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[bookmark: _Toc89447600]Introduction
This report is related to communication which is most important for the survival of people as it helps in sharing information to others. This report will discuss the various models of communication. This report will also include various types of communication that can be used in the organisation, including verbal, nonverbal communication, written communication, and visual communication. Report will also cover the communication skills required to make communication as effective communication. This report will also include poor communication in the organisation as poor communication will result in ineffective communication.


[bookmark: _Toc89447601]Communication
Communication is very important for the survival of people and any organisation. Communication is a process through which feeling, information, facts and ideas are created and shared between people for common understanding. It helps in passing information between various people. So, communication is most important for all. 
[bookmark: _Toc89447602]Models of communication
There are various models used in communication. These all are discussed below
Aristotle Model of Communication: Aristotle took the first initiative and prepared and designed a model related to communication called communication model. This model focuses on speech and speaker. This model is divided into five elements which are as follows speaker who plays an important role in the process of communication, speech which speaker gives, audience are the person who listen speaker, occasion means situation for which speech is given by speaker and effect related to influence of speech. Example of this model is when politician give speech as a speaker in election campaign. Criticisms of this model is there is one way communication so no feedback is received. There is no communication barrier like noise etc. this model is mainly used for public speaking (Shaw and  Keeler, 2018).
[image: ]
[bookmark: _Toc89447591]Figure 1 Aristotle Model of communication
(Source: Pragya Mishra, 2018)
Berlo’s Model of Communication: this model is also called the SMCR communication model. SMCR model in which S stand for source which is sender it means a person from whom message get started sender send message to receiver. Sender is the most important element of communication model. Various factors affect the sender like communication, knowledge, attitude, culture, social system, etc. M stand for message and this is the actual substance of communication. This is the text or any media that sender transfers to receiver. Various factors affect the message like structure, content of message, treatment codes, and elements of messages. 
C stand for channel, it is the medium for sending message to receiver. There are various channels in communication like radio, print media, internet etc. and R stands for receiver it is the other end of communication (Gałajda, 2017). If receiver does not give action of the message this will results in no meaning of purpose of communication. The advantage of this model is it is straight forward model of communication. Limitation is there is one way communication no feedback is received from the receiver.
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[bookmark: _Toc89447592]Figure 2 Berlo’s Model of Communication
(Source: Hitesh Bhasin, 2021)
Shannon and Weaver Model of Communication:  it is the most popular model issued for communication. There are six components of Shannon and Weaver Model. Sender, this is the person from whom message is originated as sender is the person who compose message and deliver to receiver. Encoder is a method in which a message is converted into binary data through transmission. Channel is the method of conveying message used by sender to receiver. Decoder is the opposite of encoder as it decodes the message encoded in binary data. Decoded is used at the receiver's computer (LaBelle and Waldeck, 2020). Receiver, it is the actual recipient of the message. Receiver is the person where communication process is ends. Noise, it is an interruption which occurs during the process of communication. 
Whenever noise is present in the communication process, it affects the sender and receiver as they cannot exchange messages and ideas and because of this noise communication process lost (Li, 2019). 
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[bookmark: _Toc89447593]Figure 3 components of Shannon and Weaver Model
(Source: Hitesh Bhasin, 2021)

