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Executive Summary
This report mainly focuses on the different types of communication models which are used within the organisation. A brief idea has been provided about the communication skills which makes the communication process very much effective. Some of the examples for poor communication within the organisation have been provided.
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[bookmark: _Toc89425551]Introduction
Communication is the process of transmitting of information from the sender to the receiver. Effective methods of communication are used within the organisation for maintaining good relationship with the various stakeholders. This report focuses on the different models of communication which are used within the workplace. A brief idea has been provided about the different types of communication skills which helps in avoiding a situation of poor communication. Certain theories related to teamwork, communication and group dynamics have been applied to the organisation.


[bookmark: _Toc89425552]Models of Communication
Aristotle Model of Communication: This is the first communication model which was introduced by Aristotle. This model is very simple, linear and straight forward. The main aim of this model is to provide an emphasis on the five major components of communication such as location, audience, speaker, effect and speech (Alyammahi, et al., 2020). Moreover, the three essential elements of Aristotle’s model of communication comprises of logos, pathos and ethos. The creditability of a particular speaker in the communication process is known as Ethos. This element mainly focuses on providing creditability to the message prepared by the speaker for conveying it to the audience. It focuses on impressing the audience for effective communication. Hence, the speaker is considered to be one of the vital element in the communication process.
[image: Aristotle&#39;s Model of Communication | by Pragya Mishra | Medium]
Figure 1:Aristotle Model of Communication
Source: (Back, et al., 2020)
Presence of proper eye contact between the audience and the speaker helps in delivering of the message effectively. Pathos is a term which refers to the connection or emotional bond which is established between the audience and the speaker. This mainly comprises of various emotions such as sadness, anger, aggressiveness, confidence and happiness. This section helps the speaker to create an emotional bond with the audience (Candrian, et al., 2020). The next most essential element of Aristotle’s model of communication is logos. From the case study, this mainly focuses on the logic behind the speaker. It is believed that, an audience can be connected to a speaker if the message contains certain logic. From the case studies done in the class, it was known that effective communication is one of the most vital requirements for enhancing the flow of messages from one person to another within the organisation. Very good communication skills have been developed by analysing the several models. 
Shannon and Weaver Model of Communication: This communication model was mainly developed for the purpose of introducing effectiveness in the communication process which takes place between the sender and the receiver (Economics, et al., 2020). Moreover, it is observed that, there exists certain presence of noise between the receiver and the sender in the communication process which hampers the smoothness of the communication process. The model was initially developed for the purpose of removing the technical difficulties of the communication process. The different components of this model of communication comprises of channel, message, transmitter, receiver, information system, decode, information destination and encode.
[image: Shannon and Weaver Model of Communication -]
Figure 2:Shannon and Weaver Model of Communication
Source: (Ferrell, et al., 2020)
Information source: This refers to the sender of the message who initiates the conversation in the communication process. This process meaning involves selecting a particular person who will help in transmitting to message to the receiver.
Transmitter: The major focus of this step is to convert the ideas of the sender into a readable format. This communication model works effectively for transmission of messages through telephone and computers by using binary digits.
Channel: This is the medium with the help of which message are transmitted between the sender and the receiver (Maloney, et al., 2020).
Noise: It is the disturbing factor which takes place between the sender and the receiver at the time of transmitting the messages through the communication process.
Decoder: This is a device which is used by the receiver of the message for decoding the meaning of the message. This involves conversion of binary digits into readable format.
Destination: This refers to the receiver of the message to whom the message is to be sent (Mishra, and Mishra, 2020).
Use of different models of communication helps in improving the communication process and removes the barriers in the communication process. These are some of the understandings that have been gathered from the case study and activities which were conducted in the class.
Berlo's Model of Communication: This communication model mainly focuses on message, receiver, sender and channel. A proper framework of communication is followed by Berlo for maintaining smooth movement of messages within the communication process. Sender refers to an individual who prepares the message and encodes the message. The message is the information which is to be transmitted between the sender and the receiver. Channel refers to the medium which is used for the purpose of maintaining effectiveness in the communication process. Receiver is the person to whom the message is sent by the sender (Mukaromah, and Wusqo, 2020). From the case studies and activities done in class, effective coordination between the sender and the receiver could be known that makes the communication process effective.


[bookmark: _Toc89425553]Different types of Communication Skills
Proper use of communication skills helps in making the communication process much easier. It helps in making the exchange of ideas and opinions between the sender and the receiver much smoother. The communication skills we should be present within an individuals are listed as follows:
1. Verbal communication skills: This skill mainly comprises of effectiveness in the process of exchanging ideas and opinion (Mukhiddinova, et al., 2021). Presence of good verbal communication skills helps in removing misunderstanding and conflict within the communication process. On an organisational context, this skill will be helpful in facilitating effective sharing of information and facts. 
2. Written skills: Writing skill makes the communication process much more effective. It makes the process of sharing ideas and opinions much easier and effective within the workplace. On an organisational context, this skill will be helpful in helping me to maintain the organisational records, communication by way of writing notices and letters etc. 
3. Active listening skills: It is essential that both the sender and the receiver of message should possess active listening skills (Puscas, et al., 2021). Active listening skills helps in maintaining proper respect among the parties involved in the communication process within the workplace. On an organisational context, this skill will be helpful in understanding the communications made by the superiors, grasping the matters communicated in the meetings etc. 
4. Nonverbal communication skills: Example of some of the nonverbal communication skills are clarity, respect, friendliness, volume, empathy and confidence. These communication skills promote effectiveness and smoothness in the communication process. It is essential that proper respect should be present between the parties of communication. On an organisational context, this skill will be helpful in maintain effective relations at the workplace. 
5. Observation skills: In the communication process, it is essential that both the sender and the receiver should have a good idea about observation. Presence of observation skills helps in making the communication process easier (Robinson, et al., 2021). Moreover, proper teamwork can be easily promoted among the individuals in the communication process. On an organisational context, this skill will be helpful in facilitating me to observe the organisational activities, working of my peers and superiors and enhance my learning. 
After doing several activities and relevant case studies in the class, it was found that, there are different types of communication skills which should be present within me for communicating my ideas and opinions effectively. 

