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Communication can be termed as the act of conveying the intended messages to the target population. Sharing the views through the verbal model of communication or the nonverbal mode of communication can be highlighted here. Two or more parties can be involved in the communication process (Barnlund, 2017). The basic steps of the communication process are as below:
· Effective formation of communication motivation
· Composition of the messages
· Encoding of the messages into digital data, written content, pictures, gestures, and others
· Effective transmission of the encoded data through a specific medium or channel 
· Noise sources intervention (Barnlund, 2017).
· acceptance of the signal or the information by the receivers
· effective decoding of the accepted information
· Interpretation of the information by the receivers (Barnlund, 2017).
Communication can be in any step of life, either professional or personal. Professional communication can be addressed through organisational communication. Effective commination maintenance with the stakeholders at the workplace supports the effective goal accomplishment and positive culture development of the organisation. With the positive communication process, the transparency of the information sharing takes place and supports the cultural diversity maintenance at the workplace. Good communication also helps in better productivity of the organisation, which also can be highlighted as the competitive advantage of the organisation. Being working in the receptionist position in one of my workplaces, good communication maintenance with the stakeholders of the organisation is the most important factor to be considered by me (Fogel, 2017). The conflict resolution and problem-solving attributes also can be managed by the positive communication process maintenance. 
In this report, the importance of effective communication with the help of the description of relevant theories highlighting the teamwork aspects, and communication will be addressed. Along with the description with the help of the theories, the important action plan highlighting the recommendation for the communication process development at my workplace also has been discussed in this section (Fogel, 2017). 
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Maintaining effective teamwork based on positive communication is the most important aspect as it supports overall production delivery for the organisation success. A few of the important methods have been highlighted aiming at a better understanding of the communication in the organisational context (Cooper-Duffy & Eaker, 2017). 
At first, the definite communication standard should be developed by the management to be followed by the employees highlighting the way they should communicate with each other. The content of the information, the time to communicate, and the way to communicate can be mentioned at this stage (Cooper-Duffy & Eaker, 2017).
The next stage is all about the development of the communication process so that the staff of the organisation will experience a better communication experience, developing the positive communication platform can be highlighted here to share the information and viewpoints. The management here also is required to focus on the fact that while sharing the information, the rationale behind this communication should be informed to the staff (Cooper-Duffy & Eaker, 2017). The staff should understand the part that what are the tasks they are doing with their relevancy with the organisational growth so that better communication process platforms will get sustained. 
In the active communication process, active listening should be the habit of both the employees and employers as listening develops the understanding capability of both the parties and develop an effective communication platform. one-way communication like communication with the organisation information through the computer information sharing process, as well as developing the feedback sharing platform for the staff also are the two variations of the communication process (Royal College of Physicians, 2018). Being at the position of the Receptionist, it was my responsibility to communicate with the staff and employees of the organisation along with the management, suppliers, and other stakeholders to develop the communication driven successful business environment aiming at meeting the organisation performance standard by me (Royal College of Physicians, 2018). 
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Shannon-Weaver Model
Shannon-Weaver Model is known as the “mother of all models”. In the year 1948, Claude Elwood Shannon, and Warren Weaver have developed this communication-based model. This communication model argues the fact that active communication can be broken by the six important concepts like Sender, encoder, channel, noise, decoder, and the receiver (Wang & Li, 2017). The model illustration is as below:
Figure 1: the shannon-weaver model of communication
[image: 2.2 Shannon and Weaver Model - YouTube]
Source: (Wang & Li, 2017)
This is the linear model of the communication process.
Sender: Sender is the person who develops the communication content to be shared with others and opt-out the most relevant communication channel.
Encoder: This is the machine that converts the sent messages into the binary data to carry on the messages to be sent to the receiver (Wang & Li, 2017). 
Channel: It can be defined as the choice of the medium aiming to send the messages correctly to the receiver. 
Decoder: This is also the machine that accepts the message as decode the message from binary to the messages (Wang & Li, 2017). 
Receiver: The receiver is the person who is at the finishing line of the communication process.
