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[bookmark: _Toc69435686]Introduction
Communication refers to the process of exchanging information, thoughts, perception, opinions, ideas using both verbal and non-verbal signs from one person to another (Carlson, 2010). The following report is based on the understanding of communication in the workplace by highlighting different aspects of communication. Effective communication has various benefits in an organization such as it can help to mitigate the conflict easily, enhance employee engagement, build strong interpersonal relationships with colleagues and employers, increasing overall productivity. The report is segmented into two divisions- in the first part, a knowledge of different communication models and skills have been demonstrated, and in the next part, the impact of poor communication and ways of resolving it has been illustrated through some theories. 
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Communication is an integral part of every human being because without making proper communication, the flow of information is not possible and the gap between individuals cannot be diminished. Communication is required in every stage of life, either in the workplace or educational institutions, or living places. The communication models are split into three categories- linear, interactive, and transactional models.

Figure 1 Models of Communication (McQuail and Windahl, 2015)
Linear Models: The models by which the one-directional communication process is explained, are regarded as linear models. 
1. Aristotle’s Model: This is the oldest communication model which was designed to examine the ways by which a communicator can enhance the ability to become more convincing. According to Aristotle, there are five elements of communication event- speaker, speech, occasion, target audience, and effect (McQuail and Windahl, 2015). He has also mentioned three elements to improve communication which are credibility, ability to connect, and logical argument. However, the model has not paid attention to the role of feedback in communication. 
2. Lasswell’s Model: In this communication model, five questions are analyzed to understand a communication event- who says what, in which channel, to whom, with what effect (Wenxiu, 2015). The model is quite effective because it is very simple and practical. An individual can easily critique the message by exploring the answers to these five questions.
3. Shannon-Weaver Model: According to the Shannon-Weaver model of communication, communication occurs in five major parts which are sender, encoder, channel, decoder, and receiver (Al-Fedaghi, 2012). This is the first model which has highlighted the role of noise in communication because it can disrupt the message. However, the model retroactively introduced the concept of feedback. 
4. Berlo’s S-M-C-R Model: According to Berlo, there are four steps for conveying a message and the model is unique for providing a detailed account of the key step for better communication. Here, the source includes the communication skills, attitude, and culture of the sender (Fawkes, 2012). In the message, some elements like content, structure, code, etc. must be included. The elements of the channel are hearing, watching, touching, smelling, etc. Finally, the receiver contains elements like attitude, knowledge, etc. 
Interactive models: The models by which two-way communication processes are explained are regarded as interactive models. 
1. Osgood-Schramm Model: According to the Osgood-Schramm Model, communication should be equal and reciprocal. It is also known as the circular model as the messages are transformed in two directions (Fawkes, 2012). The model is quite effective because it examines personal synchronous communication where the feedback can be ensured and the amount of noise can be reduced immediately. 
2. Westley and Maclean Model: According to the Westley and Maclean Model of communication, some environmental and cultural factors are responsible for influencing communication to a greater extent (Xiao-xia, 2010). However, the model has also emphasized the role of feedback in communication. The object of the orientation of both sender and receiver is highlighted in this model and the individuals need to consider the broader social context to understand any message.  
Transactional models: The models by which the personal communication process is explained and two-way feedback is emphasized are regarded as transactional models. 
1. Berglund's Transactional Model: As the private and public cues have an impact on the messages, so the model mainly highlights the role. By this model, interpersonal and immediate feedback communication are explored. According to Berglund, the personal thoughts and background are referred to as private cues and the environmental cues are referred to as public cues (McPhail, 2010). 
2. Dance’s Helical Model: According to this model, communication is perceived as a circular process that is getting complex more and more to the extent of communication and the helical spiral represents the whole issue. The model assumes that if we make use of feedback, then the communication becomes more effective, as feedback influence the next statement of the communication (McQuail and Windahl, 2015). With the movement up the spiral, communication becomes new practice. 
Previously, it has been mentioned that communication is vital in our private and professional life, that’s why some essential communication skills are required to be developed by the individuals to become successful in every era of life, either it is professional or private. To avoid conflict and make a better decisions, the role of communication skills is immense as it is more than sharing information or thoughts, rather than it helps to understand the feelings behind the information. 