[bookmark: _Toc89425554]Example of Poor Communication within the workplace	
Poor communication refers to such communication where several barriers arise and the purpose of communication has not been met. There are certain examples of poor communications which have taken place in my friend’s workplace. These examples can be elaborately discussed in the following ways.
Example1: One of the situation of passive aggressiveness was observed in the workplace. It was observed that, the employees and leaders within the organisation were refusing to speak to the workers of organisation because of passive aggressiveness (Robles, 2020). The leaders in the organisation were trying to avoid some projects without providing adequate reason behind avoiding the project. The behavior of the leaders towards the co-workers were very aggressive. This lead to misunderstanding and communication within the workplace.
Example 2: The second situation of poor communication was when the entire team members of the organisation were divided into two groups. It was observed that, there was no proper communication between the members of the group due to differences in the culture (Schrage, et al., 2020). Everybody in the group for unable to understand the ideas and opinions of their colleagues. This lead to increase in misunderstanding and conflict among team members within the organisation.
Example 3: It was observed that, all the policies and procedures of the organisation were prepared and formulated by the superiors. It is the duty of the managers to delegate those policies and procedures from the superior to the subordinate. But, it was noticed that, the manager was not efficient and was unable to maintain proper communication between the superiors and the subordinate. This gave rise to a situation of misunderstanding among the subordinates at the time of performing their responsibilities towards the organisation (Sonnenschein, and Ferguson, 2020).
Example 4: Within the organisation, it has been noticed that, all the formal communication takes place through email and meeting. Due to the problem of internet connection, it was seen that the top level management was unable to convey the emails to the workers. This is one of the situation in which poor communication was observed within the organisation. As a result of this poor communication, it was observed that, there was delay in the discharging of responsibilities of the duties of the organisation towards its client. This has created a serious problem within the organisation and the organisation was unable to achieve its organisational goals (Mishra, and Mishra, 2020).
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There are certain theories of team work, effective communication and group dynamics which can be applied within the organisation for the purpose of removing the problem of poor communication (Sun, et al., 2020). The possible solutions for improving the poor communication within the organisation are as follows:
1. By applying Tuckman's Theory of Teamwork, it becomes possible to maintain team coordination while working within the organisation. As per this theory, major emphasis has been laid on the five stages for promoting effective team working within the organisation. These five stages of group development or team development are forming, norming, storming, performing and adjourning. Proper teamwork can be promoted within a group by following this theory of teamwork (Alyammahi, et al., 2020). This theory helps in avoiding conflict and misunderstanding taking place within the workplace and focuses on achievement of the communication goals.
2. By providing equal attention to each team members within the organisation, it becomes easier to solve the problem of communication. This promotes effective working as within the organisation by conducting regular meetings and conversations. Proper communications can be promoted by maintaining diversity and equality among the team members.
3. It is essential that proper time for listening of the message should be provided to the team members. This will help in promoting exchange of ideas in opinion among the team members and will remove the problems in the communication process (Back, et al., 2020). The main motive of the suggestion is to promote effectiveness in the communication process by providing priority to both the sender as well as the receiver of the message.
4. It is essential to be mindful at the time of initiating the communication process. Presence of proper body language and eagerness to initiate the conversation helps in avoiding ineffectiveness in the communication process (Candrian, et al., 2020). Proper emphasis should be made for avoiding ineffectiveness and inefficiency in the communication process. It is suggested that proper application of communication models within the organisation will promote effective communication within the organisation. Hence, before initiating the communication process, it is essential that, all the pros and cons associated with each of the communication model should be analysed effectively before applying them within the workplace (Economics, et al., 2020).
5. Most effective ways through which communication problem can be avoided within the workplace is by applying the Two Step Flow Theory of Communication. This theory mainly focuses on movement of ideas from the mass media to the opinion leader and then from the leaders to the wider population. Through this theory, it is possible that communication can take place among a large group of people within the organisation. This help in avoiding all the situation of conflict and disrespect prevailing within the organisation. However, it has been observed that, proper communication between the sender and the receiver is possible by using this theory of communication. It is suggested that, the use of this theory will promote effectiveness in the communication process and remove the chances of that communication within the organisation (Ferrell, et al., 2020).




[bookmark: _Toc89425556]Conclusion
From this report, it can be concluded that, lack of efficiency in communication skills can lead to poor communication within the organisation. A situation of poor communication taking place within organisations have been explained. Certain theories relating to effective communication, team workings and group dynamics have been applied in order to remove the situation of poor communication. There are different models of communication which are used by the organisation in order to maintain proper communication.	
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