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[bookmark: _Toc46699367]1. Introduction
Communication is considered as one of the management functions that is closely associated with other functional areas as no task within an organisational department can be accomplished successfully without building proper communication. It can be stated as the way of imparting or exchanging information, ideas, thoughts through speaking, writing or some other mediums; and the mutually understood signs, symbols, semiotic rules are used (Kelly, 2010). Enormous collection of things can affect the transmission of the message from sender to recipient including individual’s emotions, the cultural situation, the communications medium used and even location. The difficulty is why employers around the world view strong communication skills as so desirable; and precise, efficient and unambiguous communication is often exceedingly difficult nowadays. In this report, the basis will be effective teamworking and communication as these two are inextricably related; an individual team cannot manage task, delegate task and accomplish it within time without contacting or communicating. By analysing different models of communication, skills related to it, poor communication; the importance of communication within teamwork will be discussed. 
[bookmark: _Toc46699368]2. Models of communication
For developing understanding of communication and use it in appropriate way, different models of communication have been introduced in different times according to needs’ preferences. For developing understanding, some key models have been focused here:
[bookmark: _Toc46699369]2.1 Shannon and Weaver model of communication
This model reflects a mathematical theory for building communication in which the way human communicates can be broken down into 6 different key concept including sender, encoder, channel, noise, decoder, receiver (Collins & Jim, 2001). The fundamental communication problem is that of reproducing a message that is sent from one point to another, either exactly or approximately. This mathematical theory will help in effectively identifying those pressure point where communication is more distorted. 
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Figure: The Communication Model by Shannon and Weaver (Adair, 2009)
The Shannon Weaver model begins with the sender or the source of information. They are the person or entity, or item-any source of knowledge who has to start with the details. The source of the information begins the cycle by choosing a message to send, someone to deliver the message, and a medium to send the message into (Maund & Tinkler, 2017). According to the model, multiple different ways can be used to send a message, and the machine or person performs the role of encoder who convert the idea into signals that can be a telephone or a radio station for example. Channel can be mentioned as medium that collects information form sender and transmits to the receiver such as world wide web or electric cables of a landline phone (Shannon, 2001). A message can be interrupted when sender sends it to receiver and this stage is called noise in the model, and the message is decoded in the next step that is exactly opposite of encoding; and communication process ends in the destination when the message is received. The case study is based on Maria, a mathematics teacher's practices, about classroom interactions and their improvement after a group project exercise involving one researcher and two other mathematics instructors can be provided as an example here how communication is built up through different elements. She always emphasises on making the classroom atmosphere pleasant so that the proper communication with students is possible. Pedro, one of the students of Maria responded to her questions quickly that indicates who the sender is and who is the receiver of the message in the scenario (Narula, 2011). The message is transmitted through direct and face to face verbal communication where other students were talking that is the noise of the model. 
[bookmark: _Toc46699370]2.2 Schramm model of communication
The communication philosophy most often taught and frequently used is the one introduced by Wilbur Schramm in the late 1940’s. The Schramm model defines communication as a mechanism between a sender (transmitter) and a receiver; there must always be a letter, and a means by which the letter will be conveyed (Morgan, 2016). Schramm believed the intelligence, expertise, and cultural context of a person often play a significant role in communication. Individuals from a range of cultures, beliefs and experiences seem to view the message differently. When a message is sent from the point of sender, the receiver must interpret in the desired form that the sender has intended to express and provide the sender with feedback or response accordingly (Butchibabu & Shah, 2016). According to Schramm, communication that has been developed without providing any feedback to sender is not the proper communication. 
[bookmark: _Toc46699371]2.3 Berlo’s SMCR model of communication
Different components for developing the basic process of communication is described in the Berlo’s SMCR communication model. For developing more efficient communication, this model is useful ass it emphasised on the coding and decoding of messages (De Ridder, 2004). 
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Figure: Four components of Berlo’s model (Blanchard & Johnson, 2009)
The message sender is the source which generates the message and sends it to the recipient and the root is the origin of the communication process, which is the encoder of the message. There are some common factors that may affect both sender and the receiver such as communication skills, attitude, knowledge, social systems, etc. The message is the information or value packet that is sent from sender to recipient and it can be delivered in various ways, including voice, speech, text, video, or other media (Kelly, 2010). The message sender also wants the recipient to view the message in some way and the content, element, structure, treatment, etc. can influence the message. The medium that is used for sending the message is called as channel in Berlo’s model of communication where it must be capable of being detected by the receivers’ sensory system and therefore, can include vision, sound, smell, touch, etc. Hearing, seeing, touching, smelling, tasting are the human senses common and known to all. The receiver is often placed at the end of a linear communication process, and to make communication as efficient and seamless as possible, Berlo's SMCR Communication Model assumes the thought style of the recipient needs to be aligned with that of the sender (Narula, 2011). 
