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Introduction:

In this report I will be demonstrating my understanding of the models of communication as well as the communication skills which were discussed in class. I will also be referring to the case studies, to show how these helped my understanding. In addition to this, I will be giving examples of poor communication in my own workplace and suggest how it could be improved by using my findings from published literature. To do this, I will be referring to theories. Models of communication are conceptual models used to explain the human communication process. There are many models of communications which are shown as verbal and non-verbal communication. In this report I will be explaining the models of communication in detail with examples.

Models of communication:

Models of communication is often used to explain the human communication process. There are three most well-known models of communication which are Linear, interactional and transactional. Linear model of communication suggests communication moves in one direction only where the sender sends across a message, then uses either verbal or nonverbal communication to send it to the receiver who takes in the message. An example of a linear model of communication are messages which are sent through the use of radio, magazines, newspapers, TV and many types of emails. This communication model is a straight line of communication which is mostly used amongst businesses to be able to assist with its customers through using communication driven activities such as sales and marketing. There are many walls of blockage which come in the communication process. This is a simple model in where a message is simply passed from a sender to a receiver. The linear model was powerful during the mid-20th century. Its limitations can be seen easily. Linear model suggests that the communication between people only goes in one direction and never in both. A person can be either a sender or a receiver, but cannot be both of them at the same time (Study.com, 2019).

On the other hand, an interactional model of communication is a process where people alternate positions as a sender and a receiver and then generates meaning by sending across messages and receiving its feedback in a physical and psychological context. Interactional models follow two channels where the communication and the feedback flow amongst the sender and the receiver. Feedback is a response which a receiver gives to a sender which can be either verbal or nonverbal way of communicating. Feedback indicates comprehension and allows you to be able to look back at your experience in order to improve future actions. This model intends to helps a sender to be able to know if their message has been received successfully to the receiver, alongside understood properly. This model has key features such as the field of experience which indicates how the environment, experiences and culture can influence how an individual who is a sender constructs a message across. The interactional model is known to be more powerful than the linear model of communication, but still has some key weaknesses shown. An example to this is that this model implies that when people are both senders and receivers, they cannot do this simultaneously (Pierce, n.d.).

Transactional model of communication Is a continuous exchange of information and facts where the sender and the receiver are involved in the process and takes turns to communicate messages amongst each other effectively. This is when both the sender and receiver must be active at the same time in order to keep the conversation going and allow the communication to be open. Transactional model of communication stands out and is known to be the most powerful compared to the other communication models. In addition to this, the action of referring to people as being senders and also receivers being referred to being communicators. Therefore, this shows that communication is gained when people send and receive messages. This model of communication shows that communication is a method used to transfer information across to more than one person. Communication is known to be an action which communicators co-create the process, the outcome and effectiveness of the interaction amongst each other. However, the linear model of communication is sent from one person to another person, also unlike the interactional model of communication, where its knowledge and understanding is gained through the use of feedback, people intend to create shared meaning in a more powerful process within a transactional model (Pierce, n.d.).

 There are 5 models of communication which are Aristotle model of communication which is mainly where a speaker and speech are known to be very important, Berlo’s model of communication which includes four components to describe its communication process which are sender, message, channel and receiver, the Shannon and weaver model of communication, schramm’s model of communication  which is  a communication in a two way path with the message passing between the sender and receiver continually and the 5th model of communication is Helical model of communication which is the process of communication evolving from the birth of an individual and continues till the very end (www.tutorialspoint.com, n.d.). The Shannon and Weaver model of communication is a theory which is known to be a mathematical theory of communication that debates on that the human communication can be broken down in 6 key concepts which are the sender, the channel, the encoder, the noise, the decor and the receiver. This theory shows a process which is has 5 elements of communication roles which makes effective communication. (Drew, 2019)


Communication skills

Listening is known to be one of the most important aspect of communication as it allows you to take in information sent by the sender. Active listening is a skill used for communicating with people in a workforce environment and in your daily life. Having confidence is also a communication skill as it allows you as an individual to look professional and interact with other people instead of being shy to communicate. Confidence allows you to be approachable and know how to handle situations or any blockage which comes between communication such as language difficulties, hearing/sight impairment and disability related. Having overcome these issues with confidence also shows problem solving skills. Respect and friendliness are an effective skill of communication as it helps others to feel comfortable to approach you or for you to approach someone. These communication skills are skills which I use in my working from home sewing business as it helps me understand my customers desires and allows them to feel comfortable communicating with me without any hesitation. Furthermore, non-verbal communication is also a skill of communication which is needed to keep a successful business workforce and in other cases too as due to distance, it helps people to interact without having to speak verbally. Non-verbal communication is ways of communicating without speaking. Example to this is using facial expressions, eye contact, body language, body movement, posture, touch, emails, text messages and sign language. These are methods used to get information across to the receiver. Whereas verbal communication is about sound, words, language, tone of voice and confidence.

