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In the organisation, people are working as a team to accomplish certain goals and tasks which is possible just because of effective team communication (Castronovo and Huang, 2012). Positive work environment of the organisation can be maintained with the help of proper communication and teamwork. Effective communication is crucial for all departments of the organisation as it help to create positive work environment which makes employees more supportive and interactive. This report will focus on effective communication on the basis of the experience at workplace, classroom and other activities at school. At different stages, people have to struggle to achieve effective communication skills which also be discussed here along with the ways of improving communication skills. 
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Communication is the process of transmitting information to another which also helps to develop relationship. In the corporate world, communication is a complex process due large number of people and at different situations (Austin, Fisher Liu and Jin, 2012). Developing effective communication will be easy when different types of communication models are considered. Models of communication are the representation of the different aspects at the process. 
Linear model of communication
According to linear model of communication, communication is one-way process where one person intentionally sends message to another person (Moser et. al., 2015). Here, sender and message are focused at the process and receiver is just target of the model. When this model was introduced, communication technologies were radio and telegraphy where sender has no idea whether receiver get the message successfully. Linear model of communication is simpler than current models but this model led to more complex communication models.


                                                                 “Hello!”  = Message 
                                                                             Channel                                                

                Sender                                                                                                                                Receiver
Encoding
Decoding 
Noise
Noise









