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1. Introduction  
Exchanging proper data and information in an integral part of an organisational process and communication needs to be properly developed in order to exchange data and information.  In the workplace, both verbal and nonverbal methods of communication are used in order to connect with other person or group.  Two essential functions of an organisation can be served through communication.  Communication not only helps to disseminate the information among the employees for getting things done,  at the same time it is also beneficial to develop a relationship of commitment and trust among employees and a proper organisational culture can be developed.  Moreover, in order to help the organisation to run smoothly and to be productive, proper communication methods need to be implemented. 
In this report, different models of communication will be analysed as well as the communication skills which is required for everybody in order to perform in a workplace. The examples of poor communication have also been analysed with case studies in this report. 
[bookmark: _Toc67151807]2. Models of communication 
[bookmark: _Toc67151808]2.1. Shannon and Weaver 
The Shannon-Weaver model of communication is one of the effective models of Communications which is specially designed for improving the effectiveness of communication between the receiver and the sender.  According to this model, the factors that can affect the communication process are "Noise".  Different concepts of communication such as a transmitter, channel, information source, receiver, sender, message information destination as well as encode and decode can be found from this model.   If the concept of this model can be elaborated, the following information can be found: 
The sender or the source of information:  the sender is the person who sends the message by the preferred channel of communication
Encoder or transmitter:  Encoders use the machine to convert the message into binary data or signal.  Hear the machine is directly referred to as the encoder or transmitter as it is used for converting the message (Al-Fedaghi, 2020). 
Channel:  it is the medium that is used for sending the messages
Decoder or receiver:  it is the machine that is used for converting the binary data or signals.  The receiver can also translate the message from the signal. 
Noise:  The physical disturbance such as people or environment can be referred to as noise and due to these problems or disturbance the message cannot be properly delivered to the receiver. 
If the model can be explained, it would be identified that it is the sender who encodes the message and sends it through the technological channels to the receiver. Often the technological channels that are used in such cases can be telephone or telegraph.  The message is sent through a medium and binary codes are used.  It is the responsibility of the receiver to decode the message and interpret it (Kalogiannidis, 2020).  However, the channel can have noise and it may cause problems during the communication process and due to that, the receiver may not decode the message properly which affect the entire communication process. 
[bookmark: _Toc67151809]2.2. Schramm 
Another model of communication which is used in the workplace is the Schramm model.  This model was proposed by Wilber Schramm in 1954 and since then, it has been utilised as one of the major models of communication in the workplace as well as in other sectors.  According to this model, it is the coding and decoding that are essential processes of communication and effective communication is based on these processes.  In order to develop successful and effective communication, this model has emphasized the proper flow of information among the individuals and coding and decoding are needed to be properly understood by the sender as well as the receiver (Kalogiannidis and Papaevangelou, 2020).  This model also emphasized receiving feedback from the recipient by the sender. According to Schramm, within an effective communication, the sender must receive feedback from the recipient as it is a two-way process.  Therefore the different parts of communication which are involved in this model are: 
· The sender who sends the message
· The encoder who to convert the message into codes
· The Decoder gets the encoded message and converts it into proper language
· The interpreter analyses the message.  The receiver is similar to the interpreter as  an individual interprets the message after receiving it
· The message is the data or information sent by the sender and received by the recipient
· Feedback is the process of acknowledging and providing an opinion about the message from the receiver to the sender
· Noise can be referred to as interference or interactions caused during the process of communication and it may affect the communication process
 However one of the major limitations of this particular model is that if the semantic losses are not taken into consideration here and it assumes the moments of decoding and encoding. 
[bookmark: _Toc67151810]2.3. Berlo 
Berlo's model of communication is another model which is used by people in the workplace.  A number of factors are used in the model, such as mentioned below: 
Source:  it is the origin of the message
Communication skills:  These skills need to be adopted by the individual for proper communication such as the ability to write, read or speak
Attitude:  here the attitude towards the subject audience or oneself will be included
Knowledge:  the sender needs to have knowledge about the subject of communication
Social system:  it includes the different aspects of society such as cultural values and beliefs so that communication can be effective
According to this model, effective communication can be developed if the sender or the receiver had an adequate proportion of the above-mentioned factors.  At the same time, the sender or the encoder as well as the Decoder or receiver is present in this model.  However different channels such as hearing, seeing, smelling, touching or testing can be used for proper communication (Umeozor, S.N., 2020). 
This model of communication by Berlo has been criticized for a number of reasons such as the lack of feedback he is here and there is no room for noise or interruption in the communication process.  This linear model of communication needs people to be on the same level so that effective communication can be developed. However, in everyday life, it may not happen always.
