In this report, I will be discussing the different models and approaches of communication. I will also explain different examples of poor communication at a workplace and how this could be improved. Communication can be defined as a way people express themselves by what they feel, their thoughts and ideas. According to Sabah (2012), it is very important to understand communication because it directly impacts all aspects of human lives including technology control and interactions. 
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There are different forms of communication such as verbal, non-verbal, written and listening.  Communication in a workplace can be through emails, group meetings, answering phone calls, providing presentations and reports, giving, and receiving instructions. 


Over the years, different scientists have studied these different channels and models of communication. The results of their studies have encouraged the base development of new forms of communications. As of today, many scholars and other disciplines study the same exact types of communication. We share new philosophies, models, and methods of communication to describe our feelings and emotions.  
The pyramid of communication has been resourceful in people everyday lives and activities. The hierarchy of the pyramid of communication explains different scientific disciplines and these are the societal, institutional, group, interpersonal and intrapersonal which is at the bottom of the pyramid. Sally & Lucy (2018) stated that today, students on placement frequently the use the pyramid to practice and this has been useful when paying attention to detail and developing interactional skills.  

MODELS OF COMMUNICATION
There are various models of communication that demonstrate the purpose of communication is to deliver a message, transfer of information from one person to another or from an organisation to an audience. 

Shannon and Weaver 1948
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The Shannon and Weaver model was specifically designed to portray the effectiveness of communication between the sender and receiver. This model involves various concepts of information transfer such as sender, noise, receiver, encode, decode and information destination. This model was initially designed to improve technical communication but later decided to apply it widely in the communication field. According to Nicole et.al (2011), Shannon and Weaver also found out that factors such as noise were paid attention to as this affected the success or failure of a dialogue.
The sender sends the message through a telephone and through an encoder, the message is converted into signals. Through a decoder, the signal is converted into a message which is received by a receiver who is the destination. An example of the Shannon and Weaver model is a manager (sender) making a telephone call (encoder) to one of his staff (receiver). During this call, there is appearance of noise, and his staff would receive only part of the message. As feedback, the staff asks his manager to repeat the message. The appearance of noise affects the receiver to understand the message the sender is trying to portray hence affecting the flow of communication between both parties. 
The Shannon and Weaver model has been criticised in both positive and negative ways; for instance, it is simple model to apply in various theories of communication. Communication is more effective face to face or in person rather than in a group setting. Also, there is no control on the role of the sender because the reply creates the exchange. 
An example of today life; whilst receiving an important call from a customer enquiring about their booking I found it difficult to hear those due to the extreme high pitch noise interference in my surroundings. I solved the situation by changing my environment by walking to staff common room which is quieter. This form of communication is evidence by Shannon and Weaver theory. 
Schramm 1954
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Schramm’s model conveys the importance of coding and decoding to lead to effective communication. He highlighted that a mode of communication is inadequate unless the receiver sends feedback to the sender. 
Wilber Schramm proposed that information is useless until it is carefully put into words and conveyed to the receiver. According to Janse B (2019), this model of communication determines how two people communicate when exchanging thoughts, attitudes, and data. The main role of the receiver is to understand the information and what it intends to convey from the sender.  If the receiver fails to decode the information from the sender, the message is useless. 
An example of today life; I sent a message for an group presentation by which my member did not respond I had sent multiple messages on different occasion and received no response which shows unwillingness to work as a team to achieve our goal. This also shows that communication between both parties was incomplete as no feedback was given.

Berlo 1960
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The Berlo model of communication operates on the SMCR model i.e. source, message, channel and receiver. Within this model of communication, several factors such as attitudes, culture, knowledge, communication skills, the source etc. play a vital role when communicating. 

COMMUNICATION SKILLS
Verbal communication can be described as word of mouth. This could mean words that come out of our mouths. It is speaking face to face between two or more individuals. At a workplace, verbal communication involves formal presentation, reports, team meetings and team work, (Glenda & Ian 2002).

Non-verbal communication refers to the things we don’t say; things that we keep within ourselves, but are able to communicate through our body language, signs and signals, tone of voice.
Both verbal and non-verbal communication is vital and can say different things for different reasons. 
It is important that we are aware of the differences between our own verbal and non-verbal communication and that of others. 
Written Communication is another form communication by sending an email, a memo, a report, a Facebook post, a Tweet, a contract. One important thing to remember about written communication, especially in the digital age, is the message lives on, perhaps in perpetuity. 

Listening active listening is a key factor for being attentive or alert when it come to certain things like listening to an incoming call over the phone. By listening attentively to what someone is saying is important so that you receive all the information they our portraying to you. 
Empathetic listening is putting yourself in another person shoes by really understand where they are coming from.
VISUAL COMMUNICATION
Think about it in this day and age we are very visually as a society. By using televisions that are run for 24/7 exposing yourself to visually. Even on social media like Facebook is visual communication with its memes, videos, images, etc., Instagram is an image-only platform, and advertisers use imagery to sell products and ideas. 

In a nut shell communication is vital in our day to day lives and at a workplace. Effective communication leads to better results at work for example giving clear instructions to team member prompts better performance which could intern increase organisation of a role and productivity this also means easy cooperation within a team and better problem solving. However poor communication can lead to unlawful conflicts which intern lead to disciplinary action as a result you can lose your job and credibility.
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