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The objective of this report is to demonstrate the understanding of models of communication and the communication skills by reviewing case studied. 
Introduction
Communication can be defined as the exchange of information that leads to an understanding of the message sent by the sender and received by the recipient. In detail, communication is the act of sending and receiving a message from one person, place, or group to another (Genc, 2017). It covers both verbal and non-verbal means including speech or oral communication; writing, graphical representation (maps, charts, info-graphics), signs, signals and even behaviour.  If the recipient can see the sender, the receiver can get the message's substance as well as non-verbal correspondence that the sender is giving off, from confidence to nervousness, professionalism to informality. AlAfnan (2021) has argued that verbal and non-verbal communication can have very different impact. However Dwyer & Hopwood (2019) believes that although face to face communication is easier, it is the clarity of the message that affects successful communication. What's more, if correspondence has gotten more confounded, by and large, envision what has happened to business communication (Genc, 2017).

Importance of Communication in Work
With the development of remote work and scattered work environments, organisations are attempting to reshape their communication endeavours. As we sit amid the Information Age, information has never been all the more remarkable. Pérez Ruiz et al. (2019) believes that empirical approach towards communication in business should be adopted. Significance of work environment communication culture is consistently expanding; businesses' hunger for improving correspondence and joint effort in their associations are on the ascent. AlAfnan (2021) has also discussed that work environment communication requires standards to ensure clarity. Legitimate working communication has numerous advantages. It empowers organisations to turn out to be more dexterous and accomplish better working environment arrangements. It improves probably the main KPIs around employee retention, commitment, inspiration, talent attraction and motivation. To add, a decent communication methodology can likewise go far in driving developments and innovation in the work environment (Rani, 2016).

Barriers That Could Affect the Message
Mautner & Rainer (2017) have identified various barriers to successful communication in business environment. Language is one barrier, but there are other important barriers too. If the channels of communication are limited, or the information and communication flow is only from top-down, it acts as a barrier to communication (Mautner & Rainer, 2017). Barriers to valuable communication in a business come in numerous shapes and sizes from language issues to co-workers' grudges. They could be emotional, physical, cultural and even social status can also represent the barriers to effective communication. These barriers tend to distort any message that passes between sender and receiver which may lead to confusion and misunderstanding at the organisational level and ultimately affect the progress and output. The use of the wrong medium, the inappropriate transmission of the message and hesitation to communicate or feedback may also affect the valuable communication which could lead to uncertainty (Rani, 2016).

Models of Communication
Although there are various models of communication, there are three models that would be discussed here. 

Shannon and Weaver Model 
This model can be classified as a mathematical model that is focused on communication theory. This model was presented in 1948. This model divides the communication between people into 6 broad areas. The list includes not only the sender who encodes the message, but also the channel through which this message is sent. When any such message is transmitted, there is some distortion in the channel due to which the decoding of the message can get affected. The recipient receives the message and decodes it (Turaga, 2016). In this way, the 6 areas/elements of this model come together. This model is considered the mother of other models because a lot of future communication models were based on this model. For example, Weiner’s theory adds a concept to this model. The seventh element is the feedback that makes this model more detailed and realistic (Gillespie and Schiffman, 2018). If this model is applied to Maria and Pedro’s case, it can be seen that a lot of confusion was created due to the lack of feedback. The issues could have been avoided by simply sharing the feedback at the right point. 

Berlo’s Communication Model
Berlo's SMCR Model of Communication presents the correspondence interaction in its easiest structure. The model comprises four segments that are each impacted by various components. To guarantee the message is passed and conveyed as effectively as expected, the sender and the collector should share some common grounds (Genc, 2017). Communication skills have an essential part in this. Different components, like culture, information and attitude are additionally indispensable. What might be viewed as impolite in certain societies might be entirely fine in others. Correspondence does not generally go as easily as one would trust. Different issues, like disturbances, noise and an offbeat cycle, may block appropriate communication (Turaga, 2016).

Communication Skills
Communication skills are fundamental to a sound, proficient working environment and classified as a "soft skill" or interpersonal skill. Communication process and communication skills are important to understand for any individual to get success in business or job (Guffey & Loewy, 2021). The ability to discuss and communicate with colleagues, peers, associates and staff is fundamental, regardless of what industry you work in. Staff in this digital age should be competent on how to adequately pass on and receive face-to-face messages just as utilising telephone, email and web-based media. In the organization my friend worked for, it was repeatedly observed that communication was strictly top-down, and no response was given to any information from bottom-up. The employees felt dejected, and in the long run there was very high turnover. The job satisfaction level of the employees became very poor. The reputational and financial losses to thre organization were caused by poor communication skills in the organization. The three important communication skills that will be discussed here are verbal communication, non-verbal communication and listening (AlAfnan, 2021). 

