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[bookmark: _Toc48996430]Introduction 
In today’s dynamic world, communication is among the most important skill to achieve success. The individual who has effective communication skill can achieve success in the workplace. But ensuring effective communication is important to achieve success. This report aims to analyse communication models, skills and theories which can be used to improve poor communication. To achieve the aim of this report at first an analysis of what is communication will be discussed. Then the three models of communication along with communication skills will be analysed. It also includes an example of poor communication and how different theories can be used to improved communication.       

















[bookmark: _Toc48996431]What is communication? 
According to Graham (2011) communication is the process, which an individual can use for exchanging information, feelings, emotions etc. by speaking, writing or using other processes. The main aspect of communication is by sharing information about someone or something. The effectiveness of a team is depending on the effectiveness of communication by the member of the team. An individual to achieve success in the professional career must have to achieve effective communication skills (Rai and Rai, 2014). Communication is not just how individual share information it is about the methods which are using, the tone of the communicator, the communication subject and the body language. With the combination of all these an individual can ensure effective communication.   
[bookmark: _Toc48996432]Communication models 
The process which can be used for representing how communication can be done effectively is known as communication models. The use of effective communication models is important in term of ensuring the effectiveness of communication. There are types of communication models. Those are: 
[bookmark: _Toc48996433]Linear model
This is a simple communication model where a sender encodes the message by using a media and receiver decoded the message (Dutta-Bergman, 2018).  This is a straight line communication. This models of communication can also be said as the one-way communication where the sender encodes the message and do not receive any feedback. This communication model is useful for mass communication. In this process, there is no scope for the sender to receive feedback or the receiver to provide feedback. For example, to test the effectiveness of the model a seminar is being considered as the case study. The participant of the seminar was 200 and the time was only 1 hour. In there, this model of communication was effective there. 
This communication model is good for the circumstances where there are many receivers and the time of communication is limited. This can also be used to persuade the audience and achieving intentional results (Adams and Singh, 2018). But there are some drawbacks of this model which needs to be considered. In this model, communication is not continuous and there is no mechanism for feedback. There is no way the receiver understood the effectiveness of communication.      
[bookmark: _Toc48996434]Transactional model 
This model of communication sees communication as the process of creating a social and cultural relationship with others not just as a process of communicating information (Baskin and Bruno, 2016). It demonstrates that people do not just communicate to share information rather create a relationship with others. Sender and receiver role in communication id different in this model than other models. In the model, there is no sender and receiver thee is just the communicator who communicates with each other. This types of communication are mainly used for interpersonal communication where the sender and receiver interchange roles. There is an option for simultaneous feedback and noise is present in these types of communication. Feedback is been consider as a new message in this model of communication. There are lots of noise in the transaction model but noise sometimes good for communication. 
The main advantage of these types of communication is that there is an opportunity to provide and receive simultaneous feedback. This helps to understand the effectiveness of the communication. In this model, there is no discrimination between the parties involved in the communication process (Graham, 2011). Because of noise, the effectiveness of these types of the communication might be reduced and it is the main disadvantage of this model. 
[bookmark: _Toc48996435]Interactional model 
In this model of communication, communication is seen as the process of interacting where the participants change positions as the receiver and sender and generate the meaning of the communication through feedback (Harvell, 2018). This model focuses more on the interaction between the communicators rather than the message. The linear model of communication is more focused on the message but this model focus on the communication process. The best example of this can be a case study of an online class. Where the process of communication is more important than the message which is been delivered. The main features of these types of communication include communication using the internet and slower feedback. Other features include, this can be used as a process of field experience, it is a convergence model and communication using model become linear communication if the receiver does not respond.     
Feedback can be received in a mass communication using this model of communication. New communication channel like the online class can be conducted using this communication model (Rai and Rai, 2014). But the problem is that it requires more time to receive the feedback and there is a possibility that the sender and the receiver do not know who the other person is.      