[bookmark: _Toc67151811]3. Communication skills 
Effective communication in a workplace depends upon the skills of communication adopted by individuals.  Effective communication skills are beneficial in every aspect of life for an individual and they can be beneficial in case of social gatherings as well as in professional life.  Verbal communication skill, as well as verbal communication skills, is mostly identified as the skills for communication however often the active listening skill is also considered as communication skill (Lenard and Pintarić, 2018).  
[bookmark: _Toc67151812]3.1. Verbal: Verbal skill of communication refers to the use of words for sharing information with other people.  It is all about the words that should be selected while speaking and the way they are heard and interpreted.  Verbal communication is a two-way communication process where both the receiver and the sender hold equal importance.  Effective verbal skills of communication involve specific main areas such as the words are selected by the speaker, the way he or she delivers them and how the speaker enforces them with other modes of nonverbal communication.  The choice of words should be done carefully by the speaker as the interpretation of the message can be different from person to person according to the choice of words (Bailey, 2018).  For example, a speaker cannot use the same words while talking to his authority like he does while speaking to his friends or colleagues. The voice tone as well as the pace should be different according to the position of the receiver, the level of interest and commitment of the speaker.  This verbal skill of communication is important for teamwork and employees, who have excellent skills of verbal communication, can interpret the message properly and act appropriately, and get a better chance to be excellent on the job. 
Within a workplace, verbal communication can take place among individuals or groups like co-workers, subordinates, employees and authorities (Hardjati and Febrianita, 2019).  In order to help the employees in terms of training, discussion, interviews, sales pitch and consulting verbal communication helps. 
[bookmark: _Toc67151813]3.2. Non-verbal: 
 Nonverbal communication skills refer to facial expression, voice tone, eye contact, body language, gesture, posture and another medium of communication that can be adopted by people for communicating without the use of language.  Nonverbal communication is often considered important as verbal communication skills and it is used for creating a positive impression.  Effective nonverbal communication skill is necessary among the employees as it is one of the major factors that employers take in order to evaluate their recruitment (Okoro et al. 2018).  People often use non-verbal communication like facial expression, body language and gestures in order to communicate with other people and convey the message.  In the case of interview and networking, nonverbal communication skill is considered as important as it helps to determine the impression and makes the responses. 
From developing effective communication, nonverbal methods are also used in order to establish credibility and trust (Doyle, 2017).  Nonverbal behaviour such as eye contact and voice tone can be used for demonstrating the engaging and personality of the work as well as his or her sincerity and commitment towards the job.  Therefore in order to communicate at work non-verbal methods are equally important as the verbal method. 
[bookmark: _Toc67151814]3.3. Listening 
Active listening skill is another way of communication that is taken into consideration by many organisations.  This soft skill should be acquired and developed with practice.  Listening with full attention to the speaker can help to develop a positive impression and provide a positive message towards the speaker from the listener (Lloyd et al. 2018).  Moreover, proper active listening can help to develop a relationship of trust and commitment among the workers.  Although interest towards a specific topic can be conveyed by using both the verbal and nonverbal methods such as making eye contact,  nodding head,  agreeing by saying to encourage the speaker,  active listening can also help the speaker to feel that the person who is on the other side is properly communicating with him. 
[bookmark: _Toc67151815]3.4. Example of poor communication 
The example of poor communication can be understood from the case study of the professor and the village people.  According to the given case study,  the professor used words that are not familiar to the people of the village.  As a result, the villagers ignored the professor and his message that his house was on fire.  An example of poor communication can be gathered from this incident as it is always required to use down the language or the choice of words according to the familiarity of the receiver.  The sender must use the language so that the receiver can always understand the message without any effort.  The communication model of Berlo can explain this situation as according to the model, the sender should obtain feedback from the receiver after receiving the message.  If that was followed in this case, this instance of miscommunication could not happen. 
 In the second case of Maria and Pedro, lack of active listening skill is the reason behind all the misunderstanding between Maria and Pedro. The communication model of Berlo explains this confusion as the model always requires feedback from the receiver.  Therefore if this model was used, Maria could cross-check whether Pedro has received the message or not.  Therefore this could have been prevented. 
[bookmark: _Toc67151816]4. Conclusion 
In order to conclude, it can be stated that proper verbal communication skills must be taken into consideration by the employees in order to communicate within the workplace setting.  It is the responsibility of the employees to use the proper and correct words according to the requirement of the situation so that the scope of miscommunication can be avoided.  On the other hand, it can also be said that in order to develop proper teamwork,  along with verbal communication skills, non-verbal skills and active listening skills must be considered by the employees as it will help them to establish their opinion and their interpersonal relationship can be improved. 
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