ask her what she meant because she has left the store in a hurry. If there had been feedback on Maria and Pedro's situation, the confusion may have been prevented. Similarly, my manager should check to see whether I understood what she meant. This will help to avoid misunderstandings and confusion.

Case study two

I recall my mother telling me about an incident between my grandfather and a young doctor who arrived to serve in my grandparents' village, taking over for the doctor who had been there for ten years.
My grandfather had been feeling ill for couple of days and, at the insistence of my grandmother, went to see a doctor. When the doctor gave him the diagnosis, my grandfather was confused since the doctor used medical jargon to describe his condition. My grandfather did not inform the doctor that he is unable to comprehend. When he returns home and informs my grandma of the doctor's diagnosis, they both get concerned, believing it is something serious. My mother, on the other hand, becomes aware of the situation. She explained what the doctor meant and reassured them that he would recover with medication and a period of fasting. My granddad was suffering from heartburn.
Similarly, to "The Professor and the Villagers," the doctor should use suitable terminology, bearing in mind that he is dealing with individuals with lower levels of knowledge, or ensure that they understood the diagnoses completely before sending them home.


[bookmark: _Toc101902254]Case study applying Empathic listening 

My relative works for a financial services firm that is well behind schedule on a critical strategic initiative. Schedule beginning points rapidly worsened, and as the project continued, the institution was forced to seek professional assistance from a project management consulting firm. Following an examination of the organization's operations, the consulting firm determined that the primary cause of problems with this project, and with the company's project management practises in general, was a serious inability to estimate resource requirements accurately.
The primary issue was that too many members of the project team were working on two or more projects concurrently, which is a classic case of multitasking, as demonstrated by "Max the Multitasker." Unfortunately, the program's administrators established an ambitious timetable without considering the available resources to fulfil the project's objectives. Due to their considerable external commitments, no one was willing to accept direct responsibility for their work on the plan. Everyone was balancing an excessive number of duties, and everyone was falling farther and further behind on their obligations. When little concerns are ignored, they escalate into major ones. The project continued to go behind schedule, and staff morale began to deteriorate.
Upon their identification of the issue, the consultants immediately asked that senior leadership rearrange the project team's work assignments. To begin with, members of the core team were relieved of other duties to devote their whole focus to the task. Then, more project support workers were relieved of their juggling responsibilities and assigned to the project full-time. As a result of these and other consultant recommendations, the project's schedule and activity length estimations were ultimately aligned with a realistic knowledge of resource requirements and availability. In summary, the programme was redirected because it was eventually resource-levelled, most notably by generating full-time work assignments for the project team, which demonstrated the critical necessity for resource management and scheduling to be combined.
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