Noise: Noise can be highlighted as some of the physical disturbances distort the entire message's communication process. Based on the organisation circumstances, and cultural aspects as well as messages to be delivered, the noises can be varied from each other (Wang & Li, 2017). 
Cases study of Pedro and Maria again can be highlighted here. The surrounding nose at the building site, while Pedro worked, has compelled him to hear kitchen' instead of chicken' has developed the incident of miscommunication. 
Schramm’s Model
It is another important communication model with a circular model process. Wilber Schramm has developed this model in 1954. The active encoding and effective decoding are the important sections of this communication model. Without the feedback, this communication model is termed as an unsuccessful one. As per the model, there are various noises as languages, social difficulties, as well as educational may distort the communication process. The active feedback sent by the receiver to the sender may mitigate the noises related risks in the communication process (Lim, 2017). The active feedback will alert the sender as well as the receiver to communicate the correct information between each other without any distortion. The model illustration is as below:
Figure 2: Schramm’s Model
[image: Schramm's Model of communication - QS Study]
Source: (Lim, 2017).
Highlighting this model application, the case tidy of Pedro and Maria can be addressed. The case study has highlighted the fact that educational differences or the language issue between Pedro and Maria have made Pedro failed to understand the view of Maria. In this case, if Pedro would have offered feedback to Maria about his incorrect perception, then the miscommunication issues could have been resolved. 
Berlo’s Model
In 1960, David Berlo has developed the linear communication development model. It is the Sender-Message-Channel-Receiver Model of Communication. This communication model does not address the noises in the communication process rather focuses on the source, message, channel, and receiver effectively. Few important factors are considered for both the sender and the receiver for their active communication process. They are attitude, useful knowledge, communication skills, the effective social system, and the culture of the organisation. The message related factors are elements of the message, contents of the message, structure, and the code of the message (NAJAFI et al, 2018). Apart from that few of the channel factors are listening, watching touching, tasting, and smelling. The model illustration is as below:
Figure 3: Berlo’s Model
[image: Berlo's (1960) Source-Message-Channel-Receiver Model of ...]
Source: (NAJAFI et al, 2018).
This model application can be addressed with the help of the case study of “The professor and the village”. The case study has described the fact that professor educated from the Welsh University was not as the average uneducated population of the village. During the crisis time, when the house of the professor was in the fire, she used the tough English language which was never understood by the local population and as a result, he did not get any help from them. This situation highlights the mismatch of the social culture, social skills, as well as the major language problem between them. Thus, this has caused the failure of effective communication process development.  
Teamwork related model as Belbin model
This model highlights the fact that how the management based on the capabilities and efficiencies are allocating the job tasks among the individuals in the team to deliver better teamwork and better team performance highlighting the better communication between them (Procter, 2016). The model illustration is as below:
Figure 4: Belbin team roles
[image: Belbin models | Leadership, Effective communication, Development]
Source: (Procter, 2016).
Tuckman’s team development theory
It is also the most important strategy where the excellent communication process is used at each stage of team development, the teamwork aspect is highlighted here. The model illustration is as below:
Figure 5: Tuckman's team formation model
[image: Tuckman (forming, norming, storming, performing) | Multi ...]
Source: (Black et al, 2019)
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With the help of the class exercises, involved in the solo as well as a team project, the importance of effective communication can be understood. In the solo project to be done by me, I have joined as the communication director at one organisation and to write a business-related email (highlighting the written communication) to one of my employees. The purpose was to ask him to join the training session offered by the training team with the purpose to develop the communication skill of the employees. Based on this communication initiative, I have identified the lack of communication skills in me (Black et al, 2019). This has helped me in developing a suitable communication development action plan. 
The team project was based on the BMW dealership in London. The communication has been developed based on the involvement of the Chinese electric car brand which wished to be in the partnership with the BMW. Thus, developing the communication strategy to communicate with the organisation employees regarding these issues can be highlighted as the perfect evaluation of my skill and skill of my teammate (Wang & Li, 2017). This exercise has highlighted the fact that I am lacing in effective communication with the larger team, which is required to be developed. 
