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Introduction
Communication is the process of sharing ideas, thoughts and feeling with other person by making proper use of available medium. Working in an organization requires good command over communication skills as different type of people with different skills operates under combine goal. Communication can be performed using verbal and non-verbal means to express the feeling of an individual. Effective communications in a team builds the strong network and guide the teammates towards one common goal.  As team work states the working of different people with different strengths and weakness together all aligned towards one common organizational goal, it necessary to build strong communication network in order to avoid miscommunication and grudges in a team. The quality of communication fills the gap between effective functioning of the team and helps to build strong organizational structure. The portfolio covers different models of communication and communication skills. It will also cover the poor communication skills and how it affects the functioning of the organization.
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[bookmark: _Toc79748103]MODELS OF COMMUNICATION
The communication model describes the communication process, as well as the medium chosen and the barriers that affect the communication process. Communication models also state why the communication is taking place. To state the communication model, various aspects of communication such as sender, message, medium barrier, and feedback are aligned in a specific form.
LINEAR MODEL OF COMMUNICATION
· Linear model of communication is a one-way process in which the sender sends the message. No feedback is received by the sender in form of verbal or nonverbal form. The message delivered flows directly from sender to receiver. The receiver here, only performs one task that is to receive the message. He/she cannot send the feedback to sender in any form. 
· This model was stated by Shannon and Weaver in 1949, which states the traveling of message only in one direction. This form of the communication model is considered as non-interactive communication as there is no transfer of information from receiver.
· Communication process is said to be successful only when the delivered message is understood by the receiver in same context as delivered by the sender. This can be understood with help of feedback. In linear model of communication there is no way of sending feedback to sender. 
· For example: in mass communication network there is no option for reverting to message, radio concerts, broadcasts, speech delivered or sending memo through mail, video or any other medium. Many barrier acts to hinder the transfer of message to receiver and receiving feedback from them.
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INTERACTIVE MODEL OF COMMUNICATION
The interactive model of communication, also known as the convergence model, involves the exchange of ideas, thoughts, and messages between the sender and the receiver. In this model, the message or feedback can be delivered both verbally and nonverbally. It is a two-step process in which the sender encodes the message in the desired format. The encoded message is then delivered to the intended recipient via the chosen medium. Later, the message is received by the receiver, who decodes it based on his understanding. After decoding, the process is reversed, and the receiver sends the message back to the sender in the form of feedback. Feedback is important in this context because it indicates the message delivered was understood by the receiver in the same context. The formation of message here is affected by the “field of experience” of both the parties. It comprises of factors like culture, social and psychological situations. Noise, language, network issue, etc. works here as a barrier. Internet is the best example of interactive communication model as feedback can be placed with use of newspaper, article and blogs.
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TRANSACTION MODEL OF COMUNICATION
One of the two types of interpersonal communication is transactional communication. Interpersonal communication refers to communication that occurs between two people. It is defined as "a face-to-face communication between two people". It is also referred to as conversation or discussion. It allows for maximum communication flow, including gestures, signs, and symbols, implying that it supports both verbal and nonverbal modes of communication. It is a two-way communication in which senders and receivers reciprocate. Communication can take both formal and informal forms.
Having said that, transactional mode of communication normally refers to communication that occurs within an individual's private spheres of life. It simply refers to private conversations between close friends, lovers, or family members. Communication is not always conformed to public norms or etiquettes. It includes communication about daily events, meal menus, daily activities, and other private matters. ‘Interaction' is another type of interpersonal communication. It refers to informal conversations that take place in public places. It follows certain rules in order to keep the status quo between the two communicators. People usually interact and make friends in public before moving closer to the private spheres, either as close friends, lovers, or family.
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Personal Experience
From my own experience I can say that I have had several types of communication at work, for example with bosses and the team. We had days at work when things were not going well in our team where someone was starting to speak badly, and we started talking to the person that what he is doing is not good and we need to discuss this issue peacefully. In another case, it happened when we tried to explain to a person to do a certain thing, but she did not want to listen when we tried to help her and after I explained to her, we need to respect each other because we working everyone together and workplace it has to be a nice place when you enjoy to work in a nice team.













[bookmark: _Toc79748104]COMMUNICATION SKILLS
Communication is the process of sharing thoughts and understanding with another person. Working in business environment requires command over communication skills, in order to build effective team. Working in a team requires individual to act according to the prevailing condition and should communicate considering various social, cultural as well as personal aspect. Communication skills enhance individual’s personal and professional skill.  
Sharing feedback- Feedback plays vital role in communication process. It helps to give the understanding of whether the deliver message is understood by the receiver in same context as delivered or not. Providing feedback eliminates the misunderstanding. Providing and receiving feedback is important skill that is required at workplace as it gives clear understanding of the communication process.  The feedback should be received by the sender in positive manner and should be analysed and implemented accordingly.
Respect- Working in a team at workplace with different type of people, with different skills, thought process and understanding, it is important that one should respect other people’s opinion. Many times, the differences in opinion, feedbacks, decisions and conclusion to a topic can take place. It is necessary that one should respect other people’s opinion and perspective. It doesn’t necessarily mean that you agree with their opinions; it just provides clarity and respect towards one opinion. One can politely disagree to other person’s opinion but should not disrespect it.


[bookmark: _Toc79748105]POOR COMMUNICATION SKILLS
Working in organisational culture, requires being patient and calm while conducting the communication process. Poor communication can result into frustration, demotivation and confusion within the employees.  It is necessary that one should utilize the effective communication skills and should implement it in order to conduct effective communication process. Observing my friend’s telecommunication organisation, I found various poor communications that leads to differences in opinions and creates misunderstanding.
Demoralized employees- If the employees are demoralized, they lose interest in their work. Demoralized employees do not wish to communicate efficiently, and it creates barrier in organisation. At my friend’s workplace employees feels unappreciated, unvalued, disrespected and disregarded which affects their communication skills. Employees should be valued and considered irrespective of differences in opinions.
Personal issues- Though working at workplace some of the employees were disturbed due to several personal issues. Employer should consider the understanding and should grant some time to resolve the issue. Various employees feel demotivated and lack the spirit to work due to their personal issue. Instead of arguing and pressurizing employees, organisation should consider the issue and allot some mental space and freedom to bounce back.
Undefined objectives- The objectives of individual and organisational objectives should go hand in hand. In order to boost the employee morale and motivate them to work efficiently their objectives should be well understood and should be aligned to organisational objectives. At my friend’s workplace, employees were disturbed and unorganised as their objectives were not clear which do not motivate them to work harder. Lack of clearly defined objectives creates communication gap between top level management and employees which hinders the effective communication process and affects the organisational goals. 


[bookmark: _Toc79748106]CONCLUSION 
It can be concluded that effective communication provides support to individual’s goal and objectives. Working with different type of people in a team requires command over communication skills. Individual should inculcate communication skills in order to achieve growth at workplace. Working in a team with different people with different opinions, beliefs, race, caste, etc. one should respect other people’s opinion. Showing empathy towards other person builds the sense of trust and reliability. Communication plays vital role in shaping one’s personal and professional growth. Poor communication skills hinder the working of organisational growth and leads to low morale in a team.  Effective communication skills comprise of active listening, showing empathy, respecting and considering other person’s opinion, use of non-verbal signs, effective body language. in order to boost the communication process and carry out the task with ease. Poor communication leads to misunderstanding, lack of motivation, unorganised staff and miscommunication of thoughts within a team. This affects the overall working of team and affects the organisational goals.
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