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Executive Summary
The report has been prepared in order analyse the effectiveness of teamwork and communication. The various models of communication have been described that make the communication process much effective. Also, the various communication skills which have been taught in the class have been completely discussed. Several case studies have been used for the purpose of determining the situations of poor communication within the workplace. Also, for the purpose of reducing poor communication, several recommendations have been provided. 
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[bookmark: _Toc79741837]Introduction
The report has been prepared in order to determine the effectiveness of teamwork and communication. Models of communication refer to the framework which are followed for making the communication process much easier and effective. In this report, an elaborate discussion has been provided relating to the communication skills which have been taught in the class (Alyammahi, et al., 2020). However, a brief examination of different models of communications have been provided. Various case studies have been used for the purpose of determining the situations of poor communication within the workplace. However, for the purpose of reducing poor communication within the organisation, there are certain suggestions which are provided.


[bookmark: _Toc79662765][bookmark: _Toc79741838]Models of Communication 
[bookmark: _Toc79741839]The Westley and Maclean Model
This model mainly explains the various ways through which the communication process takes place by both mass communication as well as interpersonal communication. It helps in determining the influence of various environmental factors and subjectivity in the communication process. It is observed that, the communication process begins with environmental factors which influences an individual to speak (Coffelt, 2021). The Westley and Maclean model of communication also acknowledges that the role of feedback plays a very essential role in the communication process. There are 9 elements of this model of Communication. These elements are- environmental factors, receiver, gatekeeper, feedback, sensory experience, object of orientation (sender), object of orientation (receiver), sender and receiver.
[image: Westley and Maclean Model of Communication (9 Key Elements)]
Figure 1: The Westley and Maclean Model
Source: (Guffey, and Loewy, 2021)
Environmental factors: It is observed that, the communication begins in the environment prevailing around the speaker. A proper environment will motivate the speaker to create a message and send it to the receiver.
Sensory experience: There are certain experiences of the speaker in the environment which motivate him/her to send the message. The sensory experiences are in the form of learning about something, hearing about something, etc. The way of sensory experience also creates a great impact on the message to be conveyed at the time of communication.
Sender: A person who sends the message is known as the source. They can be either an interpersonal communication between two or more individual in the form of face to face communication. On the other hand, there can be a mass communication between two or more people through to newspaper, social media etc.
Object of orientation of the sender: This is a subjective experience of the person who sends the message. Various individuals interpret information with their own social perspective. This will create a great impact at the time of sending a message (Habich, 2020).
Receiver: The person to whom the message is to be received by is known as the receiver. There are various ways through which a message can be received by receiver.
Object of orientation of the receiver: The subjective believes or experience of the person who receives the message is known as the object of orientation of the receiver. The entire message is decoded by the receiver by using his personal perspectives (Kostyuchenko, et al., 2020).
Feedback: This is a loop which involves both the gatekeeper and the receiver who was receiving the message and also the message sender.
Gatekeepers: These are common in mass communication rather than interpersonal communication. Gatekeepers are the editors of the message before they are sent to the receiver.
Opinion leaders: This model lays emphasis on some key individuals in the mass communication as an opinion leader. This person influences the environmental factor on the sender of the message.
[bookmark: _Toc79741840]Schramm's Model of Communication
Schramm model of communication is the first model of communication which is not a linear model. In this model, no assumption is made relating to communication as a unilateral process (Khamis, and Wahi, 2021). It is however, believed that communication is a bilateral process which prevails in a circular model. In this model, both the sender and the receiver have a right to compose the message and send it to the other. Hence, both the sender and the receiver play an essential role in the execution of the communication process. In this model, the concept of noise is also included in the communication process. With the help of the noise factor, it becomes easier to determine the problems which can occur at the time of decoding the message by the sender. However, this model of communication also comprises of a feedback system which helps the sender to understand whether the message is received by the receiver and interpreted properly or not (Kitterle, 2020). The elements of this communication model comprise of- sender, receiver, message, feedback and semantic noise.
[image: Wilbur Schramm | Easy English Lessons]
Figure 2: Schramm's Model of Communication
Source: (Kostyuchenko, et al., 2020)
Sender: The source of the message is known as a sender. He makes sure that the entire message is legible and clear and can be easily understandable by the receiver.
Receiver: The decoder of the message is known as the receiver. He is an individual to whom the message is sent.
Message: The content of the communication process is known as a message which is conveyed to the receiver. The message is a combination of video, text and audio.
Feedback: It is a process which starts when the receiver has received the message. On the basis of the message received, necessary feedbacks are provided by the receiver to the sender (Loncke, 2020).
Noise: These are interactions which are caused at the time of communication process. This leads to failure in receiving the message by the receiver.
[bookmark: _Toc79741841]Helical Model of Communication
This is a model of communication which is mainly explained by means of a helix. This is a communication model which is both circular as well as linear. Frank Dance is the founder of helical model of communication. The main idea behind this model of communication is that the process of communication starts from the birth of an individual and continues till the present moment (Martinez, et al., 2020). According to this model, it is observed that, the communication process is a cyclical process. This processes mainly influence the experience and time. However, the communication process is also continuous in nature. It is believed that, the communication module is not repeated. The process of communication accumulates. This means that, it goes on increasing and becomes much more knowledgeable and complex.
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Figure 3: Helical Model of Communication
Source: (Müller, and Antoni, 2020)