Thomas Kilmann conflict model (1974) shows that there are two dimensions and approaches for conflict behaviour. These are approaches which are known to be the ways of dealing with a situation which involves conflict within an environment where the individual chooses to be either assertive in their approach or be cooperative. This is when you need a fast approach in decision making. In 1970, Kenneth Thomas and Ralph Kilmann had developed a model of conflict which describes conflict as the condition where people’s concerns and worries are incomparable. This is when two or more people have a disagreement on a specific topic which they have strong beliefs on. To overcome this conflict, it is important to be patient, work together, not to take any sides, stay calm and listen actively. This case study had helped my understanding on ways which conflict can occur due to commination barriers or misunderstandings which gave me a better understanding on ways to overcome any conflict in my workforce with angry customers not liking their products which was stitched for them. Furthermore, This links to the Shannon and weaver theory as in relation to this theory, I have had previous experience where I made a call to my customer asking them ‘ can you please come and pick up your order’. During this call, there were noises which appeared which may had blocked some words which I stated due to poor connection. This is a barrier of communication. (Drew, 2019)


Poor communication

Poor communication occurs when there is a discrepancy amongst what has been said or what is heard. Poor communication is when a person who is being communicated to misunderstands what someone has communicating to them. This may be due to multitasking, constantly being interrupted where you are not being listened too, avoiding direct contact, using filter words and waiting instead of listening.

To keep myself occupied, I paint and sew to make furniture such as curtains, bedsheets and cushion covers and sell them as small business of my own in the comfort of my home. I have experienced many poor communication in my workforce such as multitasking as due to my work being at home, I have children which distract me where I have to start multitasking and doing several things at the same time which is a poor way of communicating when speaking to my clients who have made orders. When taking customer calls, I intend to multitask by doing my daily routines at the same time which caused poor communication as it stops me from focussing on what my customer has said and also makes the customer frustrated and worried whether their orders are understood. To overcome this, I could make a schedule which allows me to do one thing at a time where I complete my daily routine first and open for business at a certain time without any distractions in a quiet room. I have also experienced being constantly interrupted by my customers who may not listen to my questions carefully and speak on top of me which interrupts what I have to say. In order to improve this is, I could create a safe space for communication, be consistent and constant, set clear norms and expectations, master my meetings, proactively seek for feedback, repeat what you have understood in order to seek for corrections and also to face to face meetings which stops poor communication from coming in the way such as poor connection. The Thomas Kilmann conflict model has a five category framework which breaks down interpersonal modes of handling an issue or a conflict. These are competing, collaborating, compromising, avoiding, and accommodating. Thomas and Kilmann made sure that the model statement pairings are fairly balanced in terms of attractiveness, in order for there to be no conflict-resolution. Therefore, this theory refers to having poor communication due to conflict arising. Furthermore, this links to the Shannon and weaver theory which is a mathematical theory of communication that debates on that the human communication can be broken down in 6 key concepts which are sender, channel, encoder, noise, décor and the receiver. This theory helps the sender convert the message into codes which is understandable to a machine where the message is sent in codes through a medium. Then the receiver has to decode the message before understanding it. The receptor machine can also act as a decoder in some cases. This is a way to overcome poor communication which is shown in the Shannon and weaver theory

Conclusion

In conclusion to this, communication is known to be the transmission of information between people. This may include speaking or writing. Verbal communication is known as using words and sound to communicate and send messages across. The 4 types of verbal communication are intrapersonal communication which is a form of communication that is private, interpersonal communication which is a form of communication that takes place between two people and is a one on one conversation, small group communication which is an effective way to gain feedback and opinions on what has been said and also public communication which is aimed to be heard by everyone in the public through social media or even word of mouth. Communication is important as it is known to be the most important life skill which helps you be able to pass information across to other people and to understand what has been said to you. Communication is a top skill which is required to have in every workforce in order to move forward and make the business successful. (SkillsYouNeed, 2011)
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