[bookmark: _Hlk69331202]Figure 2 Five communication skills (Barker, 2010)
Listening: This is considered one of the most important skills for communicating successfully with another person. Active listening does not mean to understand the conveyed message or information only but also understand the feelings of the speaker during communication (Kumar and Lata, 2011). If the speaker feels that the other person is actively understanding his or her feelings and message, then the scope of building up the relationship becomes easier. Moreover, careful or active listening helps to create a friendly environment where both of the parties feel relax and safe to place or express their opinions and feelings, thus creatively solving the problem can be done. 
Straight talking: As the conversation is regarded as the main element or basis of communication, so it must not be neglected in anyhow. So, in this case, the communicators need to be friendly and talk straight forward, especially when both the parties are unknown to each other (van Dalen, 2013). For example, a healthy dose of chatting enables to gain new business opportunities. 
Non-verbal communication: Non-verbal communication refers to wordless communication through body movements, facial expressions, gestures, eye contact, attitude, tone of voice, etc. (Barker, 2010). According to Salesforce’s research on interpersonal communication, the amount of non-verbal communication is about 93 percent, which signifies its importance. Understanding non-verbal signals enable individuals to face the challenging situation and build up the better relationships.  
Stress management: Though small quantities of stress can give a person much thrill and encouragement, but when it becomes consistent and repetitive, it may disrupt communication. That’s why, developing stress management skills is very necessary and, in this case, 4 A’s of stress management should be built up by the communicators (Barker, 2010). 
Emotion control: As emotion plays a vital role while pursuing communication, so it influences the decision-making of the individuals. Sometimes, the non-verbal behavior may negatively affect the other person and they may have another perception of any issue (van Dalen, 2013). So, every individual should be aware of the feelings by which he or she is guided otherwise, it may result in more frustration, misunderstanding, and conflict. 


[bookmark: _Toc69435688]Example of poor communication in workplace and way of improving it 
Poor communication in the workplace leads to friction, frustration, and an uncertain environment for which the employees feel demotivated and not likely to engage in collaboration. The impact of poor communication in the workplace cause different problems for which the whole organization gets impacted negatively such as decreased cross-collaboration, suppressed innovation, higher employee turnover, lower morale, reduced efficiency and productivity, increased employee grumbling, etc. (Raupp and Hoffjann, 2012). In the following section, some real-life examples of poor communication at some of my friend’s workplaces will be provided.
At one of my friend's workplace, his supervisor came after passing half an hour of his shift and told him that they don’t have any cart guys scheduled and for this reason, my friend has to go out and get every cart from the parking lot and bring it up to the return. According to the statement of my friend, it was an obligatory question so he replied positively to avoid the conflict at that moment. 
Once, the vice president told my friend that he felt disrespected during a conversation or meeting. Then, my friend asked the vice president that what he did actually, but the VC did not tell anything and show anger on him which was quite surprising for my friend. There is a lack of communication from the side of the vice president because of his vagueness and stubborn behavior which may create many big issues in the future. 
However, poor communication in the workplace must be minimized at any cost, otherwise, the organization may suffer roughly in various cases. That’s why the communication barriers should be reduced. In the following section, the ways of improving communication in the workplace will be described through some theories or models. 
Communication accommodation theory: This communication theory aims at accommodating or adjusting the communication style for sake of others. There are two ways for the changes in communication style which are divergence and convergence. Here, the divergence is used by the individuals with strong ethnic power to highlight the group identity. On the other hand, convergence is generally used by the powerless members of the organization so that they can match the communication style to whom they are communicating (Giles, 2016).


Face negotiation theory: Nowadays, organizations are preferring cultural diversity in the workplace which results from employees from different backgrounds, experiences, or attitudes. The face negotiation theory deals with the differences in conflict style between individualistic and collectivist cultures (Ting‐Toomey, 2016). The people following collectivist culture are more likely to place importance on group value that’s why they generally prefer avoiding and integrating conflict style for communication whereas the people following individualistic culture are more likely to place importance on self-image so they prefer dominating conflict style for communication. 
Social learning theory: It is another important communication theory because it assumes that people can learn from each other by proper observation, imitation, or by modeling the positive attitudes and behavior of other people. It is a theory of the learning process and social behavior by which the individuals can acquire some positivity from others. The theory has consisted of five core principles such as observation, attention, retention, reproduction, and motivation (Brauer and Tittle, 2012). 
So, these are some important communication theories that can be applied in the organization to reduce the barriers of communication and enhance the scope of learning through strong communication. 





[bookmark: _Toc69435689]Conclusion 
To conclude the report, it can be said that the purpose of preparing this report is to highlight the importance of communication in human life. The report has been started with a discussion of some key communication models such as interactive models, linear models, transactional models, and the required communication skills to deal the private and professional life. After that, some real-life examples of poor communication in the workplace have been mentioned to show the impact. Finally, some key communication theories have been discussed so that the organizations can find out the way of reducing poor communication. 
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