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Communication skills are very essential skills in the life of any individual. The different models of the communication need to be analysed carefully. To communicate in an effective and suitable manner the right or proper communication tool needs to be identified in the right manner (Taherdoost, 2018). The importance of various types of communication skills becomes even more important in any organization or any kind of big company. People working at different levels must follow different types of communication. They must understand the mode of the communication that they must follow. This is because different types of communication have different types of rules.

[bookmark: _Toc87563744]Models of communication
Tuckman’s team development and communication model-The model of the Tuckman team development and  of communication was first developed in the year 1965 (Jones, 2019). It was developed by an individual whose name was Bruce W.  Tuckman . The current model of this type of communication model has been a revised model. The previous model had mainly four different parts. The four parts that were there in the previous model were mainly Performing norming, storming and forming (Jones, 2019).  This particular model is mainly based on the right type of functioning between two different types of dimensions. The two different types of dimensions are mainly the activity of the tasks and relationships that are interpersonal in nature. This particular model which was developed was mainly developed to describe a particular pattern of communication.  The initial stage of this particular model is mainly forming. The other stages that include adjourning, performing and norming come much later. It is also a model used for different kinds of team development processes.
Berlo model of communication- This particular model was developed in the year 1960. Initially this particular model was developed by the individual named David Birlo. Later this model was effectively expanded by another individual named Shanon. This model of communication he’s a very simple individual to individual communication type. This particular model of communication is a very simple form of communication. The factors that are included in this particular type of communication are the attitudes, the different types of cultural systems, the different categories or types of social system the various levels of awareness and the skills required for this type of communication.This particular model of communication generally begins in the source and then it passes on to the encoder channels and the different types of communication receivers. In the process of encoding the different types of skills that are related to writing and speaking art took place. This type of communication system can be a very effective type of communication system.
· Source- It is the main place from where the communication starts.
· Message- Conversion of thoughts of an individual to words is the conversion to message
· Channel- It is mainly the medium of how the medium of communication is transferred to the sender.
· Receiver- When the message is finally got by the ultimate person then the process of decoding takes place. 

Linear model of communication-  It is a very simple model of communication which consists of primarily two parts. In the small departments of any company this particular model of communication can be very effectively used. The different components of this kind of communication processes and their functions are as follows:-
· Sender- He is that person who is starting the conversation.
· Receiver- He is the person who is listening to the communication.

Communication skills required in a workplace
Communication skills required in a workplace are very essential. Other than communicating in the workplace, sharpening the communication skills so that it has a big influence on the development of the career for an individual is very essential. Success in the workplace depends a lot on the way individuals communicate in a workplace. The level of communication of an individual has a lot of effect on the efficiency and also the trust between different employees and also with the management.
 Showing respect while communicating: It is one of the very important aspects of communication.In case of speaking with her authorities in any type of workplace communicating in a respectful manner is very essential. Career development often depends a lot on this type of communication. In case of big multinational companies like Marks and Spencers, communication workshops are conducted among the employees for communicating in a better manner with the higher authorities and also with the different clients.
 Listening in an active manner: Active listening is a very important aspect of any kind of communication. In any kind of communication mainly there are two sides, one who is communicating and the other one who is listening (Terry and Fobia, 2019). The role of the listener is also very essential in the communication process. In big multinational companies like Marks and Spencers,  listening to different instructions given by the higher authorities and also by the various clients across the world is very essential. Clients generally do not want to repeat the same thing while communicating because it wastes a lot of time. So active listening is very essential to know the requirements of the clients and also to know the instructions given by the higher authorities for delivering a particular Task. Hence, in such an organisation active listening is a very important or essential part of the communication process that takes place.
 Asking questions while communicating: Many people work in a particular organisation and different people have different opinions about a single thing. Many people have different opinions about one same thing. The Opinions of all the individuals must be listened to (Merkl-Davies and Brennan, 2017). If any individual is not allowed To give his or her opinion then he or she may feel sidelined. If in any particular organisation this particular thing happens then the job satisfaction of the employees will automatically come down. Job satisfaction is directly related to the performance of the employees so in any kind of communication opinions of individuals must be allowed to express. Marks and Spencer always allows their employees to express their opinions freely (Alsubhi, Hoque and Razak, 2018).  This is one of the primary reasons that the job satisfaction of the employees in the organisation off Marks and spencers is extremely high. As a result the company is also doing very well in the global market.
[bookmark: _Toc87563745]Poor communication in the workplace and ways of improvement
Inadequate communication in any office or any other kinds of workplace can be the root cause of problems that are associated with the behaviours of employees in a particular workplace (Contractor, 2019).  If communication in any type of workplace is not done in a transparent manner then there is always a possibility of rumours spreading in that workplace.
In the case of a workplace there is always this problem of inadequate communication. Due to this problem of inadequate communication and also lack of transparency in the entire communication process a lot of spreading of rumours happens in the workplace due to which the careers of many people are affected in a negative manner (Lee, 2021). Employee satisfaction in the friends workplace is coming down and as a result.  Employee satisfaction is directly related to the performance of the company. Since employee satisfaction is coming down due to the spreading of rumours as a result the performance of the particular company is also lowering in a very gradual manner.
 In active listening in the workplace it is also becoming a problem for that particular company where the friend is working (Alalwan et al, 2019). The employees of that particular company are not being trained in the active listening skills. As a result they do not comprehend the instructions given by the higher authorities and also the requirements given by the various clients.
Transport and communication can solve the problems arising in that particular workplace to a very huge extent. The problems related to the spreading of rumours can be easily solved if the communication is done in a very clear and transparent manner. Verbal communication or communication in any type of digital medium should be always transparent where every word or every sentence must be complemented clearly by the listener (Valkenburg and Oliver, 2020). In case the listener faces any type of problems in comprehending it is the responsibility of the speaker to make him or her understand the exact meaning of the sentence. The opinions of the employees must be taken. In this way the spreading of rumours can be stopped and the problems arising in communication processes can be solved to a very big extent.
The employees of that particular workplace must be given proper training in the active listening skills.  If this skill of the employees in communication is not honed in a proper way then the communication will always suffer in the workplace of that friend. 

