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[bookmark: _Toc90323188]Introduction
In this report, effective teamwork communication will be discussed. Effective teamwork communication is important in order to complete the work in a group with efficiency. To increase the efficiency of the work, communication plays a major role. There are a few of the communication models which were discussed to understand the role of communication in the workplace. Through those communication models and with the help of practical examples of communication in the workplace, the impact of communication is explained. This understanding will help to understand the need for communication in the workplace. 
[bookmark: _Toc90323189]Communication Models
[bookmark: _GoBack]Communication is a crucial activity that every employee should have in the organisation to perform better. For effective communication, the employees should follow few of the models of communication. There are several communication models which help to understand the process of communication and the role of communication in the very easiest and simplest way. Along with that it also helps to interact with people very easily. Few of the communication models are explained below:
[bookmark: _Toc90323190]Schramm’s Model of Communication
Schramm’s model of communication is one of the most used models of communication. Through this model, the communication process is described. According to this model, encoding and decoding play a major role, the sender of the message delivers the message with encoding and after receiving the message to the receiver, the receiver decodes the message and understands the message that is shared (Maund, Shriek and Tinkler, 2017). This coding and decoding are two important parts of this model. With the help of those two activities, communication is performed effectively. In this model, it is explained that knowledge of the individual, cultural background and experience has a major role in communication. However, the communication process will become successful and effective if the feedback is also provided. Feedback helps to make the communication process forward and it also makes the whole communication effective. Through this communication process if the receiver understands the message, then it is said that the communication process is successful. In case of not receiving any feedback from the receiver, the communication is considered as not successful or effective communication.  
[bookmark: _Toc90323191]Berlo’s SMCR model of Communication
This model of communication is developed by David Berlo, this model actually explains the communication process by explaining the sender-message-channel-receiver involved in the communication system (Morgan, 2017). This model focuses on the decoding and encoding process involved in the communication process. Like Schramm's model of communication, this model of communication has four components such as sender, receiver, channel and message. Through Berlo’s model, the source encodes the message and then the message of the communication process transfers through the channel of communication. Through the communication channel, the message transfers to the receiver through the decoding of the message. 
Sender: The sender is the one who originates the message. There are the following factors that should be followed during the time of sending a message. Having proper communication skills of the sender of the message is required. Without having proper communication skills it is very difficult to communicate and the receiver also feels difficulty in understanding the problem (Çal, Admiraal and Mearns, 2021). The sender should also have knowledge about the topic which they are talking about. Along with that values, beliefs, cultures of the sender also matter during the time of communication. 
Message: Message is most crucial in the communication process, message is the substance that is being sent by the sender. The content of the message, the element of the message structures and the code of the message also plays a crucial role in effective communication. The message is the backbone of the communication process. Messages should be clear and brief so that the message can be understood by everyone. Messages can be sent to the respective people in the organization and sending the message to the people at the right time is also important. 
Channel: This is the medium through which the message is sent to the receiver. In the workplace it could be of several forms such as telephone, internet and many more. Through the channel, several activities can be done by the receiver, such as hearing, seeing, touching, smelling and many more. Nowadays, the channel of communication plays a major role. In the workplace, most of the communication is nowadays done through either email or through mobile phones. This is the most convenient way of communication as this way of communication is easily accessible and a large amount of information can be shared within the smallest period of time to a large number of people.  
Receiver: This is the last phase of the communication process. The receiver is the person who gets the message. To understand the message, the receiver should also have good listening skills. The receiver also has the responsibility of providing feedback on the messages. Not providing feedback to the communication process will not make the communication effective. Hence, the receiver should also keep in mind that the receiver should give feedback on what they have understood. Receiving feedback from the receiver makes the communication complete. 
[bookmark: _Toc90323192]Shannon and Weaver Model of Communication 
In the Shannon and Weaver model of communication, there are a few concepts, such as sender which is also considered as an information source, encoder as transmitter, channel, decoder works as a receiver, the receiver of the message also known as destination and noise (Maund, Schriek and Tinkler, 2017). This communication model is used for interpersonal communication. In this model, feedback is considered less important in comparison to the messages sent by the sender. Through this process, the information source message of the communication is encoded by the sender. Through the signal, this message is sent through the channel of communication. Through the channel, the receiver receives the message and through the decoding of the message, the receiver understands the message. To reach the message to the customers from the source of the message, feedback of the message is important as feedback of the message makes the whole communication process a complete one. 