Verbal Communication
A communication in which a message is expressed or conveyed vocally (could also be through written words) is called verbal communication. Verbal communication skills are a higher priority than at any other time in recent years. Endless presentations, introductions, code audits, meetings and conferences, and events imply that reasonable and self-assured verbal correspondence is fundamental for current and future positions (Wikaningrum & Yuniawan, 2018). Verbal communication is further classified into two types:
Oral Communication occurs through words of mouth, spoken words, discussions and any messages or information shared or exchanged between each other through speech or word of mouth is called oral communication. Face to face, phone, or mobile conversations are part of oral communication. Oral communication is for the most part suggested when the correspondence matter is temporary or for short-term kind or where direct interaction is essential. Written Communication happens through written words or signs in which language is used as a medium to express the meaning. Books, magazines, letters, newspapers all are the perfect example of written communication. Written business communications are printed messages. 
Non-Verbal Communication
Any communication without uttering words from mouth, written words, discussion, conversations and written languages are called Non-Verbal Communication. It occurs through facial expressions, gestures, signs, images, colors, emotions, body language, or any other appearances are known as non-verbal communication (Guffey & Loewy, 2021). Change in facial expression can effectively convey a message. Muscles on the face pass the emotions and a message can be sent without saying a word. In my friend’s organisation, the non-verbal communication of some of the managers showed that they did not value the employees. It led to poor team morale. Portions of nonverbal correspondence that are frequently neglected are appearance and proxemics. How one dresses up for work, keeps his or her hair and stays commonly clean, addresses the amount how a person values the circumstance he or she is in, people they are with, and the place where they are working. 

Listening
Effective communication requires great listening just as talking. Indeed, since people have two ears and just one mouth, listening could be the more significant expertise. Normally one gets practically no preparation for listening and does not understand that "hearing" is one of the most important factors of communication (Ellison, 2015). Listening includes noticing non-verbal communication and seeing irregularities among verbal and non-verbal messages, just as exactly the thing is being said out of the blue. The only key to becoming a good listener is to pay attention. If a person is trying to communicate with another party, and the recipient is not paying attention, it can lead to a loss of communication. This was experienced in my friend’s organization quite often. This led to various financial and reputational losses for the organization and there was high turnover. Communication of a message is completed only when the recipient receives the message through verbal and non-verbal communication. This is possible only through active listening. By improving listening skills, one can improve efficiency, productivity just as the capacity to impact, convince and arrange. Likewise, it helps to reduce conflicts and misunderstandings and necessary for success in the workplace (MacDermott & Ortiz, 2017).

Steps Involved for Active Listening
It takes a great deal of fixation and assurance to be an attentive person. Old propensities are difficult to break, and if your listening abilities are however awful as numerous individuals seem to be, you will need to do a great deal of work to get out from under these negative behaviour patterns.

Four key procedures help build undivided attention abilities:
1) Give the speaker your full focus and recognize the message. Perceive that all important non-verbal correspondence additionally too. 
2) Utilize your non-verbal communication and motions to show that you are engaged and listening to understand.
3) Pose inquiries to explain specific focuses. "What do you mean when you say....?”
“Is this what you mean?”
4) Permit the speaker to complete each point before posing inquiries. Try not to hinder with counter contentions (Coffelt et al., 2016).

Empathic Listening
Empathetic listening is a method for listening effectively to improve common trust and understanding, frequently used to establish an environment for critical thinking and productive conversation. Sympathetic listening implies focusing mindfully. It incorporates empathy, feeling, knowledge and encourages us to comprehend where the other individual is coming from before we respond. There are various benefits of empathetic listening, including the creation of trust, boosting speaker confidence, cooperation, teamwork, sharing of diverse ideas, reduction of stress and tension (Ellison, 2015). 

Conclusion
Communication guarantees the activity in the work environment and it is the quality of correspondence that can significantly influence the consequences of work. Effective correspondence is thoroughly examined and deliberately introduced because quality communication is one of the core-bases for the success of work. Communication plays a vital role, particularly in the working environment where collaboration, technology, innovation, teamwork and remote work are on the progressive side. Solid communication must be in place to meet deadlines, achieve business targets, and it’s pivotal for the survival and success of a business. The effect of poor communication can be fatal for the business. Bad communication will not only adversely impact the organisation but it may spread externally to affect clients too and limits the company’s ability to build a customer base. Poor communication may result in limited employee engagement at work. With no direction, the role of employees may be uncertain and questionable. Without any priorities, there is more probability of inefficiency and lack of productivity. Ineffective communication is the most common reason why business goals are not met. The models studied in this task and the communication skills identified can guide towards avoiding the pitfalls that can be damaging in case of miscommunication or lack of communication. For effective communication, one has to pay attention to listening, verbal communication and non-verbal communication. 
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