Figure: Linear model of communication
Source: (Hayes, Glynn and Huge, 2012)
Interactive model of communication
In the interactive model of communication, participants alternate their positions of receiver and sender to generate actual meaning of message and communication. In this model, receiver of the message can transmit feedback. For example, manager had asked to update information of current stock. At that time I have asked him whether stocks were count physically or not. Then, he told to complete audit on the basis of documented information. Participants play the role of sender and receiver without conscious thought.                                                                “Hello! How are you” = Message 
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Figure: Interactive model of communication
Source: (Llopis-Lorente et. al., 2017)
Both physical and psychological context are considered in interactive model of communication. For example, size of team, layout, temperature and even lighting of the space. I had to give an interview and at the interview board, there are eight people. That place was congested and I had felt uncomfortable due to temperature. Communication also affected due to anxiety, stress and emotions. 
Transaction model of communication
On the basis of transaction model, communication is more than sending and receiving information (Enokido, Aikebaier and Takizawa, 2011). On the basis of this model, communicators create social realities and cultural context. People communicate to develop relations or to form intellectual alliances. This model allows communicators to adapt situations. Communicators have to concern about social norms and values at the time of conversation. 
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Figure: Transaction model of communication
Source: (Jin and Goschnick, 2013)
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Communication skills are a set of attributes which will help to give a quality public performance. To be successful in the corporate life, effective communication with colleagues, supervisors and other staffs is necessary (Kurtz, Draper and Silverman, 2017). These communication skills help to understand situations, expectation of audiences and help to build trust. In this age of information, workers should have clear idea of communication channel to share creativity and to solve problems. Effective communication within team helps to avoid conflicts and improve productivity. Here are identified some communication skills which will be helpful to be hired and to get promotion. 
Active listening: This is the quality where paying close attention to the person. This type of people are well-regarded by other team members. Active listeners respect others and this skill is easy to develop. To be active listener, one has to avoid destructions and prepare of the ideas so question can be answered easily. 
Adapt the communication style on the basis of audience: Different styles of communication should be used for different situation by evaluating audiences (Arnold and Boggs, 2019). At the time of communication with the employers, my friends send formal email to them. For presenting complex reports, it is better to present in front of coordinator rather than long distance phone call.  
Friendliness: Communication with kindness will help to increase understanding and trust within the team. It is better to show positive attitude and open mind with subordinates. Smiling at the face or asking about the family or hometown even some praising will help to develop positive relationship.
Confidence: People respond positively when ideas are expressed confidently. Making eye contact or sitting straight up at the time of communication shows confidence of communicator. 
Receiving and giving feedback: Successful communicators are always ready to take critical feedback with constructive discussion. Achieving goals of the project will be easy when two-way communication is explored.
Empathy: Within the team, communicator has to understand emotions of other and he has to share emotions with others. Anger of a member because of frustration can be diffused by the quality of empathy. 
Understand nonverbal cues: Body language, facial expressions, eye contact of the receiver presents whether he is interested or not (Levinson, Lesser and Epstein, 2010). At the time of communication, one has to be concern about body language to send proper cues. 
Responsiveness: Now, activeness of a person can be measured on the basis of returning phone call or reply of email. One should try to respond as soon as possible to acknowledge receiving the message. 
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In the workplace, communication is one of the most important aspects to maintain relationship with others. Still, nobody concentrate to the costs due to the poor communication within the organisation (Gamil and Rahman, 2017). Some of the common examples of the poor communications are poorly-worded mails, careless writing and reading of emails, careless listening, poorly designed documents, inaccurate information presentation etc. in the workplace different confusions have arisen due to the poor communication which reduce productivity of the team. Poor communication is responsible for total loss of money, time and professional acknowledgment. Here is discussed experience of my friend due to poor communication. 
My friend John had enrolled at the writing course at an institute and at the manufacturing plant, he had worked as co-op workers. Supervisor of the plant had asked him to make a safety inspection of the plant and at the end of the inspection; he had to write an inspection report. At the same time, John had to write a narrative essay to submit at the writing school. At the essay, he had to explain his experiences. John had busy schedule on that week and he had decided to be efficient. John had decided to use his experience of the plant for writing essay.
John had written down his essay first as submission date was early and writing essay was easy. Manager of the plan had asked for compliance memo from John which he had never seen. John was not sure how to complete the memo. Introduction of the essay was something like this:
I had conducted safety audit on September 1, 2019 at the manufacturing plant at Manchester. Overall purpose of the audit is to conduct a thorough investigation of the operations and processes of the plant. At the time of audit, it health and safety of the plant was investigated. Workplace safety handbook had compared with the government rules and regulations. I had 48 hours tour of the plant to get the view of the plant. 
By this way, John had finished his essay and he had submitted the essay to writing instruction. From the writing instructor, he had achieved A grade which was satisfactory for his. He revised that essay and he had kept same introduction for memo for plant manager. He had expected that this report would be accepted by the manager and he planned to enjoy Manchester versus Liverpool match. By the end of the day, manager had told him that the report was unacceptable and he had to rewrite that report especially introduction where he had to focus whether the plant following health and safety rules and regulations according to government rule. That was conclusion for his and this type of report was new to him. He had missed the match as the report had to be submitted next day to satisfy supervisor.
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Poor communication of person can negatively affect performance of the whole team. In corporate world everyone is busy and there is little scope for error (Henry, Holmboe and Frankel, 2013). Poor communication can sour relationship with superiors and this could make life harder. On the basis of the previous scenario here are identified some suggestions for improvement.
Match skills with the job: Most of the time fresh graduates just apply to different jobs and their target is to get a job nothing else. It is better to analyse job description and compare job description with the skills. This will help to cope up with the team easily. 
Familiarise with other in-demand skills: John didn’t expect that manager would ask for specialised report from him. For this reason, one should try to achieve soft skills as much as possible. 
Don’t stop communication: Some people are reserved and they try to escape from dealing with superiors and customers. By using communication skills at work, one will get the idea of his capability.
Get the message carefully: Most of the confusions arise due to not getting right message and people presume the message from some worlds. Here, john just focused on report but he suffered due to not picking right message. It is important to detect what the speaker says and what he doesn’t say. It is better to ask again and again till clarification rather than miscommunication.
Develop good understanding with team members: It is important to develop good understanding within the team as action of one member will influence performance of others. Body language of a member may express expectation from others.  
Taking long term project: Improving communication skill is a long time project as one has to learn in his entire life as people has to face new situations and deal with new people. 
People should concentrate to every small and easy thing which will help to improve communication immediately. 
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Communication is a part and parcel of people’s life which is overlooked most of the time. Communication is a vital point at team environment as every member of the team has to be motivated to a single goal.  Be successful in the corporate world, one should try to achieve communication skills and different model of communication has to be applied on the basis of the members and situation. Skill of the team members is required along with effective communication is required to achieve goals effectively and efficiently.
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