[bookmark: _Toc90323193]Communication Skills
To have proper communication skills, one has to keep a few things in mind. Communication skills might be improved in several ways and improving communication skills is important through the improvement of many of the skills. The main motive of the communication is that the sender should be aware of the topic and the receiver also should have understood the details of the information which is shared (Kinchevskaya, 2019). Several skills are required to have in order to having good communication skills, such as:
Listening: The ability to be a good listener is required in the workplace. Listening is an important skill for all organizations. For practicing active listening, several steps can be taken which can improve the skills of listening among the employees of the organization. Interruption during communication should be avoided. Employees should also motivate themselves to listen. Active listening requires commitment, attention and availability. The barriers present in the listening skills should be avoided for effective communication. The listening could be of three types, such as information which helps to gain knowledge, another form of listening is critical and empathic as well. 
Written Communication: Written communication is a form of communication through which the messages are delivered through writing the messages. The writing could be through mail or through paper. To communicate through written form also, the sender of the message has to send the message beautifully to the receiver. To do that, the sender should definitely have good writing skills. Good writing skill helps to improve written communication skill in a much better way and it also makes communication more effective (Coffelt and Smith, 2020). There can be different forms of written communication in professional life, such as letters, memos and reports. Written communication in the workplace is also used for the promotional activity as well, such as for promotional activities, there should be some messages regarding the business and the product, to make this instrument for promotion, writing communication is required.in the handbooks made for the users and for the employees, there is also the requirement of the written communication. For writing successful communication, few of the things are required and should be kept in mind, those are words, sentences, paragraphs and the tone of the message portrayed in the promotion. To make the communication more perfect, the words and the writing should be brief, accurate and clear. In the case of written communication, the messages should be crisp, to the point and brief. So that the people can easily understand the messages sent to them. 
Workplace communication: In the workplace, communication plays a major role in different forms, such as verbal communication, non-verbal communication. Verbal communication is a form of communication that is mostly used in the workplace, this communication is spoken or written. Communication in the workplace should have clarity, empathy, eye contact, appearances, as those qualities help to make communication more effective. Effective communication is expected in the workplace (Doyle, 2018). There are several benefits of effective communication in the workplace. Conflict regarding any instruction can be reduced through effective communication. There could be several types of conflict present in the workplace. Conflict can arise in the communion through shouting, through unwanted noise and through many other reasons. Effective communication also helps to improve the bonding of the clients and the business. Effectiveness of the team is also improved. Through effective communication employee engagement in the workplace can also be improved. Employee engagement helps to improve the productivity of the employees and it helps the employees to perform better in the workplace and through that the business can achieve their business goal easily. Those are the benefits of effective communication in the organization. 
Communication Workshop: Through communication workshops, the communication skill of the employees in the organisation can be improved. Through this communication workshop, different communication models are explained and those communication models help to understand about the different aspects of communication. There are few communication skills which are also required to do the communication perfectly for effective communication among the organization (Al-Musalli, 2019). In communication skills, there are listening skills and written communication skills, in written communication skills, there are verbal communication and non-verbal communication. Verbal and non-verbal communication plays a major role as those are the ways of communication in the workplace which is used mostly. Hence, one should have those skills in order to communicate effectively. 
[bookmark: _Toc90323194]Practical experiences on Communication
Communication is a skill that is extensively used in the workplace to communicate with each other. Communicating with each other is crucial to passing on the messages which are essential for the work of the organisation. In the workplace, the practical experience which I have regarding communication is that, language barrier is a major problem in the communication of the people. In the workplace, the employees are coming from different backgrounds and use different languages, hence to understand the different language is also a barrier of communication. Having good communication skills also helps to increase efficiency in the workplace. However, not having proper communication skills due to any reason may create problems in the coordination among the employees of the organisation. There are some ways in which this problem can be resolved.
· Language barriers can be resolved if individuals are engaged in language training.
· Cultural differences must be acknowledged and discussed more often.
· Simple messages must be used for communication and the use of complex phrases should be avoided. 
· The organization should hire an interpreter or a translator.
· People should use visuals for communication. 
· Employees should learn to be respectful and repeat themselves when needed.
· Employees should be careful when using gestures. 
[bookmark: _Toc90323195]Conclusion
In conclusion, it can be said that communication plays a major role in the workplace. To understand the message and to convey the messages to one employee from another employee is the main motive of the organisation. To do that, any workplace or any organisation would choose different models of organisation. However, the objectives of the communication should always be the same. For effective communication, the employees in the workplace should follow the steps mentioned above in the communication model. This model will help to communicate with each other in a much more systematic way and it will also make the whole communication process more effective. 
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