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Introduction
Communication skills are an essential to work in the office environment especially in the ones which have interaction with the managers or fellow employees. The assignment deals with the analysis of methods and models of communication along with the barriers that are faced by employees while working with fellow co-workers. The assignment further contains the significance of communication between the employees and managers at workplace and the perspective of the writer related to the communication skills and their application at workplace. 

[bookmark: _Toc28629504]Communication
As per the research study of the West (2012), communication is defined as a way of sending voice or other information. Communication is one of the most important and essential factors in the workplace. Creating and maintaining a positive work environment means successful communication in the workplace. Statistics show that communication must be improved in the workplace to improve the overall working environment and for enhancing the working efficacy. Successful communication is essential for success and contentment in all areas of life, including professional and personal. Successful communication in the workplace is crucial to achieving all business objectives (Dyer Jr, 2015). According to the research of Berry (2011) company’s value communication skills, twice as much as management skills and the employers seek the skill first with new employees, first as communication. It is important to develop healthy and rewarding communication processes within a company. Successful communication is the key to long-term success, so be sure to follow the above plans. No matter what level of work you need, you need to exchange good ideas in the workplace to communicate effectively (Galegher, Kraut and Egido, 2014.

Communication Methods 
· Verbal Communication 

Verbal Communication is the combination between both word and verbal fillers. Language is the creator of verbal messages. If the interpretation of the verbal messages is wrong the verbal communication is not going to be effective. Verbal Communication is very important at the workplace because it connects the employees in a harmonic way. The importance of verbal communication is critical for the employees-customers relationship, by offering the right information.

· Non-Verbal Communication 

Nonverbal communication is practically a way to express yourself by using the body language, not using any words. This way to communicate is very important for achieving a better contact whit the customer and colleague. Using the wright non-verbal communication can offer you a better 

· Written Communication 
 
Letter, Memos, Reports can be informal/formal or for Internal/External audiences. Factors that can make a successful written communication are Words, Sentences, Paragraphs, Tone. Written communication can be used for Promotional material, Events planning, Product information.
The method used to disseminate key information depends largely on the scope and size of project, and the typical approaches include oral, written, singular, or interactive communication (Nancarrow et al., 2013).
Email 
Effective to support the organisational culture and send to the right people. Emails that appear to be selling something, or emails from people you have never heard of, will probably be deleted without reading them, as they could be considered spam (Galegher, Kraut and Egido, 2014).
[bookmark: _Toc28629512]Communication Models	:
[bookmark: _Toc28629513]Linear Communication Model
The linear communication model is a simple one-way communication model. Messages are sent directly from the sender to the recipient, and there is no concept of feedback (Galegher, Kraut and Egido, 2014). The only task the recipient needs to do here is to receive the message, and the linear model follows different models:
· Aristotle’s Model
· Lasswell’s Model
Berlo’s S-M-C-R Model
There are many models of communication,one of them is David Berlo’s SMCR, this model of communication is very common and that’s because this model is helping other models to extend their horizons. It is natural to use this model to understand good communication. David Berlo’s SMRC means Sender-Message-Channel-Reciver where the sender is sending the message and the receiver receive the message.
[bookmark: _Toc28629514]Shannon Weaver Model
Shannon was an matematician and Weaver an scientis who joined toghether to write an article named “Shannon-Weaver model of communication”. The purpose of this model was to find a bridge between the Sender and the Receiver in an effective way. One of the main affective reasons of communication process between Sender and Receiver was called Noise. The model is structured in the fallowing way: Sender (Information Source) – Encoder (Transmitter)- Channel (here the Noise is the influential factor)- Decoder(Reception)-Receiver(Destination) and fallowed by a feedback which is send from the Receiver to the Sender .
Interactive Model of Communication
An interactive approach is analogous to a business model in that it is a two-way communication technique. However, interactive models are mainly used in new media, such as the Internet. Interactive model enables individuals to react to any kind of mass communication, like video, news, etc (West, 2012). It further enables individuals to exchange opinions and ideas, and different types of interactive communication models include:
Schramm’s Interactive Model
[bookmark: _GoBack]Schramm’s Interactive model has it’s influence from Shannon and Weaver model. Information is useless until it is put into words and delivered to others. The understanding of information that the speaker wants to transmit is crucial. The message is of no use if the receiver is not able to understand it. Schramm’s model, coding and decoding are crucial for an effective communication.
[bookmark: _Toc28629515]Communication at the Workplace
Good communication is an important skill in dealing with people in all environments. However, good communication in the workplace is an important factor in the success of a business (Suter et al., 2009). Good communication is an important factor that influences business relationships with customers, profitability, and team efficiency and employee engagement. One of the most likely ways for organisations to receive exchange training is when there is significant tension or conflict in the workplace (Galegher, Kraut and Egido, 2014). Whatever the conflict, communication is often a possible factor. Misunderstanding even if someone feels they are communicating well, there can be misunderstandings if the person they are talking to interacts differently (Olson and Olson, 2012).
 Bad communication can also be traced to communication methods. If no one is going through a personal or team communication process, they will automatically use their method of communication instead of the recipient's communication. People who feel that their emotional needs are not being met or ignored. Employees who believe they respect, use, or neglect can cause tension or conflict (Dyer Jr, 2015). A well-connected team lays the foundation to shape and understand the needs that also increase employee engagement and performance (Olson and Olson, 2012). When a good communication culture is created within the team or workplace, employees become more involved and connect better with the company's objectives.
Communication can increase employee engagement by:
• Providing better understanding of employee motivation and satisfaction.
• Understand the skills and abilities of other invisible employees (Suter et al., 2009).
• Ability to develop talent and skills in line with the company's objectives.
• Improve relationships with colleagues to create a more positive and rewarding work environment.
• Establish better communication with leaders and managers (Dyer Jr, 2015).