Theories to improve communication in workplace
In Berlo's model of communication  There is a primary source, a primary message and also finally there is a channel (Lock et al, 2020). This method of communication is a very simple method of communication. This simple way of communication can be very useful in any company.If the method of communication in any organisation is done in a very simple manner then the communication processes will be very much transparent and easy and it shall be very beneficial for all the management and also the employees. In case of this particular model the communication is extremely simple and so it can be easily applied to any particular company. In the case of the friend's company the communication problems that are arising from time to time can easily be solved using this particular model of communication. If a simple model of communication is used then the transparency in the communication will be very well maintained. The problems related to the spreading of rumours will absolutely stop if a lot of transparency in the communication processes is maintained in a good manner. So the model which needs to be chosen for the communication processes needs to be such that they suit a company in an appropriate manner. The communication processes often occur in any organisation in a chained manner. It goes or travels from the lower levels to the higher levels through a proper channel. Any disruption in that proper channel can create a lot of problems in the communication processes. The disruption can occur in both digital and verbal mediums. To avoid such disruptions a simple communication model like the Berlo’s model can be selected for communication processes. If a relatively simple model of communication is used then the disruption processes in communication will absolutely stop and the communication process in the company will become very smooth and very stable. This shall avoid any kind of miscommunication in any organisation and in the friend's company also miss communication will absolutely stop if this particular model of communication is used in an effective and also efficient manner. Berlo's model of communication was mainly used to make improvements in communication in the technical sphere. As time went by this particular model of communication was used in other spheres of communication as well. Since this model of communication was mainly introduced for the development of technical communication this type of communication is very beneficial in any offices or in any company (Waisbord, 2020). The problems that are present in the organisation of the friend can be solved using a very simple method of communication. The simple method of communication can be this particular model as this is not only simple but also extremely effective in nature. The linear model is also a very simple model that can be effectively used to solve communication problems in a company. This is because technical communication needs a simple mode of communication. The tuckman;s model for communication can also be used for solving problems in the workplace.

[bookmark: _Toc87563746]Conclusion
The process of communication is a very essential process. This particular process is very essential for a company. In any kind of communication problem arising in the various companies,they can be solved easily using simple communication models.The linear communication model and the Berlo’s model of communication are two very essential models of communication that are highly used to solve communication problems in companies. Along with these two models the Tuckman’s model of team development and communication is also used for solving various kinds of problems in companies. 
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