[bookmark: _Toc48996436]Communication skills
Effective communication skill is important is term of achieving the goal of communication but this cannot be developed over night. Here are some of the most effective communication which an individual needs to achieve. 
Active listening: This is among the most important communication skill. Because if an individual does not listen to what others want to say then how proper feedback can be given (Salmon and Young, 2011). The techniques for improving this skill includes listening more than saying, concentrate and do not disturb. 
Non-verbal communication: Communicating can be done by using words, body language and gesture. The active listening skill also involved with these skills. Sometimes people send non-verbal message unconsciously.  For example, if a person is angry then it can be understood by seeing the facial expression of the individual. Awareness of non-verbal communication is important.  
Asking questions: In term of communication skill, asking questions is important because the proper question can lead to the proper answer. If some does not have the ability to ask the right question than there will be a possibility that the individual will not also able to communicate effectively (Koski and Launonen, 2012). The question which an individual will ask must have to be SMART to get the right answer. 
Being clear: Being clear while communicating with others is important because this helps the other party to understand the meaning of communication. For example, if an individual wants to communicate that the impact of COVID-19 is devastating and do not able to communicate it clearly the purpose of the communication will not be achieved.       
Summarising: Summarising helps an individual to demonstrate whether the individual understands the message or not. For example, after hearing something the receiver can summarise the whole communication to make it clear the communication purpose was successful (Rai and Rai, 2014). This will also help the sender to clarify if the receiver is unable to understand any part of the message. 
Being empathetic: Empathy helps an individual to understand the feelings of others which is important in term if effective communication. If an individual started to see the perspectives of other parties in the communication then the chance of effective communication will be increased. 
Providing feedback: To achieve the goal of communication providing feedback is important. This helps the sender to understand whether the purpose of the message is understood or not and the receiver by providing feedback can have the ability to demonstrate that the message has understood. That is why an individual must need to have this skill. 
Stress management: Stress can be good for an individual when it is in small quantities as it encourages to work hard. But when it is cross the limit then it became a barrier of effective communication.  Because of this reason an individual must need to have stress management ability so that the effectiveness of communication can be ensured. 
Emotional control: Feelings has an important role in communication. Decisions which an individual takes is guided by emotions (Graham, 2011).  But sometimes emotion is the cause of ineffective communication. If an individual is able to control emotion then it will help the individual to understand what others want to say and in the same saw the perspectives of others.   
  
Figure 1: Communication skills 
Source: Graham (2011)




[bookmark: _Toc48996437]Example of poor communication and how to improve it
An effective example of poor communication can be the failure of my friend team to finish a project in time with effectiveness. My friend works as a part-time employee in a shop. Because of COVID-19, the shop decided to conduct business online. For that, a team was created to check the validity of the decision and provide a recommendation within one month. But the team was unable to finish the project. As there are aggressive to one another, blame one another for the failure, and did not take responsibility. These are the sign of poor communication in the workplace. 
Improving communication is important for my friend and his team to ensure that the organisation achieve success. “Development communication theory” can be used for this purpose by the team (Bogomoletc, 2018). This theory demonstrates that there will be no development without communication and this is also related to developing communication. By using this theory there are some strategies which the team can make to improve communication to achieve the aim of the project? 
Ensuing undivided attention of the team member is an effective strategy to improve communication. This will improve the focus on a team member to achieve the aim of the project. Listen to what the manager of the organisation says will also help to improve communication. If the member of the team listens carefully then they will be able to understand the importance of the decision and that will motivate the employees to work hard. The communication process also needs to be considered while communicating (VanDerveer and Butterick, 2017). The communication media which shows aggressiveness is not good for effective communication. For this, effective communication media needs to be chosen. Arrange regular meeting among the member of the team is also important in term of ensuring effective communication because it will help share findings effectively. Inform others about their findings helps ensure that another member of the team is updated about the progress and this will inspire others to do so. These are the ways which can be used for improving communicating. 




[bookmark: _Toc48996438]Conclusion
To achieve success in the workplace there is no alternative to effective communication. The linear model is useful for mass communication. In the transaction model communicator tries to develop a social relationship but noise can reduce the effectiveness of this model. Interaction model focuses more on creating interaction among the participants rather the message. Some of the most effective communication skills include active listening, “non-verbal communication”, being clear, asking questions, emotional control etc. Strategies like undivided attention, listening carefully and choosing an effective communication method can improve communication.            
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Communication skills


Active listening


Non-verbal communication


Asking questions


Being clear


Emotional control


Stress management


Providing feedback


Being empathetic


Summarising
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