[bookmark: _Toc46699372]3. Different communication skills
Communication includes different skills that make the process of sending and receiving messages more effective. Different skills of communication have been discussed here:
[bookmark: _Toc46699373]3.1 Listening skills
In the process of effective communication, listening skills can be referred to as the ability of individual to receive messages in accurate way and interpret them (Barker & Angelopulo, 2005). This is considered as the key skills of proper communication because without the ability to understand messages, it will be misinterpreted which leads to miscommunication in workplace or anywhere. Listening skills is emphasised by many organisations; and instruction on improving listening skills and increasing workplace efficiency is provided by different business organisations. Nevertheless, listening requires more than hearing: it requires concentration and concerted energy, both emotional and at times even physical.
Active listening
Active listening requires the listener to observe the behaviour and body language of the speaker. Having the ability to interpret the body language of a person, allows the listener to develop a more precise understanding of the message of the speaker (Al-Fedaghi, 2012). The listener may then paraphrase the words of the speaker after he has heard them.
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Figure: Ways to Develop Active Listening Skills (Collins & Jim, 2001)
Empathetic listening
Empathic listening, including empathy, pays attention to another person emotional awareness, sympathy, thinking, insight and a basic principle is seeking to learn, before being understood.
[bookmark: _Toc46699374]3.2 Non-verbal skills
[bookmark: _GoBack]For maintaining effective personal and professional relationship, the key factor is to maintain proper communication; not by speaking loud but by body language or non-verbal skills (Adair, 2009). Body language means the use of body signs, expressions and mannerisms for nonverbal communication, often performed automatically rather than deliberately. The human face is extremely expressive, capable of conveying various feelings without saying a single word, and unlike certain nonverbal forms of communication, facial expressions are universal. The facial expressions are the same across cultures for happiness, sadness, anger, surprise, fear and disgust (Morgan, 2016). Any gestures can have a drastically different meaning across cultures. As example, while the OK sign made with the hand transmits a positive message in English-speaking countries, it is considered offensive in countries like Germany, Russia and Brazil; therefore, to be mindful about how individual uses movements to avoid misinterpretation is important (De Ridder, 2004). As an example of non-verbal skills, the way musician convey messages through music can be provided here. Musician playing Piano can turn the tune into a sad one or a joyful one through which audience can understand what he/she is trying to convey.
[bookmark: _Toc46699375]3.3 Verbal communication
When information is shared with other people by the use of words, then, it is regarded as verbal communication that can be both in the form of writing or speaking. Many people, however, use the term only to describe the spoken communication. The linguistic aspect of communication is all about the words you pick, and how they are understood and heard. In general, communication refers to the transmission of knowledge from one person to another that means sending as well as receiving the message are equally relevant (Blundel & Ippolito, 2008). For this reason, verbal communication requires both a speaker or writer to transmit the message, and a listener or reader to make the message meaningful. Verbal communication in the form of written and oral are widely seen within workplace as different means of communication like email, telephone conversation, business letter, etc. and the absence of these will create imbalance within the organisation and result in poor communication. 
The poor communication within my workplace ca be the great example where email is used for the main mode of communication and the management contacts with employees via emails. Due to some operational problems caused by a group within the firm I worked before, the HR manager laid off 6 employees by sending emails without any prior notice that raised questions about improper communication and poor management because email is not the proper channel for lay-off notice. This is a poorly designed written communication within workplace.
Suggestion of improving poor communication
According to the problem of poor communication identified at workplace, some ways of improvement have been recommended here through which an organisation can introduce effective communication at workplace.
· Be mindful of the ways of communication: The ways of communication within an organisation should be remembered before taking any decision every time because the future of the organisation can depend on it. 
· Inform and inspire: Communication is more of an exchange of information; and in a leadership position it is important to explain and justify leader’s thoughts and ideas. Yet conveying information to the colleagues is just half the equation. As a leader, the fact that the communication efforts inspire organisational team as much as they educate them is vital to your business. 
· Avoid making quick assumption: Missing signals, quickly formed assumption can lead an organisation toward failure and poor communication process will be developed. Therefore, the best way of intruding better communication for the workplace is to avoid making quick assumption. When the employees lag in an environment that management was expecting them to succeed, the management must not immediately assume they are a slacker who does not matter.
[bookmark: _Toc46699376]Conclusion
It can be concluded that communication is one of the most critical on-the-job issues within an organisation. Effective communication allows everyone in the team to feel noticed including respected, resulting in a supportive, motivating and productive atmosphere for all. Conversely, poor coordination results in the reverse. Ideas fell flat because of lack of follow-through and consequently results in low morale and low production. Therefore, increasing teamworking is dependent on effective communication on which an organisation should emphasise where different models like Shannon Weaver model, Schramm’s model, Berlo’s model of communication can be utilised for better result with the blend of different communication skills.
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