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Executive Summary
This report discusses the different models of communication. The situations of poor communication prevailing in the workplace have been studied. Possible solutions have been provided for improving the situation of poor communication prevailing within the organization. Reference to the case study of Mario and Pedro has been provided at the time of studying the different models of communication and communication skills.
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[bookmark: _heading=h.gjdgxs]Introduction
Communication refers to the process of sharing ideas and opinions between two or more people. The word communication has been determined from the Latin word "communis" which means common. Hence communication is a process in which one person tries to transfer his ideas and opinions to another person. This report mainly discusses the three models of communication namely Shannon and Weaver model of communication, Schramm model of communication, and Berlo's model of communication. An extensive idea has been provided about the different types of communication skills. Proper reference is provided to the case study of Mario and Pedro for determining the situations of poor communication prevailing within the workplace. Certain suggestions have been provided for making necessary improvements in the communication process.
[bookmark: _heading=h.30j0zll]Three Models of Communication
Shannon and Weaver's model of communication: This model of communication was established by Shannon and Weaver in the year 1948. The main reason for designing this model was to develop effective communication between the sender and the receiver. This model of communication also discusses the presence of noise as one of the factors in the communication process. This communication model comprises various concepts like transmitter, channel, receiver, information destination, decode, information source, noise, message and encode. Hence in the case study of effective communication systems within the case study of Mario and Pedro, the presence of effective communication would have avoided the chances of providing poor medication to the patients.
[image: Shannon and Weaver Model of Communication -]
Figure 1: Shannon and Weaver model of communication
Sender: The individual who originates the message and selects the desired message is known as the sender.
Encoder: An individual who converts the message into a signal is known as an encoder.
Decoder: An individual who converts the signals into a readable message is known as a decoder.
Receiver: The place of destination of the message.
Noise: Channel of communication is used to transmit a message from the encoder to the decoder. This channel comprises certain physical noise.
Berlo's model of communication: David Berlo has invented the model of SMCR communication after getting inspired by Shannon and Weaver's model of communication. This model of communication mainly comprises four components such as sender, message, receiver, and channel. The application of Berlo’s Model of communication in the case study of Mario and Pedro would be effective in maintaining proper clarity in the message which is to be communicated.
Sender: An individual who is preparing the message and sending it to the receiver is known as a sender. Certain factors are related to the sender. This comprises the communication skill of the sender. However, that understanding of the sender also creates an impact on the message. The effectiveness of the message also depends on the knowledge and culture of the sender. There are certain values, believes, religion, and other social factors which influence the message of the sender.
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Figure 2: Berlo’s model of communication
Source: (Mishra, and Mishra, 2020)
Message: This is the content that is sent by the sender and is received by the receiver. The message can be in the form of audio, text, media, or voice. Certain factors can create an impact on the message. This mainly comprises the content of the message, language of the message, structure, and code of the message.
Channel: This refers to the medium for sending the message. Some of the channels of communication include the internet, telephone, etc. Certain factors influence the effectiveness of the channel. These are touching, seeing, smelling, hearing, and tasting.
Receiver: An individual to whom the message is sent through the communication channel is known as a receiver. The process of communication is successful if the receiver can decode the message effectively. Some of the factors which influence the activities of the receiver are communication skills, social system, attitude, culture, and knowledge.
Schramm model of communication:  This communication model was proposed in the year 1954 and it suggests that communication is a two-way process in which the message is continuously transferred between the sender and the receiver. According to this model, major emphasis is placed on the fact that the message is to be sent from the sender to the receiver. Two major factors of this communication model are the decoding and encoding process. This model of communication follows a unidirectional flow of communication. There are different elements of the Schramm model of communication. These are the source, receiver, message, feedback, and semantic noise.
Source: The sender of the message is known as the source of the message since he is the one who will compose the entire message. The source must prepare a message which is clear and concise.
Receiver: An individual who decodes the message is known as the receiver. He is the person for whom the message is prepared by the sender. The message must be prepared as per the understanding and culture of the receiver.
Message: This is the content of the communication that is to be transmitted between the sender and the receiver. It can be either in nonverbal format or verbal format. Some examples of non-verbal expression comprise facial expression and body language. Verbal expressions are in the form of speech, picture, audio, or text.
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Figure 3: Schramm model of communication
Feedback: This is the response of the receiver towards the message. The success of the message depends on the effectiveness of the feedback process. The presence of proper feedback would have helped Mario and Pedro to avoid conflict and confusion in the workplace.
Semantic noise: This refers to the interactions and actions which take place in the process of communication. This can hamper the effectiveness of the communication process.
