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The business intent is quite dependant on the effectiveness of the communication at the workplace because it helps to distinguish the qualified leader. Collaboration of the work is being effective through the help of communication because the views and thoughts can be shared efficiently (Dixon, 2012). Using strategies makes communication effective at the workplace because its success vastly depends on it. This report has a discussion on understanding the models of communication and communication skills at the workplace. Moreover, literature on poor communication at my friend’s workplace and the way to improve is also discussed 

[bookmark: _Toc69430478]Understanding of the models of communication and communication skills 
Communication models refer to an acceleration of a systematic approach that works for understanding the way of completing the communication. Communication models encourage the thinking area. The following section is the demonstration of the communication models.

Figure: Models of communication (Planer and Godfrey‐Smith, 2020)
Linear model of communication: This model of communication is the first model of communication which was developed for Bell Laboratories by Shannon and Weaver in 1949. A linear model of communication is a straight line of communication where the flow of the message has been sent from the sender to the receiver.  This model of communication has three parts which are the sender, channel and receiver (Planer and Godfrey‐Smith, 2020). For example- single transmission is followed in TV and radio because the receiver doesn’t have any ability to give feedback to the sender. After all, the channel is only used to sending the conversation. In this communication, a speech of the person is sent over the channel to the receiver where there is no facility to send feedback to the receiver in terms of any issues which is the major drawback of this communication model. Usually, an autocratic leader gives guidelines to the employees who don’t have any power to participate in making the decision as the leader thinks that they would have the ability to make effective decisions for enhancing the productivity of the employees. 