[bookmark: _Toc79662769][bookmark: _Toc79741842]Communication Skills
[bookmark: _Toc79662770]It is observed that, developing a good communication skill helps in improving the personal as well as professional life of an individual. In case of the professional field, it is observed that, proper communication skills help in gaining maximum promotion and development opportunities. On the other hand, communication skills also play a very vital role in enhancing the personal level of knowledge and understanding. Different types of communication skills have been explained in the class (Nguyen, et al., 2020). Some of the skills are verbal skills on the other hand, some of them are non-verbal skills.
Presentation skills: One of the most vital communication skill is the presentation skill. For an individual, it is very essential to present the information either in a formal setting or informal setting. Proper presentation skills comprise of fluency in communication, clarity in communication, ability to express the opinions etc. 
Writing skills: For proper communication, it is very essential that an individual should possess certain writing skills. Hence, it is essential that the individual should be effective in writing in order to portray his ideas and thoughts in the communication process. Proper theoretical knowledge and conceptual ideas are very essential in order to improve and enhance the writing skills.
Personal skills: For the purpose of improving the communication skill, it is very essential that an individual should possess personal skills. Personal skills are those skills which helps in maintaining a healthy mind and body and also enhances the communication process. It is essential that an individual should be positive in nature in order to execute effective communication (Servaes, and Malikhao, 2020).
Listening skills: One of the most essential communication skill is to listen. For an effective and successful communication, it is very essential for all the parties of communication to listen properly. This makes the entire communication process easier and effective.

[bookmark: _Toc79741843]Examples of poor communication
A lot of hindrances are created within the workplace as a result of poor communication. This situation of poor communication can be explained with the help of the following examples.
· In STV Limited, a meeting was organised among the production managers. In the meeting, it was seen that, the minutes of the meeting was read by the host (Srivastava, et al., 2020). Constantly, it was noticed that some of the managers were interrupting at the time when the minutes of the meeting was being read. This is an example of poor communication which is taking place in the organisation. This has led to ineffectiveness in the flow of communication process.
· In an MNC, it was noticed that, the organisation had not followed the feedback process. There were certain additional policies which were adopted by the organisation. The organisation had not taken the advice of their subordinates regarding these newly implemented policies. However, the subordinates had no idea about the changes which had been taking place in the organisation. This had led to a situation of poor communication within the organisation and had caused a lot of hindrances in the workings of the organisation (Yalap, and PolatÃ, 2020).
· For TUV Limited, it was observed that, at the time of holding a regular meeting, all the members had different ideas and opinions. This had led to the occurrence of conflict in the meeting. None of the members of the meeting were understanding each other and were not trying to co-operate. This had resulted in increased misunderstanding among the members. This is an accurate example of poor communication taking place in the organisation.
· In a particular organisation, a target was allotted to a team of 4 members. Lack of active listening had led to non-fulfillment of a particular target. It was observed that, the main aim of the team was not at all selected (Yusof, and Rahmat, 2020). Moreover, all the members had no unity and coordination among themselves. No proper mode of communication was followed in order to determine the ways in which the target could be achieved. This led to a situation of poor communication within the organisation.
· 

[bookmark: _Toc79662771][bookmark: _Toc79741844]Suggestions for Improving Poor Communication
[bookmark: _Toc79662772]There are certain recommendations and suggestions which are provided for the purpose of enhancing poor communication. These are discussed as follows:
· It is very essential for an individual to enhance their listening skills. Paying proper attention to the speaker helps in making the communication process much more effective and easier. At the time of any communication process, it is very essential to pay proper attention (Alyammahi, et al., 2020). Paying proper attention to the speaker helps in understanding the main motive of communication process.
· For an individual, it is very essential to understand the feeling of the parties involved in the communication process. Empathising generally means relating and understanding someone else's feelings. This helps in increasing the ability to communicate.
· Proper teamwork and ability to engage in collaborative activities with the coworkers helps in building better communication skills. The stronger is the relationship, the more effective will be the communication in the workplace (Servaes, and Malikhao, 2020).
· For improving the poor communication, it is very essential that a proper feedback system should be involved. This helps to determine whether the message which is received by the receiver is understood by him or not. With the help of a proper feedback system, it becomes easier to communicate the messages easily.


[bookmark: _Toc79741845]Conclusion
Thus, it can be said that, communication plays a very essential role for the purpose of sending information from one person to another. Through the various models of communication, it becomes easier to send the message from the sender through various channels. This makes the entire process of communication successful and effective. Moreover, there are situations in which poor communication takes place. For the successful working of an organization, it is very essential to remove all the situations relating to poor communication.
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X = Environmental Factors
The factors that influence why the message is
created in the first place.

A = Sender
The person who sends the message.

B = Receiver
The person who receives the message.

C = Gatekeeper
The editor of the message, such as a newspaper
editor. Common in mass communication.

F = Feedback
The return messages sent back to the sender.
These can help shape future messages.

X! = Sensory Experience
The ways we receive messages, which also shape
the content of our future messages.

X2 = Object of Orientation (Sender)
The beliefs, culture and background of the sender
which influence the sender’s message.

X3 = Object of Orientation (Receiver)
The beliefs, culture and background of the receiver
which influence the receiver’s interpretation.
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