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[bookmark: _Toc89879570]Introduction
The concept of communication can be defined as the act by which information is transferred between individuals or groups. However, the transfer of information can also happen in between places as well. The key parts of communication are the sender, receiver and the information which can be transferred as message. The sender is required to encode the message with the communication skill and after transmission, it is necessary for the recipient to decode the message (Remland, 2013). 
The importance of communication in the working world can be understood with the management functions within an organization such as organizing, planning, leading and controlling where in each aspect communication plays major part (Riebe, Roepen, Santarelli and Marchioro, 2010). Without effective transmission of messages between the management and the workforce, various goals and objectives of the organization would not be achieved. For example, a line manager has to communicate with the teams about the different job roles, tasks and responsibilities involved. Also, the team members have to communicate with the manager regarding the implementation of plans taken. 
There are certain barriers that can affect the messages conveyed during the communication. Such barriers are the difference in culture and language, individual emotions, medium used for communication, locations etc. Considering a workplace, the barriers that can negatively affect on effective communication are employee dissatisfaction, inability to listen to others, lack of trust and transparency, different styles of communication, workplace conflicts etc. (Morgan, 2017).
Poor communication can be said to the ineffective transmission of information where the message is not successfully delivered. The message can be information, emotion or ideas. Consequences that might arise from poor communication are highly necessary to identify as they work as the affects of poor communication on the individuals and organizations involved (Noble, 2015). Such consequences are inaccurate and ineffective outcomes such as misunderstandings, missed opportunities, unnecessary conflict, mistrust, low morale, degrading work culture, etc.
[bookmark: _Toc89879571]1 Models of communication
[bookmark: _Toc89879572]1.1 Shannon and Weaver model
This model of communication has been developed by mathematician Claude Shannon and scientist Warren Weaver in 1948 for improving technical communication such as communication through telephones. This model has six parts: sender or information source, encoder or transmitter, channel or medium, decoder or receiver that convert signals into message, receiver or destination and noise. According to the model, the receiver would receive the message that has been encoded by the sender or converted to signals to send through appropriate channel by decoding the signal for human interpretation into message (Rollnick, Kinnersley and Butler, 2014). However, there can be noise, such as external environment and channel noise, which is characterized as disturbances affecting the message to not being properly received by the receiver. When the receiver properly gets and understands the message, he/she can give feedback to the sender. This model has been proven helpful, particularly after the introduction of the concept of noise, in identifying noises and their effects on communication efforts. Also, this model considers the communication as two-way process, which makes it widely applicable and the different aspects of communication is quantifiable (Mitra, Ahmed, Pramanik and Nandi, 2020). However, there are some criticisms involved with this model such as not being as applicable in mass communication as in interpersonal communication. Also, while the sender has the active role in the process, the receiver plays passive part. Furthermore, feedback is considered as less important than the message sent. 
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Shannon-Weaver communication model
Source: (Maund, Schriek and Tinkler, 2017)
From the case study of Maria-Pedro, Maria is the sender, the phone Maria is using is the encoder which convert the information in the message into binary data, the network is acting as the channel, the phone of Pedro is the decoder and the receiver is Pedro. While upon receiving the message of bringing chicken for Maria Pedro has given his feedback in affirmation, he was not able to properly interpret the message and thought the chicken as kitchen, resulting in miscommunication. Instead, Pedro should have asked the question regarding the matter and the problem would have been identified. As per Shannon-Weaver model, this type of problem generated in communication is called semantic problem in which the interpretation of the message is different between sender and receiver. 
[bookmark: _Toc89879573]1.2 Schramm communication model
From the roots of Shannon-Weaver model, Wilber Schramm has come up with his own two-way communication model in 1954, which he has mentioned as a circular or cyclical model. The key parts of this model are encoder, decoder and interpreter. He has considered the encoding is the vital part of communication process as only information cannot be used until put into justified words or message. Also, decoding from the receiver’s part also is very important as the sent information must be put into understandable message or what the sender has intended to convey in actuality. Without the effective working of the essential parts: encoding and decoding, Schramm has thought that the message is value-less. Furthermore, Schramm has emphasized on the feedback sent by the recipient of the message upon receiving from the sender. Considering this, without the feedback present, Schramm has identified this type of communication as incomplete. In other words, this model of communication is based on bidirectional flow of communication. Based on this, the roles of sender and receiver can be reversed or interchangeable where the receiver would become the sender and vice versa. Therefore, it is necessary for both the sender and receiver to encode, decode and interpret the message properly. The consideration of communication as bidirectional process is the strongest point of this model. Also, this model includes the feedback system by which the sender of message can understand if the message is properly received, interpreted and comprehended (Hopkins, Clegg and Stackhouse, 2015). However, the main limitation of this model is that the model considers the encoding and decoding process as independent, without the requirement of any external assistance. Also, when complex communication process happens with multiple senders and receivers, the communication might take multistep processes which the model does not consider. 