Transactional model of communication: Transactional model communication is an interdependent communication process where both the sender and receiver communicate to exchange their messages through some channels such as face to face meeting, Skype call, telephone call etc. that is more fruitful when the participants are familiar with each other and come from a similar environment (Baskin and Bruno, 2017). Employees of an organisation can share their thoughts through a transactional model of communication which creates a good relationship between employer and employees. Employers give feedback about employee’s work which helps them to know about their lacking and they try to fulfil it to achieve the desire goals by increasing their productivity. In the transactional model, the sender can’t ensure whether the receiver gets the message or not except face to face situation which is a major problem of this model that hampers the decision-making process. Another major problem of this model is when many people are trying to communicate at the same time, participants can’t get the proper message because of heavy noise which creates misunderstanding among the participants. 
Interactive model of communication: In this communication model, both sender and receiver participate in sending the message and they alter their positions through sending feedback. This makes the communication interactive because of solving the issues in the communication (McPhail, 2016). This model is widely used on the internet because people’s views and thoughts are needed to exchange. Organisational operations will be effective if there have interactive communication because the operations might be hindered due to the complexities. For example- Unilever has asked their marketing executives about the market needs before launching the Lifebuoy hand sanitiser because marketing executives have a better idea than the governing body of the organisation.  But sometimes, there may arise some complexities in interactive communication because the employees think that they are the decision-makers of the organisation which creates problems while imposing any regulations to the employees by the management (Petison and Johri, 2008). 
In order to build a career, communication skills are highly required because the business world is much dependant on how much a person communicates with another one. Any situation can be understood through communicating effectively. Communication skills are needed to know for the betterment of the work. Let’s follow some of the communication skills that are badly needed. 
Listening: To be a good communicator, one must be a good listener because one can’t communicate or give feedback to others if he doesn’t get the speech. The person who is unable to listen is ignored in every spare of life because he won’t be able to send any reply for building the communication (Imhof, 2008). Furthermore, listening isn’t just listen to other’s voices, it can be felt while communicating. So, it is important to understand the feeling of others through listening whatever that is a tone of voice or word of heart. 
Non-verbal communication: Communication can be done through body language, hand gestures, eye contact and tone of voice as well which are mainly the elements of non-verbal communication. Non-verbal communication is also important because sometimes communication can be disrupted if any sounds arise there (Mahmud, 2014). On can be directed through eye contact which is an amazing way of communication. According to Salesforce’s research on interpersonal communication, the contribution of non-verbal communication is 93%. A most interesting thing in non-verbal communication is to build a strong relationship because it helps to connect with others through expressing the word of heart and pursuing a challenging situation. 
Clarity and conciseness: The most important thing in good verbal communication is to concise the message as much as possible because the listener will be exhausted in case of having excessive information (Lynn, 2016). Along with, clarity of the message is also needed because the audience will not be understood anything if the message is not clear. The speaker should give a clear and concise message to the audience so that the listener can understand the core meaning of the speech. 
Confidence: The importance of being confident in communication is immense because it helps to interact efficiently. The HR should be confident while communicating with the co-workers because it would help to provide the statements properly (Pruss, 2016). If the speaker becomes arrogant or aggressive while communicating because it will show that the speaker is not confident enough to communicate with the co-workers. 
An example can be illustrated below for understanding communication skills at the workplace. Shaibal Chanda is an HR manager of Unilever who arranged a meeting in order to meet the current scenario of the market. During that meeting, the marketing executives of Unilever was giving a speech regarding the market needs and conditions. During that time, he got kept silent and listen to the current consequences. At that time, a finance executive was making noises who had been beckoned by HR to keep silent during the speech of the marketing executive. After listening to all the consequences, HR said that the market was a need of hand sanitiser to all the board of directors and employees. This short form of the message was understood by all the people in the meeting (Pruss, 2016). The HR said that they would take initiative to launch a new brand hand sanitiser to the market in order to take a competitive advantage over the market.   
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Poor communication can be explained where friction, confusion and frustrations are present that will demotivate the employees and the road to success is a shaky one. This poor communication makes the business lack interaction by which business suffers the most as the employees are not able to get the required direction (Kamerow, 2009). Misleading information has been turned out in poor communication which leads the employees to be stressed. There have been published many articles about poor communication because the organisational innovation and productivity of the employees have been disrupted due to this. Let’s see an example of poor communication that was occurred in Yahoo where my friend was working. 
The employees of Yahoo were got a memo from the HR department in February 2013 where the employees were asked to join the workplace overturning the previous policy and instituting a major cultural change. The reason wasn’t present in the memo that was a generic and unpersuasive statement. Morale was plummeted through publishing their memo where the employees were being stressed, upset and frustrated as they were unable to know why they had got that statement. 
Due to the frustration and demotivation, employee’s workability was decreased significantly that hampered the performance of the organisation at that time. Henceforth, it was an example of poor communication because that communication wasn’t honest, clear and respectful communication. Considering the audience questions are the major issue that was not present in that communication. The employees were ignored at the communication that made them demotivated at the workplace. So, the organisation should figure out the barriers to poor communication in order to improve the productivity of the employees (Lee, Li and Tsai, 2021). The following section is an illustration of the way of improving poor communication.
Organise the department: Department’s information should be organised because effective communication depends on how much the HR department is organised while giving any guidelines to the employees (Trupti Sachin Gupte, 2019). The communication would be poor if the information from the organisation isn’t enough justified and difficult to understand. The employee’s work will be easier if the information is easier for the employees to understand and specific. In terms of friend’s workplace, if the HR department had a specific reason for their changes, the employee’s confusion would be removed that would help to come out from the frustration by which they would be able to back to their workplace with a new rhythm. So, organising the department would remove the barriers of the communication and also communication would be effective at the workplace. 
Identify the common goal: Organisation goals are very common which makes motivated the employees because employees need a direction to show up their performance. But the objective should be clear, identifiable and specific because it helps to strengthen the employees at their workplace. In order to keep the employees on track, organisation should have a common goal because it inspires the employees by which their workability maximises significantly. Though my friend’s organisation had asked to change the organisational policy and culture, their motive had been yet shown to the employees which meant that they didn’t have identified and clarified the common goal which reduced the inspiration of the employees at their workplace. Reduction of inspiration declined the connection with the work by which productivity of the employees decreased tremendously. So, the organisation should have identified and cleared the common goal to the employees in order to make effective communication at the workplace which will maximise the performance of the employees significantly. 
Seek out the feedback and make decision: The growth of the organisation significantly depends on taking the employee’s feedback because internal strategy is influenced by it. But companies mostly discourage the employees to take feedback because they fear disclosing how much unhappy the employees are within the organisation (Khanna, 2017). Discouraging in taking feedback had been shown in my friend’s workplace because the employees who had been levied by a new policy didn’t give any power to ask why they had imposed that new policy. That made the employees demotivated at the workplace which must be solved for the betterment of the organisation. So, it is needed to give a platform to ask the question in case of arising issues at the workplace for valuing the employees because this will remove the confusion and frustration at the workplace and makes an effective communication by which employee’s productivity will be increased significantly. 
So, the upward strategies would help to remove the poor communication from the workplace by which employees would be motivated to do their job effectively. 



[bookmark: _Toc69430480]Conclusion
This report concludes the understanding of the communication at the workplace which must be effective because the organisational success is much dependant on it. The objective of the organisation can be hindered if the organisation is not able to build an effective communication channel. Besides, poor communication at the workplace demotivates the employees by which organisational performance can be decreased drastically. Hence, organisation should eradicate the poor communication at the workplace through making effective decisions as well as maximising the skills of the communication.
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