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[bookmark: _Hlk50303339]Communication can be defined as the transmission of messages from one source to another source. This process consists of a sender, receiver and the method used to communicate (Munodawafa, 2008). Globally, communication is an essential tool in the workplace to achieve success in any type of business (Rizescu, 2017). The author continuing to discuss that communication is equally important as management skills. It is explained that the key component to be a successful manager is excellent interaction with staff and costumers. Optum (2015) agrees that communication is a vital skill in the workplace as it operates two important functions, these include distribution of needed information to the employees enabling them to undertake tasks, and build relationships based on trust and commitment. 
[bookmark: _Hlk49863431]Effective communication may be impaired due to common barriers that arise when communicating. Goodwin College (2018) mentions some of the barriers that can occur at workplace, these include inability to listen, cultural differences and language, and conflicts. Inability to listen to other people can cause confusion and lead to poor engagement, as people’s opinion are not heard assumptions are generated on unreal perceptions. Cultural differences and language are important factors to be recognised when interacting to avoid offenses. And also, approaches need to be adapted according to the audience to respect individual’s culture and believes. Conflicts in the workplace can occur for many reasons, but the focus must be on resolving the conflict to avoid division of both parts and impair effectively communication. Consequently, the barriers lead to diverse consequences of poor communication. The consequences of poor communication are discussed by Optum (2015) which, explains that poor customer services may be a result of poor communication. When the professional relationship between employees and employers is not based on a good engagement and clear instructions to create a mutual commitment, it results in poor customer service and commitment towards the clients. Optum (2015) further explains that poor communication also causes high turnover of staff. As the employees are not satisfied and morale encouraged in the organization, it is probably that they leave the company. Inspiring Business and Performance (2018) reports that errors at work are normally caused by poor communication. It is mentioned that employees are often given unclear instructions, or left without an opportunity to ask for more clarification. Therefore, mistakes are more likely to occur.
Models of communication
[bookmark: _Hlk49883606]Models of communication illustrate the breakdown of the process and aid to understand how communication is developed (Business topia, 2018). Shannon and Weaver in 1948 invented a model of communication known as mathematical theory of communication that is simplified in 7 concepts (Drew, 2020). According to Drew (2020) this theory is a linear model that analyses the process of sending, receiving, and interpreting messages. And the main purpose of the model is to explain how messages can be misunderstood  or distorted during the process of sending and receiving. The author explains that Shannon and Weaver model consists of 7 steps in a linear way from sender to feedback. Sender is the start point, it’s the source of information and it has the responsibility to choose the content, the destination, and the channel to transport the message. Secondly, encoder is seen as a transmitter that converts the information or ideas into signals to be sent to the destination. A person or machine can represent the encoder as they can transmit information in different forms such as music and spoken words to another source. The third step is the channel or medium, which is structure that receives the message from sender and transport it to the destination. For example, a phone landline passes the message through the electrical cables that are the channel. Noise is the fourth concept of the model, and it is seen as the barrier that can cause misunderstanding of the message when traveling from sender to receiver. Noise consists of two types, internal noise that is caused by the sender or receiver and external noise that is caused by factors uncontrolled by the sender and receiver. The fifth step is decode, which consists of interpreting the meaning of the message. Receiver is the next step, where the message terminates. The receiver gets the final message after being filtered by the previous processes such as noise. The last stage is feedback, this stage was not original created by Shannon and Weaver. However, it was added to the model as a response from the receiver to inform the sender if the message was obtained or not. The feedback is important to achieve an agreement between sender and receiver, and it also can be positive or negative.
[bookmark: _Hlk50303877][bookmark: _Hlk49961102]The Schramm (1954) model of communication is based on a circular fashion that contains all the necessary principles of communication. This model describes the process of communication between 3 elements, this include encoder (sender), decode (recipient), and message. In Contrast, Schram (1954) model is designed in a circular fashion that involves the 3 elements and automatic repeats the cycle (Janse, 2019). Encoder or source is the first component that sends a message, Janse (2019) explains that the information needs to be clear and useful for the recipient. In addition, there are factors such as skills, culture, attitudes, and experiences that affects how the message is delivered. Decoder or recipient is the destination of the message. This element is responsible for interpreting the information and give a feedback. The interpretation relies on factors such as culture, knowledge, and experience. But communication is only complete if the recipient correctly understands the information. The third component is the message that is passed between encoder and decoder. The message is described as the information that can take diverse forms such as verbal and non-verbal, through the process of communication.