The importance of my communication can be addressed by the real-life scenario, where I am the front office representative to communicate with the customers as well as with the other stakeholders, at the initial time, it was difficult to handle a wider range of administrative tasks by developing effective communication platform with all the stakeholders (Jovanović et al, 2016). Thus, the messages tried to be communicated by me with others may have been distorted based on the physical disturbance or due to the lack of language and contents used by me so that the messages can be easily encoded and decoded by the received effectively. Thus, sometimes, the miscommunication incident started to take place (Jovanović et al, 2016). Due to the use of verbal communication, this problem was raised, I could have been better if I could have been sued the nonverbal communication process focusing on the written documentation process. 
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There are four important communication methods as verbal communication, nonverbal communication, visual communication, as well as written communication. 
Verbal communication: This is the communication method where speaking with the target audience is highlighted. This communication process can be maintained using various communication platforms as face to face communication, or communication through telephone, also through the video conference method. Positive body language is important to be maintained here (Glowinski et al, 2017). 
Nonverbal communication: This is the communication price where the positive gestures, positive facial expression, and correct body language along with correct emotion reflection are important to be maintained. It is the non-linguistic information transmission process using the correct posture of the sender and receiver (Glowinski et al, 2017). 
Visual communication: This is the type of communication where the arts, the charts, graphs, as well as images are displayed to the target audience to communicate the inherent messages inside the images. This visual communication is completely based on the string eyesight of the target audience to communicate with the intended messages (Glowinski et al, 2017). 
Written communication: with the help of the correct and understandable language, numbers, and symbols, this type of communication process is established. 
Based on the situation, and based on the teamwork attributes, more than two types of communication types are used by the management of the organisation. For my workplace, the verbal and nonverbal communications are used at my workplace, where visual communication is used for workplace daily tasks as well as for training purposes (Glowinski et al, 2017). The written communication for data entry and data maintenance requirements also is strongly maintained. 
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The strong communication between the employers and the employees are required to be maintained. The effectiveness of the communication process between these two parties can be managed by the correct choice of the communication contents, the perfect choice of the communication as well as a well-developed communication platform (Thomas et al, 2016). The proper collaboration with the management, and strong employability skills in the employees can be developed by the effective use of the communication process. It also offers the proper encouragement to the team members to deliver their best performance towards overall organisation target accomplishment (Thomas et al, 2016). 
The task proficiency, the problem-solving attributes, and the conflict resolution attribute also can be well controlled and managed by effective communication process maintenance. The positive organisations' culture also can be well managed with better production output (Thomas et al, 2016). Therefore, aiming at the organisations objective meeting, the development of a better communication process should be developed by me.  
[bookmark: _Toc16524942][bookmark: _Toc39390500]Conclusion
Therefore, overall, it can be stated that various aspects of the communication importance at the organisational level have been discussed under the shed of the communication-related models. The teamwork development-related Belbin model also has been highlighted as the supportive facts. The importance of communication in my personal work experience and job responsibilities also have been addressed in this report. The importance of effective communication platform development and maintaining a high level of communication also has been mentioned in this report as the gesture of the competitive advantage development of the organisation. 
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This section of the report has discussed the skills required to develop my communication skills effectively. The tabular representation is as below:
Effective action plan
	Skills to be developed
	Ways to improve those skills
	Timeframe allocated for the development 

	Language development skill
	It is required by me to concentrate on the English language development skill by developing my vocabulary list (Fogel, 2017). 
	The time has been allotted for that is 6 months

	Listening skill
	I should develop my concentration skills, and patience skills so that overall listening skills can be developed in me to maintain effective communication with others (Fogel, 2017). 
	3 months have been allotted for this skill development 

	Written communication skill
	I should concentrate on my writing skill so that better presentation can be made by me to communicate with the suppliers and other administrative tasks being the receptionist at my workplace (Cooper-Duffy & Eaker, 2017).
	2 months have been allotted for this skill development in me. 

	Teamwork skill 
	Being into the position of the front desk people, I should develop the teamwork spirit in me so that the strong collaboration with other team members can be maintained to deliver the maximised business performed (Cooper-Duffy & Eaker, 2017). 
	4 months will be allotted for this skill development.  
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