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Schramm’s model of communication
Source: (Gupta, Zawadzki, Fátima Teston and Rani, 2020)
Considering a workplace example where the supervisor directs the staff members of their responsibilities during the day in a care setting, when the speaker speaks fast and in complex language, the listeners or receivers might not fully decode and interpret the message. Therefore, it is necessary for the staff members to be sender after receiving and interpreting the message and provide feedback to the supervisor who would then correct any miscommunication present. This is particularly important in a care setting because confusion among the care workers might lead to dangerous results to the service users (Zakaria, Ismail and Ana, 2017).  
[bookmark: _Toc89879574]1.3 Berlo’s communication model 
Based on the original Shannon-Weaver model, David Berlo has developed his SMCR model in 1960 where he emphasized on four different components of communication and the factors that can affect them. These four components are: sender, message, channel and receiver. The encoding and decoding parts happen prior to sender sending the message and receiver receiving it. The factors that can affect sender’s effectiveness to send a message and receiver ability to understand and comprehend the message are similar and they are communication skill, attitude, knowledge, social system and culture (Koski and Launonen, 2012). It is necessary that both the sender and receiver have effective communication skill by which the transmission of message is appropriate for both. Such skills are the ability to speak, read, write, listen and present in front of others. Also, attitude of the sender and receiver towards self, the other end and the surrounding environment can affect on how effectively communication is occurring between them. It is also necessary that the parties involved have some idea or knowledge regarding the communicated message. Social system factors like individual beliefs, values and laws present can also influence the effectiveness of transmitting the message. There is also the cultural differences which might influence the sender or receiver to consider some message to be offensive or accepting (Lim, 2018). Furthermore, the message sent can be affected by factors like content, elements, treatment, structure and code. The content within the message needs to be appropriate for the communication setting as well as the elements such as the gestures, language used etc. Also, the way message is conveyed along with the arrangement of the message or structuring are highly important for the effectiveness of the message. The message can be of different forms such as voice, audio, video etc. which is defined by code that needs to be appropriate as well. The factors that can affect the channel or medium can be different in terms of being the form of communication such as mass communication, communication with technical machines, general communication etc. In the general communication where the interpersonal communication occurs between people, the five senses work as the channel. These senses are hearing, seeing, touching, smelling, and tasting, by which the different portions of the conveyed message are received (Maund, 2017). Berlo’s communication model is effective in terms of introducing several factors that can affect the components. For example, differences of social systems and the ability of utilizing the human senses in effectively having communication has not being previously described. However, this model is also not fully uncriticized where the key demerits include lacking of the concepts of feedback and its effects, barriers to communication, noise, the sixth sense of humans by which thinking and analyzing occurs. Also, this is a complex model where the people are required to be on the same level in order to have effective communication (Yawson, Yamoah, Sarpong and Abban-Ampiah, 2020). 
[image: berlo's model of communication]
Berlo’s SMCR model of communication
Source: (BROWN and KOTTLER, 2014)
The case study of the professor and the village people can be taken as example to discuss about the ineffective communication and the factors working behind this. It is understood that there are some factors which are not working effectively for the sender or the professor and the receivers or the villagers. For example, the lack of proper communication skill, knowledge, social system and culture of has made the overall communication ineffective (Green, 2014).  The professor did not know to utilize necessary communication skill such as gestures or language and also did not understand differences of social systems and culture. Similarly, the villagers had lack of communication skill, knowledge and proper attitude to the environment. Furthermore, the code, structure and content used within the message was also not effective in delivering the message. Also, lack of utilizing senses like seeing and smelling has led to the ineffective communication. 
[bookmark: _Toc89879575]2 Communication skills
[bookmark: _Toc89879576]2.1 Verbal skills
Verbal skills are used to getting the message across and verbal communication can be spoken and written both. Considering the situation, the appropriate word choices, tone and pitch are also necessary to take (Salmon and Young, 2011). For example, when delivering the message of responsibilities to the subordinates, the supervisor is needed to use concise and technical (Coffelt, Grauman and Smith, 2019). The inclusion of highly complex words and too much formal tone might confuse the employees.  
[bookmark: _Toc89879577]2.2 Non-verbal skills
Non-verbal skills are as important as verbal skills because during interpersonal communication, non-verbal factors such as body language, gestures, facial expression, appearance etc. can communicate more information than in verbal. Appropriate body language, appearance, gestures etc. must be maintained within a work culture, which define the behavior within the organization (Siddiqui and Siddiqui, 2016). 
[bookmark: _Toc89879578]2.3 Active listening skills
As communication is a two-way process, active listening is crucial for receiving message properly. It is necessary to pay attention to the speaker, especially during an organizational setting like a meeting. Also, using phones, assuming and completing others’ messages, etc. can be harmful to the overall communication (Ting et al., 2017). For the people working at organizations, empathetic listening is also considered very important social skill as the individuals can put themselves in the speaker’s shoes and empathize on what is being said by listening carefully. 
[bookmark: _Toc89879579]Conclusions
The report discusses about the concept of communication, importance of communication, barriers present in communication, poor communication and its consequences. Three different model of communication are focused and analyzed in the report which are Shannon-Weaver model, Schramm’s model and Berlo’s model. The communication skills required for the workers in a workplace such as verbal, nonverbal and active listening skills are also evaluated in the report. 
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