In 1960, Berlo created a model of communication inspired on Shannon and Weaver model. Berlo’s model is composed by four components that illustrate the process of communication, the components include Sender (originates and send information), Message (the content or information), Channel (the mechanism used to send the message), and Receiver (the individual who gets the message) (SMCR) (Business topia, 2018). It is also explained that each of the components have factors that can influence or determinate the process of communication. Sender and receiver have the following factors, communication skills, attitudes, knowledge, social system, and culture. Message has the factors such as content, elements, treatment, structure and code. And channel has the five human sensations as factors, which are hearing, tasting, seeing, touching, and smelling. Adding to this, the SMCR model refers to encodes and decodes as two main actions that take place before the sender send the information and before the receiver gets the information (Business topia, 2018). In similarity with Shannon and Weaver (1948) model, Berlo’s model is designed in a linear mode. 
Case study Pedro and Maria
Maria and Pedro are married. Maria phoned Pedro when he was working on a building site. She said ‘Hello, Pedro when you are coming home, see if you can get me a chicken’. Pedro replied, ‘okay’. When Pedro got home he went to the kitchen to look for Maria, he asked ‘maria where are you?’. Maria replied ‘I am in the living room’, he got to the living room and maria asked, ‘Where is my chicken?’. Pedro answered ‘what chicken?’, and Maria said ‘the one I asked you to get on your way home’. Pedro replied ‘ oh no! I thought you said when I come home I will see you in the kitchen!’.
The model of Shannon an Weaver (1948) can explain why Pedro misunderstood the message from Maria. According to Drew (2020) noise is the fourth concept in the linear model, which discus the barrier that potentially occurs when communicating. In this case study, the noise can be the environment that Pedro was at the moment of the phone call. Being on building site can be noisy, specially when communicating through phone calls. Therefore, Pedro did not hear properly and probably made an assumption of the message. Based on the model, the noise (barrier) in this scenario is external as it was out of control of Maria and Pedro. However, Shannon and Weaver (1948) model discuss that the channel is the structure used to deliver the message. In  this case study, if Maria and Pedro have used a different channel as text message the confusion could be avoided.

Communication skills
[bookmark: _Hlk50107246][bookmark: _Hlk50108971]Communication may occur in many different ways, therefore is important to know and dominate all the types of communication to communicate effectively (skills you need, 2020). According to indeed (2020) the use of language is called verbal communication, as it passes information though speech. Speaking is one of the commonest way of communicate, it is often used in group presentations, phone calls, radio, television and social media. It is discussed that active listening is important when communicate, specially in verbal communication. As to communicate effectively and reach a mutual agreement both parts must be heard  and considered. Another type of communication that is currently in much use is written communication, this include e-mails, letters, books, symbols, magazines, and social media. It is emphasised the power of written communication online, which allow individuals to share a large number of information and feelings (skills you need, 2020). Non-verbal communication is the transport of messages using body language, facial expressions, gestures, and signs. Non- verbal communication is useful in interpreting individual’s emotions, for example, crossed arms can demonstrate that a person is not engaging properly (skills you need, 2020). Visual is part of communication as well as photographs, charts, draws can provide information. This form of communication is normally used along with verbal or non-verbal communication to support the engagement and understand the ideas shared. For instance, a power point presentation can have some images to help to understand the topic (Indeed, 2020).
Example from workplace
[bookmark: _Hlk50114571][bookmark: _Hlk50114935]Dobra and Popesco (2008) observe that there are barriers in verbal communication, which affects the quality of the message for the sender and receiver. At workplace I usually work with a supervisor, who has the responsibility to share the work and work with me as a team. Despite of this, I have experienced some poor communication at work that it has impacted my performance and originated conflicts. The supervisor and I are both foreign and english is not our mother language, therefore a language barrier is present in our verbal communication. Most of the cases, we interpret the message using non-verbal communication such as gesture, expressions, and body language. When the supervisor asks me to do a task, she overuses the gestures in particularly hand movement by pointing her finger and etc, which I find very offensive. This situation, originated a conflict between me and the supervisor because I was not willing to take any instructions from her in that way of communication. Phutela (2015) agrees that non-verbal communication can build relationships and support verbal communication. However, culture and gender differences may interpret non-verbal communication differently and this can cause conflicts or barriers when using this method. The suggestions given by the management  are that we should try to communicate more in english, or to divide the  tasks in written form to avoid misunderstandings. 
Conclusion
In summary, this report has explained that communication is the transmission of information, ideas and feelings from one source to another (Munodawafa, 2008). It has discussed the importance of communication, in particularly at workplace. Effective communication sometimes may be impaired due to barriers that arise during communication. Some of these barriers have been mentioned along with the consequences of poor communication. This report has also explained 3 models of communication, which are Shannon and Weaver (1948), Schramm (1954), and Berlo (1960). To demonstrate an understand of the model, a case study was briefly analysed and related to Shannon and Weaver (1948) model to explain the misunderstanding of communication. Lastly, types of communication skills have been added and also an example of poor communication at my workplace given.
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