Schramm’s Model of Communication: this model focuses on the flow of communication. This model says that there is two way communications in this model and massage in continually deliver among sender and receiver. In this model sender send message to receiver after that receiver again send message to sender at that time sender is converted into receiver and receiver act as a sender. This is two way communications between sender and receiver. There are four elements of this model source: the person who sends message called sender. Receiver is the person who receives messages. Message is the content delivered by ender to receiver and feedback given by receiver to sender. It is the point where communication process reversed. Noise is an interruption in the communication process. The advantage of this model is it is two way communications (Page and  Parnell, 2020).  
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[bookmark: _Toc89447594]Figure 4 Schramm’s Model of Communication
(Source: QS study, 2021)
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There are five types of communication which are discussed below.
Verbal communication: it is the oral communication when a person engaged in speaking with another person. Verbal communication may be formal or informal in nature. Verbal communication can be done through telephones, mobile, via zoom or any other method. When a person is engaged in verbal communication, their tone and pitch are important aspects of communication with others. Verbal communication cannot be separate with non verbal communication. 
Non verbal communication: non verbal communication is not related to speaking. It includes touch, facial expression, eye contacts, postures, hand moments, etc. It does not dependent on words which speak from mouth this is based on the action and movement of person. While taking and communicating with anyone, it is important to pay attention to verbal communication as well as non verbal communication. While taking and communicating with others verbally no one can ignore eye contact and facial expression (Tang, 2019). 
Written communication is the best way of communication as other people easily understand what is written on paper or post. Written communication is of many types like email, business letter, social media post etc. it communicates information concisely and clearly to other person. For written communication written skills of person should be good. If a person has poor written skills, this may lead to confusion, misunderstanding, and legal jeopardy. Poorly translated and constructed sentences and errors will lead to a bad impression on others and content will not be understood by other person easily.
Listening: listening as an act is also a type of communication because any communication cannot be effective if there s no active listener. Without listening actively, the person will not engage effectively in the communication process. Without listening there is no possibility that outcome will be achieved (Tang, 2019). 
Visual communication: it is a communication through online platform. Like on Facebook, someone posts any page that conveys a message to others, or on social media, any video is posted by anyone who communicates some information or message to all. It is called visual communication. There is in type of communication timing of both the person can be different as one posted on morning but another saw that post in evening that means information is communicated him in evening.
[bookmark: _Toc89447604]Communication skills
Communication skills are the abilities used while receiving and giving information to others. Following are some effective communication skills that everyone should follow for effective communication. Following are the communication skills needed for effective communication (Baldwin and Roberts, 2019).
Active listening: it is the important skills of communication process as person has to listen effectively when someone is speaking to you. Active listeners are always well regarded by their team members and co-workers for their respect and attention given by them during their communication process. Active listener always focuses on the person who is speaking and avoids distraction like calls, laptops, and any other ideas that the listener wants to convey to the speaker.
Adapting own communication style to attract audience: different communication styles are used at different situations and times.	For speaker it is important to consider audience and use effective method to communicate with them.  For example, in an organisation, employers often send emails to communicate information and dome time employer uses video conference method to communicate with their employees so communication style is changed according to the situation when we are communicating (Fanning, et.al, 2016). 
Friendliness: in normal life person should have characteristics like honesty, trust, kindness and understanding. These all characteristics are also required in workplace relationship also between employer and employee in the organisation. Communicating with positive attitude will make communication as an effective communication.
Confidence: in the organisation whenever someone is delivering any idea or respond any question that should be presented and delivered with full confidence. There are many always which makes person confident like eye contact while speaking with others due to this automatically confident and effective communication will happened in the organisation.
Giving and receiving feedback: A good communicator always accepts the feedback and gives input to others. Feedback includes answering the questions and find the solutions of problems.
Volume and clarity: speaker should always speak clear and loud so that information is audible to others (Harrington, 2018). Speaking loudly will result in disrespecting the audience and speaking slowly will result in no effective communication with the audience. So speaker should adjust their speaking voice for effective communication.
Empathy: empathy means sharing of emotions. Communication skills are most important in the organisation or anywhere as it is important to understand other people's emotions and accordingly react on that is also important. For example, if someone is angry, empathy can help disseminate their emotions.
Respect: respectfully communicate is a good communication skill. In group discussion, team, etc is it important to allow other people to speak and not interrupt them while he is speaking as it is important communication skills. Giving respect to speaking among all is a sign of good communication skill.
Understanding non verbal cues: communication also happened with the help of non verbal cues (Fatehi and  Choi, 2018). Non verbal cues include body language, eye contact, facial expression and postures, etc. When we are listening to anyone, we should listen actively to what he is speaking and pay attention to his noon verbal language.
Responsiveness: effective communication is made by proper response is given to others. It is important for effective communication that first listens actively and then gives a response then only communication will be effective. 
[bookmark: _Toc89447605]Poor communication 
Poor communication leads to confusion, miscommunication and misunderstanding in the organisation and at the workplace. Following are the example of poor communication
One way communication: one way communication is a poor sign of poor communication. Due to which poor communicators get frustrated and they did not get feedback from others in emails, meetings etc. For this purpose, the speaker has to attract listeners using two-way communications to get proper feedback (Kossyvaki, 2017). As good communicators it requires the ability to sit and listen carefully which invites conversation.     
Language barrier: it is a sign of poor communication when there is a language barrier in the organisation. Information is not easily understood by anyone, which creates misunderstanding and confusion in the organisation. In an organisation there are many employees and all belongs to different states and countries and language is the main barrier in the effective communication in the organisation. For this purpose organisation should provide training for language and use only single language at workplace so that everyone can easily understand like English language should be used in organisation. It will improve communication in the organisation effectively.
Getting personal: It is the biggest signs of poor communication in an organisation. Because poor communication focuses on the people. It does not focus on the problems. Examples of getting personal are dismissing a co-worker as stupid and calling employees lazy (Lima, 2016). This will leads to poor communication in the organisation. For effective communication in the organisation, everyone has to evaluate their communication skills and know the problems source. If there is a situation in which no one gives negative comments to anyone will give positive results in the organisation.

 


 


[bookmark: _Toc89447606]Conclusion
This report discusses the various communication models sued in the process of communication. Communication is most important in the organisation for exchanging information to each other. Report also includes communication skills which are required for effective communication. Report also includes various types of communication. This report also covers the poor communication factors that affect the organisation's communication process.  
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