Communication between Employee and Management

In my workplace, employees communicate in writing, verbal, non-verbal. Communication by e-mail,notes,text messages,calls.  In general, management functions are divided into different categories, such as organisation, staff, management, planning, and management. Nevertheless, even though leaders can play different roles, everyone must interact effectively (Belbin, 2012). By looking for ways to improve communication, you can not only create productive workplaces but also hire more employees. Be sure to communicate regularly with your employees and that their methods are not expensive, especially when your employees are younger. Transition ideas are regular meetings, rather than weekly meetings where your employees often ask if employees want email updates or SMS notifications (Berry, 2011). When you receive information, such as launching a new product or signing up with important new customers, be sure to interact with them as well. However, managers can also give an opinion on the team's work (Olson and Olson, 2012). 
Constructive feedback, as well as praise and motivation for good work, help employees learn more about the company. Response systems are one of the best ways to improve communication in the workplace. In communication and writing, and listening is important elements of true communication (Costa, Passos and Bakker, 2014). One of the most important ways to improve communication is to ensure that communication between managers and employees is open. Administrators must have access, and they should be able to take the time to answer calls, receive emails, and chat with team members. Listening needs your full attention and hears what your employees say without disturbing you or considering your answers. Even if you do not agree with these thoughts or ideas, ask your employees to speak. The more you listen, the more employees will contact you with your attention and ideas (Galegher, Kraut and Egido, 2014). Remember, your credibility as a leader is largely determined by your ability to live up to your promises, your ability to communicate with others, and the recognition of your employees' success and ideas. Employees need to know that you are the truth and that you are someone who does what you say. 



[bookmark: _Toc28629516]Barriers of Communication
There are some obstacles in the communication process, such as harassment and disruption of communication can often occur due to a misunderstanding and inability to communicate. There are many types of barriers to successful communication, such as language, mental, emotional, physical, and cultural (West, 2012). All of these models are described in detail below. Language barriers are a major obstacle to successful communication. Language is the most common communication tool as each large area has its language, which prevents effective communication, and due to this sometimes, even difficulty arise in communication (Galegher, Kraut and Egido, 2014).

[bookmark: _Toc28629517]The emotional index of the person determines the convenience and convenience of communication; however, a mature person can communicate effectively. However, some leave emotions in trouble, and successful communication requires a perfect combination of emotions and facts (Nancarrow et al., 2013). In principle, at least these barriers are easily removed, and these include obstacles such as noise, closed doors, faulty communication equipment, etc. Sometimes, in large offices, physical isolation and poor equipment can significantly impede effective communication (Olson and Olson, 2012).

[bookmark: _Toc28629518]


Conclusion
Good communication is an important skill in dealing with people in all environments. However, good communication in the workplace is an important factor in the success of a business and results in better performance of employees. It is analysed that Life plays an important role in this modern world and communication skills affect a successful life today because everyone wants to do more with less, but communication is essential. Teach people how to use words, formulas, ringtones, and effective body language. By using the right communication tools, a person can save valuable time and encourage others to succeed. When you receive information, such as launching a new product or signing up with important new customers, be sure to interact with them as well. Receiving regular updates from employees is not only a way to improve communication, but it can also increase their mentality and participation.
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