[bookmark: _heading=h.1fob9te]Communication Skills
There are a large number of communication skills that should be present within an individual to discharge the duties within the workplace effectively. The presence of effective communication skills makes communication much easier and smoother. The exchange of ideas and thoughts between the receiver and the sender becomes easier with the help of communication skills. Some of the communication skills which have been learned in the module are discussed as follows:
1. Verbal communication skills: Verbal communication skills mainly involve the conduct of communication verbally. The presence of effective verbal communication in the workplace had made it easier for Mario and Pedro to understand the message of the supervisor. This verbal communication has avoided the situation of confusion among the nurses.
2. Nonverbal communication skills: Nonverbal communication skills generally refer to the transmitting of messages through some body language. The presence of nonverbal communication skills avoids the language barrier. The application of nonverbal communication skills in the case study of Mario and Pedro has helped the staff to understand the message to be conveyed by the supervisor. This had made the communication process much easier and more effective. Some examples of nonverbal communication skills comprise facial expressions, body language, voice, signs, and signals.
3. Active listening skills: Active listening skill is the ability to pay attention while the communication is being conducted. At the time of listening, both the parties in the communication process must pay attention to one another. This helps in avoiding confusion and conflict. In the case study of Mario and Pedro, the presence of active listening skills has helped the nurses to determine the message which was convinced by the supervisor. This had made the communication process effective and reduced the chances of confusion.
4. Observation skills: Observation is the ability to analyze the opposite party at the time of communication. With the help of this communication skill, it has been observed that both Mario and Pedro can understand the behavior of their supervisor. This has made the communication process much easier and effective.
[bookmark: _heading=h.2et92p0]Examples of Poor Communication within the workplace
There are various instances of poor communication which have been observed within the workplace. These examples are as follows:
Example 1: The first situation is passive-aggressive. It has been determined that there is certain confusion and misunderstanding which is observed between the leaders and employees within the workplace. This misunderstanding has led to a situation in which the leaders are not ready to speak to the workers. This is an instance of passive-aggressiveness which is observed in the workplace. Hence it was observed that the leaders were trying to avoid the projects by providing a lack of time and effort. Moreover, the behavior of the leaders towards the workers was very much aggressive. This has led to a situation of conflict and misunderstanding.
Example 2: The next instance of poor communication which is observed within the workplace is ineffectiveness in the delegation of policies of the organization to the workers. Within the organization, all the policies are delegated from the top-level management to the lower-level management. However, in the workplace, it was noticed that the managers were inefficient in conducting their responsibilities. This has led to a situation of misunderstanding.
Example 3: In the organization, one of the situations of poor communication was due to differences in the culture. All the employees had a difference in their opinion, ideas, and thought. These differences had led to a lack of communication within the workplace. It was observed that language was also one of the barriers to the smooth movement of communication within the organization. Due to the differences and language, the employees were unable to determine the message which was conveyed by the supervisor.
Example 4: In the workplace, all the activities are conducted formally. This mainly involves sending messages through email for conducting a meeting for discussing official matters. However, it was observed that the top-level management was unable to convey all the messages to the subordinates through effective formal communication. This has created a situation in which the employees were unable to discharge the responsibilities on time. Hence it has become difficult to achieve the organization’s goal.
[bookmark: _heading=h.3dy6vkm]Suggestions for improvement in poor communication
To solve the problem of poor communication within the workplace, certain theories of communication have been applied within the organization. These solutions have been discussed as follows:
1. After applying Tuckman’s Theory of Teamwork, it was observed that proper coordination was maintained between the leaders and the employees. This theory has helped the organization in avoiding the problem of passive-aggressiveness. With the help of the 5 stages of Tuckman's theory of teamwork, it has become easier to promote teamwork within the organization.
2. To solve the problem of effectiveness in the delegation of organizational policies, the top-level management must focus on paying attention to the workings of the organization. This is mainly possible by organizing discussions and meetings for informing the subordinates about the policies of the organization. This can help in maintaining proper diversity among the employees within the workplace.
3. One of the most effective solutions for overcoming poor communication within the workplace is to apply the Two-Step Flow Theory of Communication. This communication theory mainly focuses on the effective movement of information from the leaders to the wider population. This will help in the proper delegation of authority from the top-level management to the lower-level management. However, with the help of this theory, it becomes easier to avoid differences that prevail within the organization in terms of cultural background.
[bookmark: _heading=h.4d34og8]Conclusion
From the report, it can be concluded that communication is one of the most effective processes within the workplace. There are three different models of communication that have been explained namely Berlo's model of communication, Shannon and Weaver's model of communication, and Schramm's communication model. Different types of communication skills such as verbal communication skills, non-verbal communication skills, observation skills, and active listening skills have been analyzed. This has been applied in the case study of Mario and Pedro. Some of the instances of poor communication and their probable solutions have been provided.
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